DEPARTMENT OF THE ARMY
HEADQUARTERS US ARMY GARRISON
2837 BOYD AVENUE
FORT HUACHUCA ARIZONA 85613-7001

REPLY TO
ATTENTION OF

ATZS-CDR (25) 18 February 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: POLICY--Use of Electronic Mail (E-mail) for Public Service Announcements
(PSAS)

1. References:
a AR 25-1, Army Information Management, 28 June 2002.
b. Fort Huachuca Regulation 25-31, Weekly Bulletin, 15 September 2001.

2. This policy memorandum provides guidance on the use of E-mail for PSASs, better known as
"All-User" E-mail messages. Paragraph 6-1d of reference 1a provides guidance on the officia
and unauthorized use of telecommunications and computing equi pment.

3. Effectiveimmediately, PSAswill only be used for:

a. Command announcements (i.e., from the Commanding Genera (CG), Garrison
Commander (GC), G3, or Public Affairs Office (PAO)).

b. Emergency announcements (i.e., force protection, fire and law enforcement, hazardous
materials incidents, inclement weather warnings, and road closures due to traffic accidents or
storm damage).

c. Scheduled and unscheduled systems outages announcements (i.e., electrical, water,
telephone, and computer or network outages), and computer virus announcements. Only the
Directorate of Information Management (DOIM) is authorized to announce computer viruses.

4. The Fort Huachuca Scout, Fort Huachuca Weekly Bulletin, Exchange E-mail public folders,
and the Fort Huachuca Intranet web site (http://fhintranet.hua.army.mil) are the primary tools to
disseminate routine, non-emergency information to the Fort Huachuca work force. Office
closures for non-emergency reasons such as annual picnics, luncheons, or holiday observances
are considered routine in nature and will only be announced using these resources. Advertising
in the Fort Huachuca Weekly Bulletin, Exchange E-mail public folders, or on the Fort Huachuca
Intranet web site by commercial vendorsis prohibited.



ATZS-CDR
SUBJECT: POLICY--Use of Electronic Mail (E-mail) for Public Service Announcements
(PSAS)

a. Submit items for The Fort Huachuca Scout or Commander’ s Access Channel to the Public
Affairs Office, ATTN: ATZS-PA; or, email to: thescout@hua.army.mil. The newspaper
deadline for items is the Friday prior to the publication week (Friday before the following
Thursday).

b. Submit items for the Fort Huachuca Weekly Bulletin to the DOIM, Information Support
Services Branch (ISSB), ATTN: ATZS-IMO-IP, E-mail weeklyb@hua.army.mil by close of
business on Thursday before the date of issue (the deadline is Wednesday on weeks preceding
Federal Holidays.) The Weekly Bulletin is published every Wednesday. Reference 1b provides
additional guidance for Weekly Bulletin items.

c. Submit items for the Fort Huachuca Intranet to the DOIM, Networks Support Branch
(NSB), ATTN: ATZS-IMD-N, E-mail webmaster@hua.army.mil. Where possible, items should
be in Hypertext Markup Language (HTML) format.

5. Newsdletters.

a. For periodic newsletters or items for special interest groups (i.e., Old Crow Association,
Information Assurance Security Officers, etc.), use a custom E-mail distribution list of specific
personnel or offices interested in the subject matter. Use Fort Huachuca Form 380-23-R-E to
request the creation of a custom E-mail distribution list for special interest groups. To ensure
only interested users receive the information, custom distribution list ownerswill include an
option for users to request to be removed from the distribution list in each message sent.

b. These items can a so be placed on the Fort Huachuca Intranet web site.

6. Guidelinesfor submissions.

a. Chain of approval:

(1) Command announcements need no approval when they come directly from the office
of the CG, G/C, G3, or PAO.

(2) Report unscheduled systems outages and other situations requiring emergency
notification to the installation G-3, who will in turn contact the DOIM.

(3) All other notifications:
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(&) Organization directors/chiefswill provideinitial approval and forward itemsto the
DOIM Information Support Services Branch (1SSB - weeklyb@hua.army.mil).

(b) DOIM ISSB - Weekly Bulletin. Routine, non-emergency information will be
published in the next Fort Huachuca Weekly Bulletin. The Fort Huachuca Weekly Bulletin is
published on the Fort Huachuca Intranet and in the public folders of Exchange.

(c) DOIM NSB - Fort Huachuca Intranet. Routine, non-emergency items can also be
published on the Fort Huachuca Intranet. Where possible, items should bein HTML format.
Offices and organizations that regularly post web pages will be assigned their own area on the
Intranet and will be responsible for updating their own pages. Individual offices or organizations
will control their web page content. The DOIM web master will conduct periodic spot checks of
Intranet pages and provide web page devel opment and assistance as required.

b. Required information. Provide office title, symbol, telephone number, and an E-mail
address for the point of contact. Thisinformation will be prominently displayed on thefirst line
of the PSA. PSAswill not be published without thisinformation. Use only plain text E-mail for
PSAs. Do not include attachments such as Microsoft Word, Power Point, Excel, or Adobe
Acrobat PDF files. Limit the size of the PSA to 20 to 25 lines.

7. Thisaction is necessary to ensure the effectiveness and efficiency of the US Army Intelligence
Center and Fort Huachuca (USAIC& FH) E-mail system. Indiscriminate use of large distribution
lists degrades system performance and must be used only for critical announcements. Only the
USAIC& FH Exchange Administrator team has authority to send mail to All-Users.

8. The Chief, Data Network Division, isthe approving authority for all PSAs within the
USAIC&FH.

9. The proponent for this policy is Al Haygood, Data Networks Division, Commercial
520-533-4878/DSN 821-4878.

IIsigned//
LAWRENCE J. PORTOUW
Colonel, Ml
Commander, US Army Garrison
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