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    6 Jul 99

TEAM SUBMARINE OPERATING INSTRUCTION NO. 00

From:  Executive Director, Submarine Directorate


  Deputy Program Executive Officer, Submarines

Subj:  TEAM SUBMARINE OPERATING INSTRUCTION FILE

1.  Purpose.  To establish a system for standardizing and recording operating procedures for Team Submarine.

2.  Discussion.  Presently, Team Submarine policies, standing operating procedures, and other matters of administrative management are made known by a variety of means, including staff meetings, e-mails, memoranda, and day-to-day personal exchanges of information.  These means are adequate for most purposes, but there are procedural matters which require standardized formats to ensure uniformity in Team Submarine administrative matters.  Accordingly, the Team Submarine Operating Instruction system is hereby established.  This system replaces the SEA 92 Operating Instruction File.

3.  Cancellation.  SEA 92 Operating Instruction No. 1 dated 

19 Mar 85 is hereby canceled and superceded.

4.  Format.  This system shall not be highly structured, nor are the operating instructions from this system to be considered “directives” within the scope of the Navy Directive issuance system.  The text of the operating instruction will follow simple memorandum format and the following guidelines:

  a.  This operating instruction will be used a model for subsequent instructions.

  b.  NAVSEA letterhead stationery will be used for the first page.

  c.  The SSIC, originator’s code and serial number shall be located in the upper right hand corner, as with normal naval correspondence.

  d.  Each operating instruction shall be designated with numbers (i.e., Operating Instruction No. 1, 2, etc.).
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  e.  The operating instruction will read From: Executive Director, Submarine Directorate and (2nd line) Deputy Program Executive Officer, Submarines, as above, and will be signed by both.

5.  Responsibility  

    a.  TSUB-A1 is responsible for:

     (1) Serving as the central control point and for maintaining the master file of Team Submarine operating instructions.

        (2) Assigning the instruction number.

        (3) Reviewing proposed instructions for acceptable format and proper assembly for signature.

        (4) Distributing electronically all signed instructions and ensuring posting of all instructions on the Team Submarine Home Page.

      b.  Addresses are responsible for:

   (1) Preparing instructions for matters under their cognizance or as directed by SEA 92/PEO SUB.

 (2) Keeping current on the issued instructions.

           /s/                               /s/

       S. M. BONWICH                  P. M. TAMBURRINO, JR.

     EXECUTIVE DIRECTOR             DEPUTY PROGRAM EXECUTIVE

       SUBMARINES                     OFFICER, SUBMARINES
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