[image: image1.png]


DEPARTMENT OF THE ARMY

284TH BASE SUPPORT BATTALION

UNIT 20911



APO AE 09169-0001

AETV-GS-CO (25)








04 April 2002

MEMORANDUM FOR RECORD

Subject: Standard Operating Procedure (SOP) for Telephone Control Officers (TCOs)

1.  PURPOSE: The following SOP is intended to assist the Unit TCO in performing the mission.  It is based on current regulations and provides the TCO with an overview of TCO responsibilities, procedures, and the tools available to fulfill these duties.

2.  PHILOSOPHY: The TCO Program was created to control telecommunications costs.  In United States Army Europe (USAREUR), the importance of this program increased further in Fiscal Year (FY) 00, when the Department of Army (DA) purposely under-funded UR for its telecommunications programs, to encourage savings.  Unless USAREUR cuts millions of dollars off its yearly bill, other budgets such as training, temporary duty (TDY), infrastructure upgrades, etc. must be used to pay the telecommunications bill.  The unit TCO’s validation of its telecommunications assets is paramount in reaching that objective.  Non-Army units that receive telecommunications from USAREUR are requested to follow the same ordering and monitoring guidance to faceplate the providing and conservation of USAREUR’s support.

3.  REFERENCES:

    a.  Army Regulation (AR) 25-1, 15 Feb 00, Army Information Management: http://www.usapa.army.mil/pdffiles/r25_1.pdf.

    b.  USAREUR Supplement 1 to AR 25-1, 5 Apr 01, The Army Information Management Program: https://www.aeaim.hqusareur.army.mil/library/spl/25-1A.htm.

    c.  DA PAM 25-1-1, 27 Aug 91, Installation Information Services: http://www.usapa.army.mil/pdffiles/p25_1_1.pdf.

    d.  USAREUR Circular 25-22, 10 Dec 00, use of United States (US) Government Telecommunications Systems for Morale Purposes: https://www.aeaim.hqusareur.army.mil/library/cir/pdf/uc25-22.pdf.

    e.  DISAC Circular 310-130-1, 4 Apr 00, Submission of Telecommunications Service Requests: http://www.disa.mil/pubs.
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    f.  The TCO portions of AR 25-1, as well as the USAREUR Supplement, and other TCO tips are provided in the USAREUR ODCSIM web page: https://www.dcsim.hqusareur.army.mil/programs/Telecom/Teleman.asp.

4.  POLICY: USAREUR policy mandates that all unit commanders or heads of organizations appoint a TCO and an alternate TCO to ensure that unit telecommunications assets are managed.  This will include a validation of unit telecommunications usage for base communications (BASECOM) such as the Defense Switched Network - Europe (DSN-E), 99-line access, commercial telephones, leased lines, cellular telephones, pagers and other such services.  TCOs and their alternates are the only persons that should be coordinating with the servicing Dial Central Offices (DCOs) and the local DOIM Ordering Officer(s) for new telecommunications services or for the discontinuing of existing services.

5.  TCO APPOINTMENT ORDERS:

    a.  Commanders or activity heads will appoint a TCO and an alternate TCO in writing.  The appointment letter or orders will include the name, grade, organization, and duty telephone number of the appointed individuals.  Upon rotation or reassignment of the TCO (or alternate), a new TCO shall be appointed.  A copy of the appointment letter, along with a signature card, will be sent to the Primary TCO of the BSB and then forwarded to the servicing DCO.  A copy of the appointment letter will also be faxed to the “DSN Usage and BASECOM Ordering System” (DUBOS) Administrator at DSN 381-8915, along with the information requested in enclosure 1, in order to receive a DUBOS password.

    b.  DUBOS is a web-based system that enables, among other things, TCOs to monitor their organization’s DSN and DSN “99” usage.  This system will be described below.  TCOs should be of sufficient grade to permit them to carry out their responsibilities and enforce USAREUR policy on behalf of their commanders or activity heads.

6.  TCO DUTIES: TCO duties include ordering, validating, and monitoring unit telecommunications assets.

    a.  ORDERING TELECOMMUNICATIONS: This includes responding to needs for new capabilities, modifying existing services or discontinuing existing services that are no longer needed.  Ordering processes vary not only with the type of service requested, but also with the nature of the unit, organization, or agency requesting the service.  For example, non-Army units receiving support from USAREUR will usually pay for “99” telecommunications, unless there is a memorandum of understanding (MOU) or memorandum of agreement (MOA) between the unit and Area Support Group (ASG) that specifies otherwise.
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        (1) Requests for services provided by the DCO (such as DSN and DSN “99”) that do not require reimbursement will be processed with DA Form 3938, Local Service Request (LSR).  See USAREUR Supplement 1 to AR 25-1.

        (2) Requests for services from the DCO that involve re-imbursement will, in addition to the DA Form 3938, also require either a DA Form 3953, Purchase Request and Commitment, usually known as a PR&C or a Military Interdepartmental Purchase Request (MIPR) based on an estimate of yearly costs.

        (3) Requests for services that involve purely commercial support (i.e. cell phone service, pagers, ISDN, local leased lines) are processed through the DOIM Ordering Officers and require a PR&C only.

        (4) For USAREUR units, requests for cell phones will require either approval from the Major Sub Command (MSC) or the ASG Commander.  The PR&C will also contain an IMAR number provided by the local ISPPS POC. See USAREYR Sup 1 to AR 25-1, appendix H.

        (5) For USAREUR staff elements, requests for exception to policy cell phones will be sent to USAREYR ODCSIM.  The PR&C will also contain an IMAR number provided by the ODCSIM TMT.  See USAREUR Sup 1 to AR 25-1, appendix H.

        (6) Requests for Digital phones will also require a report from the servicing DCO that port (s) are available.  The PR&C will also contain an IMAR number provided by the ODCSIM TMT.

        (7) For Army units, requests for Iridium and INMARSAT will require DA approval.  USAREUR units will route requests to DA through the ODCSIM.

        (8) For USAREUR units, requests for red phones will require approval from the UR Chief of Staff.  Requests are staffed through ODCSIM.  Note: After the automated LSR has been fielded, DSN and DSN 99 services will be ordered through DUBOS.

    b.  TCO TELECOMMUNICATIONS SERVICE RE-VALIDATION: In order to re-validate the continuing need for various services, the TCO must first be aware of the telecommunications services used by his/her unit.  This will involve a periodic survey.  Once a list of telecom services has been established, the TCO can compare this list against actual unit needs and also compare it against the services the unit is currently being charged for.

        (1) For DSN and DSN 99 lines, generate a matrix of the unit DSN lines by building and room number, with type of access such as DSN local, nation-wide, Europe-wide, Continental United States (CONUS)-wide, world-wide capability, (commercial access 99 local, 99 national, etc.) type of instrument (i.e. analog Plain Old Telephone, digital phone, STU III, STE, etc.).  
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Compare your DSN and DSN 99 line attribution matrix with that at the DCO and with the DSN Usage and BASECOM Ordering System web page.  Provide the servicing DCO with updates (usually to the ATMIS System Administrator) and check back later in DUBOS to insure the changes have been made.

        (2) For commercial lines used (if any), a list by building and room number (check against BASECOM bill).

        (3) For ISDN, a list by building and room number with function (data, video conferencing); (Check against BASECOM bill and Long Haul bill).

        (4) Other leased lines by building and room number (Check against BASECOM bill and Long Haul bill).

        (5) Cell phones (special requirements see USAREUR Supplement 1 to AR 25-1, Appendix H).

        (6) Pagers: telephone number and list of persons using (Check against BASECOM bill).

        (7) Leased fax machines with commercial number by building and room number (Check against BASECOM bill)

        (8) INMARSAT (telephone number, account number) (Check against Long Haul bill).

        (9) IRIDIUM [telephone number, person(s) issued set (Check against Long Haul bill)].

        (10) Red Switch by building and room number (Check against Long Haul bill).

        (11) Alarm circuits by building and room number (Check against BASECOM and Long Haul bill).

        (12) Any other telecom services used by the unit (Check against BASECOM and Long Haul bill).

    c.  These services will be reviewed yearly for continuing need.  Long haul services, if any, will be reviewed for continuing need in coordination with the 5th Signal Command DCSOPS Commercial Services Branch re-validation process every two (2) years.  Examples of periodic review can be, but are not limited to: DSN access levels required for accomplishing the job, DSN in quarters, pagers, and commercial phones, ISDN, Iridium, INMARSAT, other non-tactical SATCOM and other data/voice leased services and leased lines.  Since validation is also intended to take stock of capabilities and expenses, changes in organizational requirements should be done in coordination with the senior leadership of the organization.
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    d.  VALIDATION OF TELECOMMUNICATIONS USAGE: By monitoring telecommunication usage, the TCO can ensure that communications are being used for official business or for unofficial but authorized purposes.  Appropriate usage is outlined in appendix M of USAREUR SUP 1 to AR 25-1.  Monitoring of telecom usage is important to insure that abuse is discouraged.  When identified, inappropriate usage should result in the re-imbursement of costs to the US Treasury.  See appendix Q of USAREUR SUP 1 to AR 25-1.  Targets for electronic review of usage are DSN, DSN 99, and US Government-owned cell phones.

7.  BASECOM and Long Haul: The categories known as BASECOM and Long Haul were originally descriptive.  BASECOM services were communication services provided in the vicinity of the Base and long haul circuits were long distance circuits.  These definitions have since been co-opted into the Resource Management (RM) area.  Presently, BASECOM services are those that appear on the BASECOM bill.  The same can said of long haul services.  While descriptive and RM components are usually in sync, we have the unusual situation where a 99 call from Germany to Japan is BASECOM but where a DSN call between Campbell Barracks and Patton Barracks (1 mile) is Long Haul!  Detailed definitions are provided below:

    a.  BASECOM.  Base Communications represents the telecommunications services provided by local commercial service providers for use in and around the base.

        (1) Except for DSN 99, BASECOM services (i.e. cell phones, pagers, local leased lines, ISDN, alarm circuits, etc.) are acquired through the DOIM Ordering Officer using a PR&C.  As mentioned above, DSN 99 service is obtained with an LSR.  Leased circuits can also be BASECOM if they are local.  For example: a circuit between a base and its housing area(s). The area understood as “local” has been interpreted in different ways.  It is sometimes defined as the area within the same local telephone area code but this definition breaks down at certain locations in USAREUR.  A better definition for “local” is the area within the “community”.

        (2) Long Haul represents telecommunications services provided by DISA, either through a DISA owned military path (mil path) or through a circuit leased through DITCO (DISA’s contracting arm).  In addition, long haul includes Iridium and INMARSAT SATCOM services.  The DSN, being owned by DISA, is a long haul service.  Except for DSN, Long Haul services are acquired with a Request for Service (RFS) to DISA.  When an RFS is issued for a leased circuit between two (2) points, DISA’s subcomponent, the Defense Information Technology Contracting Organization (DITCO), will look for a military path.  If this is not available, DITCO will use a commercial service provider (but this will be transparent to the user).  Examples of Long haul services are DSN, leased circuits, red switch, Iridium, INMARSAT, and ISDN lines.

8.  Telecommunications Databases: Electronic monthly-consolidated BASECOM bills, one (1) for Germany and another for Italy and the BENELUX, are generated by 5th Signal Command DCSRM.  Distributed by email to approximately one hundred (100) “customers” who have a customer account number.
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    a.  Each of the approximately nineteen thousand (19,000) services is associated with a customer account number.  The customer account number may represent a ten (10) person organization or it may represent V Corps, behind which are four hundred and twenty (420) subordinate units.  For those TCOs currently not receiving the consolidated BASECOM report, they should request their portion from their higher headquarters.

    b.  Electronic monthly detailed D-1 cell phone bill, compiled by 5th Signal Command DCSRM and currently distributed by email to approximately one hundred (100) “customers” is now available to these one hundred (100) customer account POCs on DUBOS.

    c.  DUBOS, a web-based DSN and DSN 99 database that is updated daily and provides both overview and detailed usage of DSN numbers.  Data is accessed by organization or by the ASG.  

        (1) OBTAINING DUBOS ACCESS: DUBOS is located at http://www.dubos.areur.army.mil/.  A password is needed to use the system. TCOs can obtain passwords from Mr. Dube at DSN 381-8238) or Mr. Hanauer at DSN 381-7515) after faxing a copy of their appointment orders and filling out an information sheet.  Difficulties encountered with DUBOS should be emailed to: rok@hq.5sigcmd.army.mil.  Requests for ASG or USAREUR level access in DUBOS should be sent to Mr. Meyer at DSN 370-7151, fax 370-6568, or e-mail: mailto:meyerj@hq.hqusareur.army.mil.

    d.  Monthly consolidated Long Haul bill known as the Customer Cost & Obligation (CC&O) report issued by DISA via ASC and normally sent to the major sub commands (i.e. V Corps, 21st TSC, SETAF, etc.), should be requested from your higher headquarters.

    e.  ATMIS reports. DSN detailed reports are generated upon request from the servicing DCO, normally in conjunction with an investigation.  DSN 99 roll up reports can also be generated by the servicing DCOs.  ATMIS reports are being phased out in favor of DUBOS.

9.  ACRONYMS:

ASC: Army Signal Command

ASG: Area Support Group

CONUS: Continental United States

DUBOS: DSN Usage and BASECOM Ordering System

DSN: Defense Switched Network

DISA: Defense Information Systems Agency

DISN-E:  Defense Information System Network, Europe (of which DSN is a part)

DRSN: Defense Red Switch Network

DITCO: Defense Information Technology Contracting Office

IMAR: Information Management Acquisition Request

INMARSAT: International Martime Satellite

ISPPS: Information System Planning and Programs System

RFS: Request for Service

Suggestions to improve this SOP should be sent to the USAREUR ODCSIM Telecommunications Management Team, Unit 29351, and APO AE 09014. (DSN 370-7151)

DAVID J. BENDER
LTC, EN
Commanding
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