Example of Telephone Control Officer (TCO) Orders

OFFICE SYMBOL (MARKS)





DATE

MEMORANDUM FOR Installation Telephone Control Officer, DOIM

SUBJECT:  Additional Duty - Telephone Control Officer (TCO)

1.  Effective (date) you are appointed as:



(Primary) - (rank, full name, phone/building number) (NO SSN)



(Alternate) - (rank, full name, phone/building number) (NO SSN)



(Full Mailing Address)



(E-Mail Address)

2.  Authority:  AR 25-1 and DA Pam 25-1-1, Chapters 3 and 10.

3.  Purpose:  To provide guidance for voice communications within the organization.  Enforce controls that will promote effective telephone management practices within the command to ensure proper and economical use of the official telephone.  All communications requests must have the approval and signature of the organization TCO.

4.  Period:  From__________to__________. (One year time period)

5.  Special Instructions:  See DA Pam 25-1-1.  All billing inquiries are to be directed to DOIM Telephone Accounts (719) 526-4352.

6.  Point of contact for this action is (719) 526-4352.

































(Authorized Signature Block)

DISTRIBUTION:
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