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	Commanding Officer
United States Coast Guard
Integrated Support Command
	4000 CG Blvd.
Portsmouth, Va. 23703-2199
Staff Symbol: p
Phone: (757)686-4072


CG ISC PORTSVA INST 2300.1C


20 December 1999

INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 2300.1C

	Subj:
	HANDLING OF MESSAGE TRAFFIC



	Ref:
	(a) The Coast Guard Telecommunications Manual, COMDTINST M2000.3 (Series)

(b) Naval Telecommunications Procedures, NTP 3 Supp-1 (I)

(c) Automated Message Preparation, A User’s Guide


1.  PURPOSE:  To provide guidelines and procedures for the handling of Integrated Support Command Portsmouth (ISC) message traffic.

2.  ACTION:  All personnel involved in the preparation, distribution or acting on of message traffic, shall be aware of the contents of this instruction.

3.  DIRECTIVES AFFECTED.  SUPRTCOM PORTSVA INST 2300.1C is hereby cancelled.

4.  DISCUSSION.  It is essential that all personnel involved in processing message traffic understand the importance of proper handling and disposition of incoming and outgoing message traffic.  Each person’s part in the process is very important, beginning with the originator of the message to the Communications Center; all have a responsibility in ensuring that this function is handled in an orderly and efficient manner.

5.  PROCEDURES:

a. Incoming Message Traffic.
(1) During regular working hours, the Division Chiefs will receive message traffic via Electronic Message Board and will distribute traffic to their Division.

(2) On weekends, holidays and after working hours, all message traffic will be viewed by the ISC Officer of the Day (OOD).  The OOD will receive all message traffic via Electronic Message Board on the computer in the CMAA office.

(3) The OOD shall carefully review all messages.  The OOD will notify the Executive Officer (XO) of all Immediate Message Traffic and cognizant Division Chief(s) of any message that requires action prior to the next working day.

(4) Upon securing the watch (Monday through Friday), the OOD will brief the oncoming OOD as to the status of any message traffic that will effect the duty day.

b. Outgoing Message Traffic:

(1) Divisions are responsible for preparing their own outgoing messages.  All messages will be prepared in accordance with references (a), (b), (c) and enclosure (1).

(2) Those personnel allowed to release messages are designated in writing, with limits of releasing authority appropriately identified.  Normally, messages are released by cognizant Division Chief.  However, messages requiring Commanding Officer (CO) discretion, or those affecting command policy or missions will be released by the CO or XO acting as CO.

(3) All OODs are authorized to draft and release message traffic in the performance of their duties as OOD.  However, prior to releasing, the OOD shall ensure that the XO or the responsible Division Chief concurs with the message’s content.

c. High Priority Message Traffic.  

(1) When notified that a classified message has been received, the OOD will notify the Personnel Services Division Chief or Security Officer.  OODs have the authority to view classified messages in order to determine if immediate action is necessary, and notify the appropriate Division Chief.  The XO will be notified not later than the next working day of the message’s receipt unless it requires sooner action.

(2) If the Personnel Services Division Chief and Security Officer are unavailable, the OOD shall notify the XO and, in his absence, the CO.

(3) All classified messages shall be kept locked in the GSA approved safe, located in the Security Office.  As with all classified material, only those individuals who hold the appropriate security clearance and have a need to know will be permitted to read the message.  The Classified Material Control Officer (Personnel Services Division Chief) shall make the final disposition of classified messages.



//S//

R. R. HOUCK

Encl:
(1)
General Information

Dist:
List I, II, AND III

General Information

**MESSAGES**

I. What is a message?

A message is information of sufficient importance, timewise, as to warrant transmission via electronic means.  Information NOT of sufficient importance should be mailed, hand carried, etc.

II. Parts of Administrative Messages

(1)
Date-Time-Group
R 061547Z AUG 99

(2)
Originator
FM COGARD INTSUPRTCOM PORTSMOUTH VA//CO//

(3)
Action Addee
TO MLC LANT NORFOLK VA//P//



USCGC TAMPA//CO//

(4)
Info Addee
INFO COMDT COGARD WASHINGTON DC//G-PE//



CCGDTHIRTEEN SEATTLE WA//P//



CCGDEIGHT NEW ORLEANS LA//P//

(5)
Accounting Symbol
CG-W2GERC

(6)
First Break
BT

(7)
Class. & SSIC Number
UNCLASS //N01326//

(8)
Subject Line
SUBJ: -----------------------

(9)
Reference (Orig)
A. MY 021334Z AUG 99

(10)
Reference (Addee)
B. USCGC INGHAM 031854Z AUG 99



C. CCGDTHIRTEEN SEATTLE WA 041454Z AUG 99

(11)
Text
1. _________________________________




2. _________________________________




3. _________________________________

(12)
Final Break
BT

III. Breakdown of Message Parts

(1) Date-Time-Group:  Consists of precedence (which relates to the contents of the message and speed of service – Immediate (O) 30 minutes, Priority (P) 3 hours, Routine ( R) 6 hours or start of next business day), time of message, month and year.  Use of dual precedence (to indicate differing levels of precedence for the action addressee and info addressee) is authorized and encouraged.

(2) Originator:  Command originating message.  Routing indicators will be used.  Routing indicators show the office, division or branch the message is from and addressed to.  Authorized indicators for the ISC are:

a. c
CO

b. ex
XO

c. p
Personnel Services Division

d. k
Health & Safety Division

e. f
Comptroller Division

f. e
Facilities Engineering Division

g. i
Industrial Division

Routing indicators are identified by “//” before and after the indicator (//p//).  When more than one indicator is used, a single “/” will separate them (//c/p/persru//).

Routing indicators for MLC’s, AREA, Districts and Commandant will be the office designation (G-PO, AO, P, PP, etc.).

(3) Action Addees:  Commands required to take action on the message.

(4) Information Addees:  Commands to whom the message is sent for information purposes only.

(5) Accounting Symbol:  Used whenever the message will or may have to be sent entirely or partially via commercial means- -CG policy is to insert this symbol on all messages and is done by communications personnel.

(6) Break:  Used to designate or signify ending or separation between heading section and text of messages.

(7) Classification/SSIC:  Designates classification of message and Standard Subject Identification Code numbers (SSIC); SSIC must contain the letter “N” and exactly five numerals.  Special handling instructions, if necessary, are contained on this line.  The caveats, “FOR CO’S EYES ONLY” and “PERSONAL FOR _______” are generally the only special caveats that might be used by ISC personnel.  “PERSONAL FOR . . .” messages are designed for flag level communications or Officers in Command status.  This caveat should be used only in the MOST sensitive of circumstances since it requires extraordinary handling precautions.  FOR CO’S EYES ONLY messages should be used when the content of the message is not of a classified nature, but requires special consideration (death notification, sensitive personnel matters, etc.).  Special caveats MUST be used exactly as shown:

UNCLAS FOUO//N00000//FOR CO’S EYES ONLY

UNCLAS FOUO//N00000//PERSONAL FOR EXECUTIVE OFFICER

(8) Subject Line:  A very brief, one line key  as to the message subject.

(9) References:  References should not be used unless they will assist in the understanding of the message itself.  When citing references:

a. Use the originator’s complete Plain Language Address (PLA) and Date-Time-Group (DTG).  DO NOT use the precedence of the message.

b. “MY” may be used by message drafters, but if there is more than one addee, never use “YOUR”.

c. References to documents should contain the complete abbreviated title and relevant sections and/or paragraphs.

d. References to correspondence should contain the short title of the originator’s PLA, serial number and date of correspondence.

e. Telephone conversations as references are not authorized.  If a telephone conversation must be used, it will be cited in the text of the message.

(10) Text:  This portion of the message contains the information the drafter wishes to convey.  This must be done using the fewest words possible.  Use of short words, sentences, and paragraphs is paramount in drafting the text.  Some points to remember:

a. Information in the text is divided into paragraphs and sub-paragraphs; single paragraphs in message need not be numbered.

b. Use of abbreviations must be limited to meanings that will be understood or self-evident to the addees.

c. Use punctuation sparingly.

(11)
Final Break:  Denotes end of message.
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