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ISC PORTSVA INST 5216.1E
10 September 2003

INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 5216.1E
Subj:  CORRESPONDENCE HANDLING
Ref:   (a) Coast Guard Correspondence Manual, COMDTINST M5216.4C
1.  PURPOSE.  To provide guidelines and procedures for the administration and handling of Integrated Support Command Portsmouth (ISC) official correspondence.

2.  ACTION.  Division Officers shall ensure compliance with the provisions of this Instruction.

3.  DIRECTIVES AFFECTED.  ISC PORTSVA Instruction 5216.1D is hereby cancelled.

4.  DISCUSSION.  It is essential that all personnel involved in the administration of correspondence understand the importance of the proper handling and disposition of both incoming and outgoing correspondence.  The Coast Guard, along with all other agencies of the Government and civilian business, relies heavily on the written work to transact business.  Each person, from the individual in the mail room to the ISC Commanding Officer has a very important part in the process to ensure that this function is handled in an orderly and efficient manner.

5.  PROCEDURES.
a.  Incoming Correspondence.
(1)
Certified/registered mail addressed to "Commanding Officer" or "Commander" shall be delivered to the command office secretary.

(2)
Other certified/registered mail shall be delivered as addressed.  Personnel signing for and accepting certified/registered mail are responsible for assuring the addressee receives the letter, parcel, etc. promptly.
(3) Regular mail addressed to "Commanding Officer" or "Commander" shall be delivered to the command office secretary.

(4) The Command Office will log all incoming correspondence in the command correspondence log. Correspondence requiring action will also be logged on the Command Action Tickler sheet which is used to track all action items to their completion.

(5) The original of incoming correspondence requiring action will be maintained in the official files, located in the Personnel Services Division.  A Xerox copy of the correspondence will be routed as necessary for action.  All other incoming correspondence will be routed to and retained on file by the appropriate division.

(6)
All other regular mail shall be delivered as addressed.

(7)
Directives and publications shall be delivered to the command office secretary for routing as required.
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b.  Outgoing Correspondence.
(1)
Originators will ensure that all outgoing correspondence conforms to the requirements of reference (a).

(2)
Correspondence routed to the command office for signature SHALL BE COMPLETE with appropriate Standard Subject Identification Code (SSIC), properly labeled enclosure(s) attached, and routing slip.  Do not date correspondence forwarded to the command office for signature.  Correspondence will be dated, after being signed, by the command office. The routing slip shall indicate where the correspondence originated, division officer's signature, and properly identify the contents.  The incoming document being responded to and any required background material shall also be included. Correspondence will be prepared and assembled in accordance with reference (a). Correspondence shall be routed through the appropriate division(s) prior to submission for signature.  Do not route previous drafts with final drafts unless specifically requested.

(3) Signed correspondence will be returned to the originator for mailing.  An official file copy will be forwarded to the Personnel Services Division, Reader File copy will be forwarded to the command office.

c.  Filing.

(1)
The official files are maintained in the Personnel Services Division.  All correspondence shall be assigned a Standard Subject Identification Code (SSIC) for the purpose of identification and retrieval.  Filed material will NOT include unnecessary working papers, early drafts, extra copies, or informational material.  Include only the following:

(a) The incoming document

(b) Copy with enclosures

(c) Essential support documents

(2)
The command office secretary will retain a copy of all outgoing correspondence in the monthly reader file.

(3)
Division Officers may retain copies as needed for their own use.

6. POLLUTION PREVENTION (P2) CONSIDERATIONS.  None.

7. FORMS/REPORTS.  None.
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