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NAMTRAU JACKSONVILLE INSTRUCTION 2060.1E
Subj:  POLICY AND CONTROL PROCEDURE FOR OFFICIAL TOLL CHARGED           CALLS CHARGEABLE TO NAMTRAU JAX

Ref:   (a) NASJAXINST 2030.2D

       (b) NAMTRAGRUINST 2060.1 CH-1

       (c) NAVCOMPT MANUAL VOL IV, Para 046386

       (d) SECNAVINST 2305.11A

Encl:  (1) Long Distance Telephone Authorization

           (6ND-GEN-2305-1A)

1.  Purpose.  This instruction promulgates the policy for placing official long distance telephone calls and establishes a control procedure per references (a) through (d).  In view of the continuing program to reduce expenditures at Naval shore establishments, it is mandatory that long distance/charge calls be held to the absolute minimum.  Specifically, toll calls shall not be authorized except in situations where the matter to be discussed is urgent and cannot be placed over the worldwide Defense Switched Network (DSN) System.

2.  Cancellation.  NAMTRAUJAXINST 2060.1D.  This instruction has undergone numerous changes and should be reviewed in its entirety.

3.  Definition.  Official long distance toll service is defined as any call that is classified as official Navy business and is properly chargeable to appropriated funds.

4.  Personal Long Distance Calls, of any type, including third party/number calls, and calls placed collect, shall not be charged to official telephones within the NAMTRAU Telephone system including cellular phones.  Violation is punishable under Article 134 of the Uniform Code of Military Justice.  The investigation divisions of the various telephone companies are cooperative in establishing the identity of the person responsible for making illegal calls.  Punitive action, including payment for illegal calls, shall be initiated against anyone making such calls.

5.  Control Procedures.  To comply with references (a) through (d), enclosure (1) shall be used when making a long distance telephone call and receiving collect calls.  The following are steps required to properly use this form:
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    a.  Appropriate blocks shall be completed on enclosure (1) by the caller and then signed by the Department Head, CMC, LCPO, or Phase Chief Petty Officer prior to placing the long distance call or after receiving a collect call.  If the long distance call is delayed, the subsequent date should be shown on the form.  If the call is canceled, the approved form will be returned to the approving authority and destroyed.  Pen and ink changes or white out is not authorized on this form.

    b.  Approval shall be given for a reasonable length of conversation time (normally three to five minutes).

    c.  Upon completion of an official long distance call, the caller shall complete enclosure (1), sign it and then return it immediately to the official who authorized the call.  The latter will review the completed form for accuracy.  The form shall then be forwarded to the command Telephone Liaison Officer (TLO) to verify the monthly computer toll call printout, and Bell South Telephone Company bill, and the Cingular Wireless bill.

    d.  Availability of Forms:  Enclosure (1) may be obtained in the NAMTRAU Instructions folder on the LAN.

6.  Type and Methods of Placing Calls
    a.  Commercial service should only be utilized after attempts have been made to place calls via DSN.

    b.  Station to station dialing is permitted and is the least expensive method of calling.  To dial station to station:

        (1) Listen for dial tone, dial "9".

        (2) Listen for a second dial tone, dial "1" plus area code and number you are calling.

    c.  Operator assistance calls are permitted to reverse charges.  For operator assisted calls:

        (1) Listen for dial tone, dial "9".

        (2) Listen for a second dial tone, dial zero plus the area code and the number you are calling.  Inform the operator of the type of call being placed.
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    d.  To report wrong numbers, cutoffs, or poor transmission reached on any type of long distance call, it is necessary to obtain the name of the country, city, state, and telephone number reached.  To prevent NAMTRAU from being charged for the call, dial "9", and the "zero" for the long distance operator, and then report the above information.

7.  Long Distance Directory Assistance.  Long distance directory assistance is not authorized, with the exception of 1-800 Assistance numbers.

8.  Commercial Toll Charges.  The monthly bill from Bell South includes charges for all toll calls placed on the commercial toll system with codes indicating the method used.  Upon receipt of the bill, the Telephone Business Office, Facilities, and Environmental Officer, (Code 181CP) will forward a copy of the toll charges to the TLO for certification.  Once certified, the TLO shall conduct a meeting with MTU LCPOs to verify any long distance calls that were unauthorized.  If any calls are discovered, an investigation officer will be appointed at that time.  The station telephone office will assist in investigations of suspected illegal calls and may be reached at ext. 2735.  A copy of the verified bill will be returned to NAVCOMTELSTA JAX.  

                                     /S/

                                H. L. HARBESON

Distribution:  (NAMTRAUJAXINST 5216.1G)

List I
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BEFORE PLACING THIS CALL OBTAIN ALL NECESSARY DATA TO TRANSACT YOUR BUSINESS EXPEDITIOUSLY.

DO NOT PLACE THIS CALL IF ANY OTHER MEANS OF COMMUNICATION WILL SUFFICE.

ACTIVITY  

NAMTRAU JAX

SECTION (DIVISION)

TEL. NO. CALL FROM                                                 ESTIMATED MINS.

ACTUAL MINS.                                                               DATE CALL MADE

PERSON, ACTIVITY, OR COMPANY CALLED

CITY, STATE CALLED

MATTERS TO BE DISCUSSED

NUMBER CALLED

PURSUANT TO SECTION 4 OF ACT APPROVED MAY 10, 1939 (53 sta. 738), I CERTIFY THAT THE USE OF THE TELEPHONE FOR 

OFFICIAL LONG DISTANCE CALLS LISTED HEREIN WAS NECESSARY IN THE INTEREST OF THE GOVERNMENT.

SIGNATURE OF PERSON MAKING CALL

SIGNATURE OF PERSON APPROVING CALL
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