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PREFACE

1. This handbook is not directive in nature.  It is intended to be a familiarization package for  you the TCO.  This guide is not all-inclusive in nature and only highlights the key areas of responsibilities and procedures.  The references listed in the back, are governing documents for communication management and Telephone Control Officer (TCO) responsibilities.
2. You have been assigned to be your organization’s TCO.  Your job as the TCO is to help us, the MCB Quantico Base Telephone Management Office, provide telephone and data services in support of your mission requirements.  This includes educating the people you work with concerning the telecommunication services available and how to obtain these services.  The full compliment of duties and responsibilities are listed later in this document.  You will be the central point of contact for all matters which require coordination, liaison, or recommendations between base telephone and your unit.
3.    
3. This TCO handbook provides information and guidance to assist the TCO in the day-to-day performance of his/her duties as the primary or alternate TCO.  Comments, suggestions, or questions concerning information contained in this handbook should be forwarded to the Telecommunications Branch, AC/S G-6, Building 1999, at extension 784-2500.
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SECTION I
APPOINTMENT CRITERIA FOR UNIT TCO’s

  The Commander/Director of each base organization and/or tenant unit organization will designate a primary and an alternate Telephone Control Officer (TCO) for each Billing Account Code (BAC) IAW MCO P2066.1, paragraph 2003d.  Their primary function is to assist MCB Quantico base telephone in providing the best telecommunications service available to meet customer operational requirements.  Base telephone will work with the unit TCOs, who identify customer requirements, in order to determine the best solution that will satisfy the organization’s telecommunications needs.   Whenever there is a change of Primary or Alternate TCOs, the unit will send an updated authorization letter, listing all personnel who are authorized to sign and submit work requests, to the Telecommunications Branch, AC/S G-6.   This letter will give the name, rank, work section, and telephone number(s) of the individual(s) being assigned as TCO’s.  TCOs must be responsible individuals with a minimum rank of Corporal.  There will be a minimum of two (2) TCOs (a primary and an alternate) per BAC, but no maximum number of TCOs.   It is recommended that that the primary TCO be responsible for accomplishment of all duties.  Unit authorization letters must be updated annually.  
WHY DO WE NEED TCOs
  MCB Quantico spends hundreds of thousands of dollars every year providing the highest quality state-of-the art telecommunications services to ever changing missions and base populations.  A new Enhanced 911 (E911) system has been implemented aboard MCB Quantico.  Among the many good reasons for the establishment of TCOs is that this action will significantly enhance the ability of base telephone to maintain an accurate database of the critical emergency information necessary to properly maintain the E911 database.  TCOs will semiannually verify all telephone numbers and special circuits for their respective organization(s).    

  Our ultimate objective is to provide the best telecommunications service available to meet your operational requirements.  As a TCO, one of your duties requires that you review every communications work request forwarded by your organization for proper format, completeness, budgetary considerations, and timely submission.  The TCO will also verify the interoperability of the requirement and the proposed 
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solution and will be who the technician performing the work reports to at your unit.  The TCO plays an important role in the overall management of base communications resources.  The TCO functions as the sole point of contact between the Base Telephone Office and your unit on all matters involving communications services and requirements.  The TCO helps manage those services essential to mission accomplishment and is the unit’s “expert” in these areas.  As you undergo changes and moves, your communications support must change with you.  The responsibility for purchase and life cycle maintenance of unique communications equipment such as answering machines, facsimile machines (FAX), cellular and secure voice telephone instruments, overhead paging systems, etc., lies with you, the using organization.  TCO’s also help us maintain and verify records associated with long distance calls, cellular telephone calls, and pager services.  Most importantly, the TCO must be aware of all telecommunication services utilized by their organization so they can serve as the sole point of contact to solve telecommunications requirements.
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GETTING STARTED

  The first step to take after being assigned as a TCO is to submit an authorization letter communicating you are authorized to sign work requests and obligate funds for telecommunications work.  This lets us know who you are (and your alternate) and provides a sample of your signature for verification purposes.  It is essential that you inform the base communications office of any changes in TCO personnel, their work section, and telephone number.  Most communications requests will not be processed without a valid TCO signature.

1.  
2.  
3.  
4.  
5.  
6.  
7.  
8.  

TCO GENERAL RESPONSIBILITIES
To assist you in the performance of your TCO duties, we have developed this handbook for your use.  Though not all-inclusive, the general TCO responsibilities are as follows:
1.  Be familiar with applicable references (MCBO P2831.1A, MCO P2066.1)
2.  Serve as the organization’s point of contact to identify communications requirements and ensure the need for official telephone service.  TCO’s must submit timely work requests to the Telecommunication Branch of the G-6 at least two weeks prior to the operational date for routine moves, at least four weeks prior for large scale moves (i.e. entire units, workcenter relocations, etc, and eight weeks prior to the operational date of a special circuit or 800 number.  This will not guarantee service by the requested service date, but gives us time to work the requirement into schedules.
3.  Assist the Telephone Officer in conducting directed taskings or TCO training.
4.  Arrange for continuous escort services for workers when telephone work must be accomplished in a controlled or restricted area. 
5.  Evaluate all telecommunications service requests submitted for proper content, completeness, and budgetary considerations.
6.  Continually review the unit telephone service and equipment for your unit.  Submit a telecommunications service request as required for removal or termination of any service no longer required.
7.  Verify via monthly audit and certification procedures the cellular, long distance, and pager 
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bills which must be returned to base telephone.
8.  Establish internal telephone control procedures to prevent administrative and cellular telephone abuse.  Educate unit personnel of the liability for unofficial calls as well as destruction/damage of communications equipment. 
9.  Disseminate customer education materials and act as a focal point for user education requests.
10.  Responsible for ensuring their organizations directory listing is accurate and up to date in the base telephone directory.
11.  Responsible for issue and accountability of telephone control numbers, and request log.
12.  Responsible for issue and accountability of telephone calling cards, pagers, and cell phones.

13.  Ensure all Work Requests involving installation, removal, or relocation have detailed office diagrams, showing existing and proposed configurations, attached upon submission.
14.  Ensure the customer or point of contact’s name and phone number is included in Block 1 of the form.
15. The TCO will be the authorizing signatory on all of the requesting organization’s work requests and Audit Certification Letters of the telephone bill.
16. 16.  Coordination with the Fund Administrator (FA) for expenditure of funds associated with Work Order (WO) requests.
17. 

17. Keep a log of all Work Requests submitted.  Assign your own TCO Control Number on Block 1, so that you can reference it if you don’t have our Control Number when calling for status.  Validate request by filling in Block 10.
18. Ensure DD Form 2056 (Telephone Monitoring Notification Decal) and telephone help desk stickers are visibly displayed on all telephone instruments.  These stickers are available at Bldg 1999.
19. Maintain a continuity book which contains the following:

a. a.  TCO handbook.
b.  Current TCO appointment letter.

b. 
20. The monthly audit and certification of the telephone bill, which is returned to base telephone.  1-4
21. Other incidental administrative duties such as keeping current authorization letters and:

a) Requesting locates for MISS UTILITY.

b) Central Point of Contact (POC) for reporting trouble calls (service outage).

c) Central POC for work request status reconciliation (new work).

d) Providing commander's counsel on communications related topics.

e) Performing coordination and liaison duties both within the unit and external to it.

f) Handling reimbursement for unauthorized long distance phone calls.

g) Reconciliation of the E911 database for their command

h) Maintain a running inventory (database) of all phone numbers, type of phone, features assigned to those phones, class of service of phones, location, special circuits, voicemail, pagers, cell phones, etc.
22.    Attend annual TCO training that is provide by the Base Telephone office.
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SECTION II

GENERAL ISSUES

TELEPHONE TROUBLE REPORTING

  When an outage or trouble occurs on a line or special circuit, follow the procedures outlined below to resolve the problem:
1.  Report the outage/problem to the Telephone Network Branch/CED by dialing at 784-2500.

2.  Give the technician an accurate description of the problem.

a.  Include telephone/circuit number.

b.  Building number and room/location.

c.  Give “from” and “to” locations of special circuit.

d.  Name and working duty phone of a person knowledgeable of the outage.
3.  The technician will give you a “job number”.  Please keep this number for future reference until the problem has been satisfactorily resolved.
  The Telephone Branch Help Desk should be the first contact for any outage.  This includes official commercial telephone lines in government buildings, pay phones, and special circuits.  Commercial telecommunications companies often use the Base’s cable plant to extend your commercial circuits.  We should be the first point of contact to ensure the problem does not lie within the base infrastructure.  If you contact the commercial company first, you may receive and be liable for, a repair bill even though base personnel fixed your problem.  Base personnel may determine that the problem lies within the commercial telecommunications company’s facilities.  If this is the case you will be directed to contact the commercial telecommunications company and report the problem.
SUBMISSION OF TELECOMMUNICATIONS SERVICE REQUESTS

  Most communications service actions must be requested through the Telecommunications Branch (Base Telephone) on NAVFAC Form 9-11014/20, Form flow form NAVFAC9_110.FRP (work Request form).  The exception is maintenance trouble calls; where prior existing service has been interrupted.  This includes all telephone,  data circuits, and other communications requirements.  All requests for communications work, equipment, etc…require an approved work request number be assigned by base telephone.   
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Contracting Officers should not process any requests for the purchase of any communications equipment (answering machines, FAX’s, etc.) without prior coordination with the Telecommunications Branch and an approved work request.  The NAVFAC Form 9-11014/20 should be submitted to AC/S G-6, B507 in a “readable” format (i.e. typed).
  If the NAVFAC Form 9-11014/20 is for telephone related work, your description of the work to be accomplished should be simple, clear, complete, and precise.  If possible, a floor plan or a diagram should accompany the request showing room numbers, telephone locations, existing telephone jacks (usually printed on the top or face of the jacks), and the desired class of service for each line.  Justification of the work should indicate whether the work is mission essential.

  Anyone can submit an NAVFAC Form 9-11014/20, but the TCO, alternate TCO, or other person(s) identified on the requesting unit’s authorization letter must sign in the “Requesting Official” block.  You as the TCO, should always ensure the requesting organization and contact telephone number are correct. NAVFAC Form 9-11014/20’s without one of these signatures will be returned to you without action. 
  Only properly authorized work requests will be performed.  If you have difficulties filling out your request, please feel free to contact Telecommunications Branch at 784-2500 for assistance.  A telephone surveyor may suggest alternate solutions to the one you request.  You as the TCO should be communicating requirements not specific solutions.  Usually base telephone personnel are the most capable people to evaluate your requirements and suggest the most cost effective and technologically efficient solution to meet your mission requirements.

1.)  
1. Requirements must be submitted a minimum of two weeks in advance for routine installations and relocations, 30 days in advance for larger scale unit moves which are estimated over $1000.00, and 60 days for special circuits and 800 numbers
2.  Installation of special circuits such as T-1, DS-1, DS-3, Frame Relay and fractional T-1 circuits require the purchase of regeneration equipment.  It is the using units responsibility to fund the equipment procurement.  The procurement process will not begin until funds have been transferred and the Telecomm Branch has received a telephone service request.
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Due to the cost of the equipment, procurement must go through the Purchasing and Contracting Division.  Therefore, requests for this service must be submitted 60 days prior to the required due date to allow for procurement and engineering time.  
Users requiring the special circuit to terminate on any location other than MCB Quantico are required to submit a Telecommunications 
Service Request (TSR) to the Defense Information Systems Agency (DISA) via AUTODIN 60 days prior to the required installation date and info copy the Communications Electronics Division.
3.  Installation of 800 numbers takes about 60 days.  MCB G6, DISA, DITCO and the Commercial Vendor must process the request.  The commercial vendor has 45 days to establish the service once they receive the requirement.  This service is only free to the person calling the 800 numbers.  Your unit still pays all toll charges from that caller’s location. 
4.  Installation of voice mail takes about 1 week.  There is no charge for this service.  The procedure for resetting voicemail passwords is as follows:

a. Voice mail user calls the Telecommunications Help Desk at extension 784-2515 and requests to have their password changed or reset.

b. Telecom personnel will instruct caller to request password change or reset via e-mail. E-mail must include unit, building and telephone number of requester.

c. If the requesting individual does not have an e-mail account, the Telephone Control Officer must submit the request.

Upon receipt of the e-mail request, Telecom personnel will complete the request and inform requester via e-mail that their request has been completed.

  TCOs and other members should keep in mind that a request is also required for discontinuance of service.  The TCO and members of his/her unit are the best source of identifying their service requirements.  The Telecommunications Branch needs the TCO to notify base telephone via a work request when temporary service is no longer required, and when their mission requirements change their service requirements.  
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CABLE PAIR AVAILABILITY
  Cable pairs are the physical connection between the telephone system and your instruments.  There is a finite amount of cable pairs on base and more specifically, to your building.  With newer technology, communication cable pairs are being used for more than just telephones.  Each FAX machine, modem, alarm circuit, etc., use a cable pair or possibly multiple cable pairs.  Thus, entire buildings eventually become saturated from circuitry.  Acquisition of new cable pairs is possible, but is a lengthy and costly project to undertake.  Therefore, it is imperative to effectively manage cable pair assignments to ensure base wide mission essential requirements can be adequately met.

EQUIPMENT CLEARANCE AND ACCESS
  Communications equipment should never be blocked in any way.  In many buildings, communications terminals are located in “communication closets”.  These closets are designed and reserved for the installation of equipment and terminals.  If a telephone technician is dispatched to your location to fix an outage or install a new circuit they must have access to these closets.  If they cannot gain access, they will leave the job site without any action.  This policy also applies to systems type or modular furniture and it’s respective position to existing telephone jacks.  Our contractor is not liable to relocate or move any type of furniture to gain access to a telephone jack.  As the TCO, you should educate unit personnel to keep communication closets and telephones jacks free and clear of obstructions before requesting service or initiating a repair action.

From:
Commanding General

To:
Distribution List

Subj:
TELECOMMUNICATION WIRING SECURITY

Ref:  (a) MCBO P2831.1A  (COMM-ELECT SOP)

1.     Purpose.
To publish a directive which stipulates the security and access of personnel to telecommunication facilities.

2.    Background.
Per the reference, the Director, Communications Electronics Division (CED) is responsible for providing telecommunications service aboard Marine Corps Base, Quantico.  

3. Information.  Telecommunications facilities are a primary target for espionage and terrorist activities.  Therefore, the Director CED will implement security measures to facilitate the survival and deter breaching telecommunications facilities for the purposes of monitoring conversations, interception of data and destruction of equipment.  Commands which have equipment and or materials, (i.e. servers, routers, administrative supplies, etc), not maintained by CED will remove them from the
2-4

 Telecommunications rooms.  Only CED personnel will have access to Telecommunications rooms, exceptions will be made for facility managers only in the event that Plant Property, (i.e. Air conditioning, heating units, etc) reside in the room.  A KNOX Box will be installed outside the room to permit access by the MCB Fire Department.  Units requiring encryption security devices on data or telephone circuits will not install them in the telecommunications room.  Such devices will be installed in a separate secure facility.  

4. Action.  Units requiring relocation of data transmission equipment, (i.e. servers, routers, concentrators, etc), will identify a new location and submit a request via standard Telephone Service Request to the Telecommunications Branch of CED.  CED will provide connectivity to the new location via fiber optic or copper media.  Facility managers requiring access to Telecommunication facilities will submit a request via standard Telephone Service Request to the Telecommunications Branch of CED. 

5. This bulletin is applicable to all Marine Corps Base, Marine Corps Combat Development Command, Manpower & Reserve Affairs, and all tenant activities.

CELLULAR TELEPHONE, CALLING CARDS, AND PAGER REQUESTS

  All cellular telephone requests must be submitted on an NAVFAC Form 11014/20 to the G-6 Ops Officer located in building 3098.  All pager requests must be submitted on an NAVFAC Form 11014/2 to the Telecommunication Branch.
TELEPHONE DIRECTORIES

  Base telephone directories are available in the Public Affairs Office and at http://www.quantico.usmc.mil/phone.htm.  These directories are published on an annual basis except under unusual circumstances.  Base telephone will soon have an electronic copy of the Base telephone book on the MCB Web Page.  If you do not have connection to the LAN, send a letter requesting the “computer telephone book” and a blank, formatted 3 ½” floppy disk to Telecommunications Branch, G-6.  We will then provide you with a copy of the computer-based telephone directory.
COMMON USER SERVICE

  In order to accomplish your mission, we provide you with “common user” telephone service via a “single line” concept.  The single line concept obligates us to install a telephone at the location you request capable of supporting a single line (or dial tone) at the class of service justified on your request.  Depending on the “residency” of your unit and applicable Host-Tenant Support Agreements, this service is provided without cost to you.  We provide standard maintenance service that is covered by the monthly line charge, however, new installs require the requesting unit to fund the initial purchase of the telephone and associated line card 
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(for the Central Office) and pay any installation labor costs.
  All other types of service are not considered common user service and may be purchased with the aid of the Telephone Branch.  This includes, but is not limited to, facsimile machines, answering machines, overhead paging systems, and multi-line telephone instruments.  The widely deployed Meridian multi-line telephone instruments must be purchased through the Telecommunications Branch with your unit funds.  


CORDLESS TELEPHONE INSTRUMENTS

  Due to increased COMSEC/OPSEC vulnerabilities caused by “wireless” operation, the use of cordless telephones is strictly limited.  Cordless telephones can be monitored at any time from almost any commercial, off-the-shelf scanner purchased from any local electronics store.  MCB G6, Telecommunications Branch will not purchase or repair cordless telephones.  Units requiring a cordless telephone must submit a request to purchase one through the Base Telephone Office.  In your request include Manufacturer and Model in order to determine compatibility with the Base Telephone System. 
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SECTION  III

MANAGEMENT ISSUES

TELEPHONE COMMUNICATIONS MANGEMENT

  As a TCO, you will be called upon to manage your organization’s telecommunications needs.  We do not envision ourselves in the Telecommunications Branch as the “telephone police”.  You can assist us in managing your communications in the following areas:
COMMUNICATIONS MANAGEMENT MONITORING
  All personnel should be aware of the fact that use of a government telephone gives consent to monitoring.  A DD Form 2056 (Red Sticker), Telephone Monitoring Notification Decal should be affixed on all telephones within your unit. These stickers are available at Bldg 1999. 
TELEPHONE ABUSE AWARENESS
  All personnel should realize the government telephone on their desk actually belongs to the Base Telecommunications Branch.  When the Telecommunications Branch installs a telephone on your desk for official use, you are not permitted to “change” the instrument to a FAX, modem, or any other device without the permission of the Base Telephone Officer.  Similarly, all associated equipment, installations, terminal boxes, and wiring is the property of the Base Telecommunications Branch.  Only his/her representatives are authorized to accomplish any work relating to their equipment. 
“Persons other than authorized telephone maintenance personnel assigned to or working under the supervision of the Base Telephone Officer are prohibited from making any additions, changes, modifications, or relocations of equipment that is part of the government owned telephone system.  Anyone who willfully or maliciously injures or destroys any works, property or material of any radio, line, cable, telephone, telegraph, station, system or other means of communication operated or controlled by the United States whether constructed or in the process of construction or willfully or maliciously interferes in any such line or system will be fined not more than $10,000 or imprisoned not more than 10 years or both”(18 USC 1362, 26 Sep 61, Public Law 87-306, 75 Statute 669).
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COMMERCIAL LONG DISTANCE CALLS
  IAW MCO P2066.1, the Marine Corps will not pay for unofficial telephone calls.  The user will be held accountable for any and all calls.  You as the TCO, have the added responsibility of controlling toll calls from your organization.  You are required to establish a group billing number with the Telephone Billing section.  You will be required to audit and certify telephone bills monthly.  DSN is the preferred method of making long distance telephone calls.  Normally, all government official calls can and will be “extended” to a commercial telephone number at distant bases.
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COLLECT CALLS
  All users of our telephone services must be aware of the rules and regulations pertaining to collect calls.  Collect calls to government extensions ARE NOT authorized.  Any member accepting a collect call to his/her base extension will be held liable for the incurred expenses.  
TELEPHONE INVENTORY

  We require each TCO to maintain an inventory of all telephone, facsimile, and modem numbers as well as special circuits assigned to your organization.  This inventory must include any and all voice mail accounts provided by the G6, Telephone Branch.  We can provide a sample copy of the inventory which shows “headers” to note on your inventory.  Telephone Branch personnel can assist you in identifying your current service.  This record must be reviewed and validated annually.
  MCB Quantico’s telephone directory is “our” telephone directory and can only be as good as we make it and can be viewed at http://www.quantico.usmc.mil/phone.htm .  Unit TCO’s should pay close attention to their units listing.  TCO’s are the individuals responsible for any changes, additions and deletions of the information listed in the telephone directory.  From time to time you will receive a certification listing, please be diligent in the verification of the information in it.  Listed below are a few helpful hints in providing any updates:
1.)  Use “RED” ink to indicate changed material, do NOT use white out.

2.)  If you delegate the verification, remember the responsibility still falls on the TCO.

3.)  Changes can be processed at any time, not just on an annual basis.  If this is done in a timely manner, the time required for the semiannual validation would be significantly decreased.
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SECTION  IV

BILLING ISSUES

TELEPHONE BILLING

  Our Base telephone exchange logs every call originated from all Base extensions.  All local off-base and long distance calls are currently stored in a database at the telephone maintenance workcenter.  These calls require verification from the TCO.  We also track DSN and other calls on a random basis to check individual units for telephone fraud and abuse.
  You will receive a computer printout of all long distance calls made from extensions used by your organization.  Upon receipt of this printout, you are required to ensure the following:

a. 
Check with the appropriate office for verification of the calls as “official”
a.  .

b.  Mark all unauthorized and unverified calls on the telephone bill with an “*” or “P”. 
c.  Submit the Verification of Long Distance Telephone Charges, with the page of the unauthorized call to the MCB G6, Fiscal Branch.  
d.  Collect all monies owed the government.  Have the individual give you a Money Order for the exact amount, payable to the U.S. Treasury. 
e.  Bring the Money order, copy of the telephone bill, and Cover letter (Appendix F) to the MCB G6 Telecommunications Branch.  Do not send the user.
f.  Pay close attention to calls made after normal duty hours, on holidays, or calls exceeding 15 minutes in duration.
g.  
2.  
a.  
b.  
  Occasionally, you may receive additional records showing local off-base credit card, or Verizon business line telephone calls.  You are not expected to “officially” verify these calls.  You are however expected to check for possible telephone abuse or fraud.  Notify the Telephone Branch billing section at 784-4005 if you have suspicion of abuse. 
  The Marine Corps does not pay for unofficial telephone calls.  Organization TCO’s will collect for any unauthorized calls made by its members.  The TCO should contact the G6 Fiscal Section for reimbursement procedures.  Collections will be composed of two parts: 

1.  The value of the call based on commercial long distance rates 
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2.  Administrative processing.
Simply reimbursing the government for unofficial toll calls does not exempt the member from appropriate administrative, civil, or criminal action. 
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Communications/Electronics SOP
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Installation Telephone Systems
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    30 Jan 03

From:  Unit Commander, BAC 123
To:
    AC/S G6, Marine Corps Base, Quantico                                                                                 

      (Attn: Telecommunications Branch)

Subj:  TELEPHONE CONTROL OFFICER APPOINTMENT LETTER

Ref:   (a) MCBO P2831.1A

1.  The undersigned hereby appoints the following personnel whose name and signatures appear below as primary and alternate Telephone Control Officers for the BAC 123 Division.  These individuals have more than one year retain ability on MCB Quantico. These personnel will verify all long distance calls and act as the single point of contact for all telephone matters concerning our division.

Grade
Name


Phone/Title

Signature
Capt

Jane A. Doe
4-1234/Primary     ______________

Gysgt 
Jon B. Dow
4-5678/Alternate   ______________

GS-07
John E. Smith
4-9876/Alternate   ______________ 

2.  This letter supercedes all previous appointments.

3. Point of contact in this matter is Sgt Motivator at 
784-0000.







Unit Commander’s







Signature 
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          30 Jan 03

From:  Unit Commander, BAC DIVISION
To:    AC/S G6, Marine Corps Base, Quantico                                                                                 

       (Attn: Telecommunications Branch)

Subj:  AUTHORIZATION TO SIGN AUDIT/CERTIFICATION SHEETS FOR 

       TELEPHONE SERVICES AND ROUTINE TELEPHONE WORK REQUESTS FOR 

       BAC 123

Ref:   (a) MCBO P2831.1A

 (b) Official Circuit and Long Distance Telephone Call Audit         

     and Certification Letter

1.  Per reference (b), the following personnel are authorized to sign Audit and Certification letters for the telephone bill:

Grade
Name

   Phone/Title

 Signature
Capt
Jane A. Doe
   4-1234/Primary        ____________________

GS-07
John E. Smith  4-9876/Alternate      ____________________

2.  The following personnel are authorized to sign Telephone Work Request’s (TSR’S, NAVFAC 9_110) per reference (a):
Grade
Name

   Phone/Title

 Signature
Capt
Jane A. Doe
   4-1234/Primary        ____________________

Gysgt
Jon B. Dow
   4-5678/Alternate      ____________________

GS-07
John E. Smith  4-9876/Alternate      ____________________ 

3.  This letter supercedes all previous authorizations.

4.  Point of contact in this matter is Sgt Killer at 784-0000.






Unit Commander’s







Signature 
B-2

APPENDIX  C

1. 
2. 
3. 
4. 
5. 
Dialing Instructions

6. On base:  
784/432 + 4 digits
7. Local:
 
99 + 10 digits
8. DSN:

94 + 7 digits for CONUS and 10 digits for OCONUS
9. Long Distance:
99 + 1 + (Area code) + 7 digit number
10. International:
99 + 011 + (Country code) + number
C-1
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                                       UNITED STATES MARINE CORPS

                                                 MARINE CORPS BASE

                                      QUANTICO, VIRGINIA 22134-5000










                                        IN REPLY REFER TO:
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    B 507











    30 Jan 03

From:  Unit Commander, BAC DIVISION
To:           Collections Agent, Fiscal Branch, G6
Subj:  REIMBURSEMENT OF UNOFFICIAL LONG DISTANCE TELEPHONE  

       CALLS

Ref:
 (a) MCO 2305.13

Encl: (1) Unofficial Long Distance Calls
      (2) Money Order

1. Per the reference, (Last name, First name, Middle Init), SSN, of the ABC123 Division desires to reimburse the U.S. Government for the attached listed telephone calls.  PO1, Sailor has been counseled on making unofficial telephone calls to avoid recurrence.

2. Funds collected from enclosure (2) are to be credited to:

BAC: 000

3.  Point of contact is Maj. Marine at 784-xxxx.







Unit Commander’s







Signature 
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						1. NAME (Type or print)						2. PAY GRADE		3. DATE

						John Doe						SSgt		15 Aug 99

						4. OFFICIAL ADDRESS				G6 B507

										3250 Catlin Ave

										MCB Quantico

						5. SIGNATURE

						6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED

						Primary Telephone Control Officer

						THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL

						7. NAME OF COMMANDING OFFICER (TYPE OR PRINT)								8. PAY GRADE

						Jane Doe								Lt. Col.

						9. SIGNATURE OF COMMANDING OFFICER

						DD Form 577, MAY 88 (EG)								SIGNATURE CARD
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