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NCTAMS EURCENT DET, ROTA, SPAIN INSTRUCTION 2305.1K
From:  Commander, Naval Activities, Spain

       Officer in Charge, U.S. Computer and Telecommunications

       Area Master Station, Europe Central Detachment, Rota,       

       Spain

Subj:  OFFICIAL AND UNOFFICIAL TELEPHONE SERVICES

Ref:   (a) DOD Directive 4640.4

       (b) NAVCOMPT MANUAL, VOL 2, 3, 4, 7

       (c) OPNAVINST 2305.13A

       (d) CJCSI 6215.01

       (e) SECNAVINST 2305.11A


  (f) Basic Agreement for Telephone Communications Services 

           and Facilities Between the United States of America 

           and Telefónica de España, S. A., DCA-400-87-H0022

Encl:  (1) DSN Access Request Letter Sample


  (2) Telephone Work Request 


       (3) Procurement Procedures for Cellular Telephones

1.  Purpose.  To provide information and policy regarding the use and operation of the telephone system aboard U. S. Naval Station, Rota, Spain.  U.S. Naval Computer and Telecommunications Area Master Station, Europe Central Detachment (NCTAMS EURCENT DET), Rota, Spain is the designated Base Communications Office (BCO) for Rota, Spain.

2.  Cancellation.  COMNAVACTSPAIN/NCTAMSMEDDETSPAININST 2305.1J.  This instruction has been revised extensively and should be read in its entirety.
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3.  Background.  The BCO is responsible for base level communications service for both official and unofficial subscribers of the Naval Station complex in accordance with references (a) through (f).

4.  Discussion.  This instruction applies to all Naval Station Departments, Tenant Commands, and agencies in the Rota complex,

Government quarters residents and contractors who are provided telephone services by the BCO.

5.  Action:

    a.  Official Telephone Services.  The BCO will provide user service to the extent available.  Costs, which are unique and identifiable to an individual customer, will be passed to the customer.  Customers will provide funding documents to the BCO before service is provided.  Customers will be provided a detail of charges applied to their account on a monthly basis.

    b.  Defense Switched Network (DSN)
        (1) DSN is a part of the Defense Information Infrastructure (DII) global command and control information transfer network, providing voice, data, and video digital services.  It is a "shared resource" and therefore requires positive control over use of this network. Calls shall be limited to five minutes or less.  As specified in reference (d), official administrative calls shall be conducted at the ROUTINE precedence level; PRIORITY precedence is authorized for calls requiring expeditious action or furnishing essential information for conduct of government operations; IMMEDIATE precedence is reserved for grave situations involving national security.  Control of precedence usage is the responsibility of each Commanding Officer or Officer in Charge.  Difficulties encountered with DSN service should be reported immediately to DSN Maintenance at extension 2080 or DSN 550-1611.

        (2) Operator Assisted DSN Calls.  The Base Telephone Operators are directed to limit the duration of operator assisted DSN calls to five minutes during heavy DSN traffic conditions.

        (3) DSN Access.  Requests for DSN access must be submitted by letter from the requesting activity Commanding Officer or Officer in Charge to the BCO using the format provided in enclosure (1).  Requests should identify the level of access 
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and calling region required.  Appropriate justification must be provided and will include the following information:

            (a) Why this specific requirement cannot be met with other available communications systems (i.e. commercial, operator assistance, message traffic, etc.).

            (b) If this extension will be used for command and control of operating forces.

            (c) How often the DSN service is required.  Include all call logs, toll tickets or data collected for review and validation.  Also state if no other DSN services are available in the immediate office area. 

            (d) What (if any) mission failure, serious mission degradation, or mission impact will occur if this request is disapproved.  Validated requests and justifications will be kept on file and must be revalidated every two years.

        (4) Routine DSN Calls.  All telephone instruments class marked to originate DSN calls may dial European DSN numbers directly by accessing the network by dialing "94".  CONUS calls may be placed by authorized subscribers by dialing "94-312-XXX-XXXX".

        (5) Precedence DSN Calls.  If you have a Command and Control requirement for direct DSN precedence dialing, forward your letter of justification to the BCO.  Make certain to fully reflect the Command and Control requirement.  After local review and validation, your request will then be forwarded through NCTAMS EURCENT, Naples, Italy to CINCUSNAVEUR, and then to Headquarters European Command for final determination.  This service is strictly for the timely processing of Command and Control calls.  Telephone extensions of authorized users are electronically "class marked" for dialing the precedence access codes.  Commanding Officers/Officers in Charge are required by reference (d) to implement control procedures to discourage precedence abuse.

        (6) DSN Restrictions.  The following types of calls are expressly prohibited by reference (d):

            (a) Health, morale, and welfare calls.



  (b) Unofficial calls.
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            (c) Calls within Naval Station, Rota.

  (d) Civilian contractors and non-government

activities except the American Red Cross and as specified in contract agreements.

  
  (e) Non-appropriated fund activities (e.g., Navy Resale System, Clubs, etc.) except as specified in reference (b) and (d).

            (f) On/off netting with Class "B" telephones.  

Difficulties encountered in DSN operation should be reported immediately to the base operator or the BCO at extension 2080.

    c.  Official Commercial Toll Calls.  Official commercial toll

calls will be charged per existing billing agreements.  All commercial toll calls will be closely monitored by the designated Base Communications Control Officer (BCCO) using a toll call log.

6.  Unofficial Telephone (Class B) Service.  Class B service is provided to base housing, BQ residents, and certain private contractors through the Navy Exchange (NEX) at Rota.  The resident or private contractor pays charges for service to the NEX.

7.  Commercial Toll Calls (commercial calling off-base).  Toll calls, including Rota/Puerto call, from on base telephones will be itemized on a statement attached to the monthly bill for telephone services.

8.  Other Calls:

    a.  Collect Calls.  Initiating or receiving collect calls from official telephones is prohibited.  Calls placed through the 

commercial operators are subject to a penalty charge if they are not accepted at the receiving end.

    b.  Credit Card Calls.  Credit card calls may be placed from official telephones at the activity CO/OIC's discretion.

9.  Departing Personnel/Check-out.  Personnel occupying, leaving or changing base housing units or the BQ must arrange their check out with the NEX prior to transfer date to complete final billing charges.  Failure to complete this part of the checkout procedure may result in personnel not transferring on schedule. 
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10.  Telephone Damage
    a.  Upon observing subscriber telephone equipment with undue damage (not due to normal wear and tear), telephone company 

maintenance personnel will fill out a Telephone Damage Report and present it to the customer for signature.  THE SIGNATURE ACKNOWLEDGES THE DAMAGES IDENTIFIED, BUT DOES NOT CONSTITUTE AN ADMISSION OF PERSONAL CULPABILITY.  If the report is for an official instrument, the damage report will be forwarded to the BCO for determination of the charges.  Unofficial customer equipment damage reports will be forwarded to the NEX.  Charges for repair as determined by the BCO or NEX will be presented to the customer for payment.

    b.  Customers may appeal the bill for telephone damages directly to the Base Communications Officer.   

11.  Base Communications Control Board (BCCB).  The BCO has established the BCCB to ensure the efficient and economical use of all base administrative telephone services.  The BCCB shall meet quarterly and the agenda will include subscriber education, standard operating procedures, feedback, and related

instructions/policies.  The Base Communications Officer shall act as chairman of the BCCB.  

    a.  Tenant Commands, NAVSTA Departments.  Each Tenant Command and Department of the Naval Station shall assign in writing an E-6 or above as Base Communications Control Officer for their 

Respective commands/departments.  A copy of the designation letter will be forwarded to the BCO.  The duties of the BCCO include:

        (1) Review all work requests submitted by the activity or department for completeness and suitability.

        (2) Provide customer education to ensure that the most cost-effective means of telephone service is conserved.

        (3) Act as the primary point of contact for the BCO concerning any business relating to Base Level Information Infrastructure (BLII) and services provided to the activity.

        (4) Chair Quarterly meetings of the BCCB and publish minutes.

        (5) Maintain a BCCO binder containing this instruction, all updates, and policies for reference and passdown.                                           
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12.
Telephone Work Requests.  Commands or activities requiring a change to existing service shall submit a telephone work request,  

via the BCCO, to the BCO. Blank work request may be obtained from the BCO. Assistance in planning telephone service is available from the BCO. The following are guidelines for submission:

    a.  Provide a point of contact and alternate.  The primary is usually the BCCO.

    b.  Routine requests must be signed by the BCCO or designated alternate.

    c.  Routine requests should be submitted 60 days prior to the desired service date.  Requests will be processed in the order in which they are received.

    d.  Emergency work requests must be signed by the CO/OIC of the requesting organization.  Requests shall be plainly marked

"EMERGENCY" and accompanied by justification.  All approved emergency requests will override routine requests.


e. Site preparation (i.e. removal, movement, or relocation of furniture, etc.) is the responsibility of the requesting organization.


f. An IBERCOM feature selection menu must accompany all work orders requiring telephone or cellular services (see encl 3).

(NOTE: For all NAVSTA customers’, the NAVSTA comptroller must approve all orders prior to commencement of work. This does not apply to tenant commands).

13.  Cellular Telephone Service.  Official cellular telephone service will be obtained through the BCO. Enclosure (3) outlines the procedures for procuring this service.

14.  Telephone Directory Service.  The base telephone directory is published and distributed by the NEX.  The BCO will provide official customer directory information to the NEX for inclusion in the base directory.  The accuracy of the telephone directory depends entirely upon the accurate and timely submission of changes by the subscriber activities.  Changes may be submitted at any time via memorandum to the BCO.
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15.
Web Site.  General information contained within this instruction is available by accessing the BCO web site.  (http://nctams.rota.navy.mil/bco/
L. N. FLINT                                  R. NOBLE

Officer In Charge                            Commander,

NCTAMS EURCENT DET,                          Naval Activities, Rota, Spain                                  Rota, Spain

Distribution:

COMNAVACTSPAIN/NAVSTAROTAINST 5216.3M

NCTAMSEURCENTDETINST 5605.1B

LIST I, II and III
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SAMPLE DSN REQUEST LETTER 

                                                           2060

                                                           Ser

                                                           (date)

From:  Commanding Officer/XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

To:    Officer in Charge, U.S. Naval Computer and

       Telecommunications Area Master Station, Europe Central 

       Detachment, Rota, Spain

Subj:  REQUEST FOR DSN ACCESS

Ref:   (a) COMNAVACTSPAIN/NCTAMSEURCENTDETSPAININST 2305.1K

1.  Request telephone line number XXXX located in the room XXX in building XXX, be granted Routine/Europe DSN access.

2.  Justification:

    a.  This extension is used exclusively by the Operations Officer to provide direct, fused, all source, near real-time, ocean surveillance information, operational intelligence (OPINTEL) and tactical indications and warnings (I and W) support to CINCUSNAVEUR, COMSIXTHFLT, subordinate U.S. Naval Commands and NATO Southern region commanders, as appropriate, on the Naval Air/Air Defense threat in the Mediterranean, Black and Red Seas.  This office also serves as the primary U.S. Navy all source I and W and threat analysis center in the NATO Southern Region and to provide, within resource capabilities, intelligence support to strike/amphibious forces deployed to the Southern Region.

    b.  Requested DSN capability is required to coordinate unanticipated emergent command and control and intelligence functions throughout the theater.  The number of daily calls processed is in the range of 8 to 34, depending on mission requirements.

    c.  This request is considered critical for mission operation.  Attempting to process these time-sensitive calls through other means will be detrimental to the command and control of operating forces.

3.  Point of contact is XXXXXXXXXXXXX, at ext XXXX.

                                  C. O. SIGNATURE

Enclosure (1)
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TELEPHONE WORK REQUEST

Base Communications Office, NCTAMS EURCENT DET, Rota, Spain                                 



PART I  -  REQUEST
(Filled out by Requestor) 
FROM


DEPT. REQUEST No.

TO    Base Communications Officer, NCTAMS MED DET, Rota, Spain

      Comptroller Department, U.S. Naval Station, Rota, Spain
DATE OF REQUEST

REQUEST FOR           COST ESTIMATE          PERFORMANCE OF WORK


REQUEST WORK START

FOR FURTHER INFORMATION CALL   (Please indicate name and extension)


SKETCH/PLAN ATTACHED

       YES        NO

DESCRIPTION OF WORK AND JUSTIFICATION (Including location, type, size, quantity, etc.)

New telephone line

Additional instrument

Paging System service


Desk-top instrument

Additional RJ-11 jack

Private lease pair (2-wire)


Wall-mounted instrument

Cellular phone line

Private lease pair (4-wire)


Relocation

Voice Mail service

Other (Please specify below)


ADDITIONAL NOTES

- When a new line is requested, please indicate if a telephone instrument will also be required .   If no instrument is needed, indicate what equipment will be connected to this line.

- When relocating a line, specify exact location.

REMARKS

FUND CITE


SIGNATURE  (Base Communications Control Officer)



PART II - COST ESTIMATED

(Filled out by Base Communications Office and Comptroller Department)
To:   Base Communications Office, NCTAMS MED DET, Rota, Spain


Comptroller Serial No.

COST ESTIMATE

                       Ptas.
$
SIGNATURE


DATE



PART III - ACTION
(Filled out by Comptroller Department)

WORK REQUESTED HAS BEEN           Approved            Disapproved          Cancelled



SIGNATURE


DATE

Base Communications Office, NCTAMS EURCENT DET, Rota, Spain    

Enclosure (2)
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PROCUREMENT PROCEDURES FOR CELLULAR TELEPHONES
1.  Customer will prepare a Telephone Work Request (TWR encl. 2) per cellular telephone required. The TWR must be signed and approved by the requesting commands approving official. The following information must be contained within the TWR:

a. Primary users’ name

b. Existing desktop telephone number (if available)


c.  E-mail address (if available)

2.  Additionally, an IBERCOM and Virtual Private Network (VPN) features selection menu must accompany each cellular telephone request. The customer must determine the type(s) of coverages required, as well as, any number restrictions necessary. This form must be processed with every order, and any delay in not providing this information will delay the issuance of the cellular phone.

(NOTE: For NAVSTA customers only, the NAVSTA comptroller must approve the selection menu sheet. This does not apply to tenant commands.)  

Enclosure (3)
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IBERCOM AND VIRTUAL PRIVATE NETWORK (VPN)

FEATURES SELECTION MENU

1. 
COMMAND/ACTIVITY ______________________________________________________ 

DEPARTMENT ________________________________________ DIVISION _________________ 

BUILDING ________________   ROOM _____________  TELEPHONE NUMBER ____________ 

2.
TELEPHONE/VPN SELECTION FEATURES   

A.
TELEPHONE ACCESS REQUIREMENTS
_______ 
On Base calling only

_______ 
Rota and Puerto de Santa Maria Only

_______ 
Cádiz Province Only

_______ 
Spain Only

_______ 
International  (Unlimited commercial dialing range)

B.
VPN ACCESS
_______ 
Within VPN calling only

_______ 
Cádiz Province Only

_______ 
Spain Only

_______ 
International  (Unlimited commercial dialing range)

_______
Restricted Access (Provide numbering plan)

3.
Remarks:   ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________    

_________________

  Command Representative Signature                  

Date

_______________________________________


_________________

Comptroller Signature





Date

_______________________________________


_________________

   Base Communications Officer                  

Date

Base Communications Office, NCTAMS EURCENT DET, Rota, Spain
Enclosure (3)
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