From:
(Your Command)

To:
Commanding Officer, Naval Computer and Telecommunications Station, Jacksonville, FL
Subj:
Request for Defense Message System (DMS) Sensitive But Unclassified (SBU) Enabling Capability (EC) interface with the Local Control Center (LCC)

1.  (Command Name) desires to interface with Naval Computer and Telecommunications Station, Jacksonville, FL, Local Control Center (LCC) for receipt of Defense Message System for Sensitive But Unclassified (SBU).  This request includes the following guarded commands:

    _______________________

    _______________________

2.  EC will be located in Building ###, Room ## on (Station Name) with dial in connectivity.

OR

2.  EC will be located in Building ###, Room ## on (Station Name) with connectivity via LAN or TBEN.

OR

2.  EC will be located in Building ###, Room ## on (Station Name) with connectivity via NIPRNET.

3.  The EC will only be operated using the approved DMS configuration.  Installing software or hardware other than the approved version may cause a loss of message services.  The current version of DMS EC is:

a. MS Windows NT 4.0 SP6

b. Turbo Prep (Message Text Editor)

c. Defense Message Distribution System (DMDS)

d. MS Outlook (current DMS version)

e. MS Word VIEWER and MS Power Point VIEWER (no other Office products should be installed) 
f. Norton Anti-virus

g. WinZip
h. Adobe Acrobat Reader
4. (Command Name) is responsible for all mandated INFOSEC responsibilities for the EC under their control, and the EC will be located in a secure room with limited access to equipment log-on.

5. NAVCOMTELSTA Jacksonville must be notified when there are changes to the functionality, architecture, data processing, user population, or EC environment.

6. NAVCOMTEL STA Jacksonville will provide the following services. 
a. Answer questions from users about LCC operations and services.

b. Verify type of hardware/software used by customer requesting assistance.

c. Step a customer through a procedure with which they are having a problem.

d. Disseminate user general information.

e. Submit trace message requests.

f. Write, forward and track trouble tickets to ACC/ROSC.

g. Provide feedback to customer concerning unresolved problems.

h. Maintain historical database of reported problems/resolutions.

i. Observe and report trends.

7.  Fortezza cards will be issued initially upon installation of the EC. Once signed for, it is the customer’s responsibility to safeguard the Fortezza card. Requests for replacement cards (or additional cards) will be fielded by placing a trouble call to the help desk. NAVCOMTELSTA Jacksonville personnel will then contact customers for reissue of the Fortezza card.

8. NAVCOMTELSTA Jacksonville will not be responsible for any funding for the acquisition and implementation of the EC.  My point of contact for this matter is ____________________________________.







(Commanding Officer)

