DEPARTMENT OF THE NAVY
JOINT BASE PEARL HARBOR-HICK AN
850 TICONDEROGA ST STE 100
PEARL HARBOR Hi 56660-5102
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EARL HARBOR-HICKAM INSTRUCTICN 5215.1

From: Ccmmander, Joint Base Pearl Harbor-Hickam
Subj: DIRECTIVES ISSUANCE SYSTEM
Ref: (&) OPNAVINST 5215.17, Navy Directives Issuance
Syetem

(b) SECNAV M-5216.5, DON Correspondence Manual

{c} Government Printing Office Style Manual 2008

(d) AFI 33-360, Publicaticns and Forms Management
Encl: (1) Annual Review Tasker

(2) Directives (Private Site) Access Request Process
1. Purpoge. This instruction provides guidance for

dev EIOpl“g and processing Joint Base Pearl Harbor-Hickam
(JBPHH) directives based on reguirements of references {a)
through (d). This instruction should be used in
conjunction with referenced gulaance to develop and
tain comprehensive new JBPHH instructions , and to
combine best »ractlces of prev cusly prublished Hickam
crce s : cles.
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b. Timely response to policy reviews reguired by
rence {a

tc maintain currency of JBPHE directives.

1y

re enc

e

=

(1) The JBPHH Admin Officer shall send an annusl
review tasker, enclosure (1), to the Action Officer (A0}
sixty (60) days prior to the directive’s anniversary date

{2) The AO shall complete all zcticns reguired by
the tasker, including any reguired changes or revision, no
later than the directive’s anniversary date.

c. Prompt notification to JEBPHEHE 2dmin Cfficer, when
any JBPHH directive requires update or rescission.
5 Actions. Guidance below provides local procedures for
ensuring proper creation, coordinaticn and maintenance of
JBPHH directives. These procedures are presented to
fac

ilitate implementation of references (a) through (c),
and do not replace pelicies set forth in these or any other
higher headquarters directives.

a. Cresting or Revising JBPHH Directives. Existing
JBPHE directives should be reviged/updated as reguired to
reflect changes in policies, cperations or established

procedures. New JBPHH directives should ke created when
needed to address local reguirements not adequately covered

by higher headguarters of existing local directives.
Consider the following when determining the need for a new
JBPHH directive:

Is the function/sub-function an installation suppcrt
nction.
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If wost cf the sbove zpply, & new JBPHHE directive snocula be
created using the following procedures:
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(1) Initial research. Separate local AF and Navy
directives shall be replaced by and/or combined into JRPEH
directives toc support integrated JEPEH AF and Nawvy
functions. JBPHE directives should be based primarily on

DeD and Navy policies and directives.

mandates or
that differ

customs may

However, some AF
require continuation of practices

from Navy practices.

(a) Since JBPHE directives affect both AF and
Navy perscnnel, DHs, S$SLs and Action Officers (B0} wmust
ensure directives and mandates of both services, as well as
DoD issuances, are considered during development or

revision of JBPHH directives.

The A0 should begin by

researching DoD, AF and Navy directives applicable to the

JBPHH directive’'s topic.

with process owners and

familiar with the topic.

The A0 should also coordinate
subject matter experts (SME)
The fccus of this research should

be to identify common AF and Nevy application of DoD
policies and any differences between the service pclicies

that must be reconciled

to meet JBPHH requirements. The 20

shall advise the DH or SSL of any AF/Navy differences that

reguire reconciliation,

and when necessary, the DH or SSL

will elevate the issue to the Chief Staff Cfficer (CS0O) or

Joint Base Commander

(JBC) ,

as applicable, fcr resolution.

{b) To the extent possible, the JBPEE

instruction should be written to covery the entire

Base. If any AF and Navy differences must remain in place,
they should be specifically addressed within the JBPHH
instruction, and all DoD, AF, and Navy directives that
apply should be listed as references in the JEDHEH
directive.

(c}) When five or fewer paragraphs are reguired
to address differences between AF and Navy pclicies, these
ghould be included in the bedy of the imstruction with
specific reference to which branch of service they apply.
Anything beyond five paragrarhs should nermaily be placed
il separate enclesures referenced within the JIPHE
instructicn.
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(e) Air Force-only JBPHH publications (e.g.
upplements [SUP], instructicns [I], wvisual aids [VA],

wn

etc.) that only apply to Alr Force personnel at different
locations under the control of the commander of JBPHH,
shall be issued using an ARir Force distinct “JBPHH”
designator (e.g., AFI XX-XXX JBPHHSUP, JPBEHI XX-

XX¥,JRPEHVA XX-X¥X, etc.). The publicaticn shall comply
with the AF series and control number, content, and
formatting reguirements in reference (d). The approving
authority for AF-only JBPHH publications is the JBPHH
Deputy Commander {senior AF).

(2) Preparing the draft. All JPBHH directives
shall comply with content and formatting reguirements
presented in references (a) through (c). JBPHE directives
shall not violate provisions of higher headguarters
directives or unnecessarily duplicate content previded in
those directives. The following additicnal guidance is
provided to assist those who are tasked with creating or
reviging JRPHH directives:

(&) Format. Sample fcormats for unclassified
and classified Navy directives are presented in reference
(a), enclosure (1), exhibits 1-7. Unclassified JBPHH
instructions shall follow formatting demonstrated in
exhibits 1 and 2. Paragraph formatting and indentation
shall follow reference (b), Figure 7-8.

(b} Cecntent:

bt

1. References. Policies originate from
Secretary of Defense, Chief cf Navasl Operations an
Secretary o th
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headings may be added as content dictates. If the JBRPHE
directive replaces/cancels any previcusly published JB?EH,
Hickam (AF) or Pearl Harbor (Navy) publication(s), identify

these in the Cancellations paragraph which shall be
paragraph {2) of the JBPHH directiv The applicability
statement shall clearly define which service(s} “he

( 1]

directive applies to {e.g., “applies to Navy” or “applies
to Navy and Alr Force”)}. AdGALTCP 1 guidance specific te
Notices, is provided in reference (a}, enclecsure (1),
chapter 5.

4. Writing Style. In general, wvlt_dc style
should follow guidance provided in reference (c). Navy-

specific writing requirements are addressed in reference
(b}, and specific requirements related to capitalization
can be found in reference (a), enclosure (2), paragraph Zc.

b. JBPEH Directives Coordination and Approval Process.
s and SSLs shall oversee creation and coordination of
BPHH directives within their respective functional areas.
Joint Base Administrative Office (JBOOAD) will provide
advice and assistance to DH, SSL and appointed AD, as
needed, during directives development. Once drafted or
updated, the directive shall be delivered to JBOOAD. The
deliverable shall contain hard copy, soft copy, and all
applicable references (i.e. instructions, notices, chain of
command endorsement, etc). Once received in the
administration office, JBOOAD shall take the folleowing
actions to manage coordination, puklishing and maintenance
cf the directive zs follows:

o

r
3

TR N}

e

(1) Assign a control number and isgue a routing
form to the directive for administrative tracking and rcute
to azpplicable departments for review, revisicn, and/or
action. JBPHH directives requiring AF mandatory,
functiconal, cor technical review shall be delivered toc 747
CS/SCCKP. 747 C8/SCOKP will rcute to applicakle AF

znizations for coordination.

CS0O ana/ox
3} Dastribute approved divective and, with CSO/JEC
apprcval, post on CNIC web pertal. Additionally, with
CS80/JBC arproval, JBOCRD shall provide electreonic “read-

in
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only” copies of non-sensitive, unclassified directives to
747 C8/8CCKP for posting on the AF e-Publishing site.

(4) Maintain master library and file copies of
signed directive and background materials.

c. JBPHH Directives Maintenance Procedures. JEBPHH
JBOCAD shall maintain directives case files IAW reference
(a), chapter 2, paragraph 7 and initiate periodic reviews
required by reference (a), chapter 1. A master reference
gset of current directives will be maintained in binders in
JRBOCAD. Electronic “read-only” ceopies of non-sensitive,
unclassified current directives (as determined by CSO) will
be posted on the JBPHH Directives (Private Site), at the
Distribution 1link below, for authorized access by JIBPEE
agsigned or attached personnel. Portal access instructions
are provided in enclosure (2}.

Distribution:

JBPHH Department Heads
https://g2.cnic.navy.mil/TSCNRE/JOINTBASEPEARLHARBOR -
HICKAMHI/J0O/Directives/Private/default.aspx

(423
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ANNUAL REVIEW TASKER

TC: (CLtice for Final Acticn) HROM: {Grade/Rank, Name. Dept} TELEPHCNE NUMEER:

IRECTIVE/INSTRUCTION TITLE:
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CIRECTIVE/INSTRUCTION STRTUS iSslect One): SUSPENSE DATE:

['1 CURRENT AND ESSENTIEL

REVISION 1€ REQUIRED, PLEZSE DESCRIBE REQUIRED ACTICNS BELOW:

T
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DIRECTIVES (PRIVATE SITE) ACCESS REQUEST PROCESS

To Register:

(PR NG g

A
~t.

Go to self registration link. https:i//g2reg.cnic.navy.nil/

When prompied for vour CAC Certificate. select your E-Mail Certificate

Fill out the requested information to the best of your knowledge. You must enter all
information (excluding the DSN which is optional) in order to proceed.

Email: Enter vour Current Email address

Work Number: Enter your current Work Number or Contact Number

DSN: If you have a DSN Number

Rank: Select whether you are CIV. CTR, MIL-Navy, MIL-Other

NOTE: If selecting MIL you will receive a popup box o select your military rank
Department: Enter the Department you work for

Company: Enter the Company you work for

Region: Sclect “Navy Region Hawaii™

Installation: Select "NAVSTA PEARL HARBOR HI” (or “JBPHH HI" when
available)

N-Code: Select the JBPHH J-Code that represents your assigned Department or
Staff Agency

Start Date: Date you need access (use today’s date)

End Date: Date you will no longer require access

Click Next to save these updates and move to the next screen
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Enter the Last Name of the Sponsor (David Allard is Spensor for the Directives Portal)
Click Button 1o ook up Sponsor

Select Sponsor
Type Message 1o Sponsor — EXAMPLE: 1 require access to the JBPHH Directives and
Policies (Private Site) for performance of assigned duties.”

Click Submit

R R TR RN

Type message o Lponsot
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Accessing the JBPHH Directives and Policies (Private Site):

It tzkes up tc 4 hours once the account is approved for it {o be created.

will
EST.

Once
Home

you have been nOtW'led and 1t has been 4 hours,

.mil/JOINTBASEPEARLHARBOR-

Jnder Announcemerts clvck on ‘PoT

kL

You

have access to a My Workspace Area the following business day after iGam

you can access the JIBPHH

user

name
er Options

Open Internet Explorer
Click Tools > Internet Options

cies and
ztements,
gke zd-iustme
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(7

Select Security Tab

Click Trusted Sites Icon

Click Sites Button

Enter https://g2.cnic.navy.mil in the box
Click Add

Click Close

Click Custom Level

\.]O\:\J\J:x

= & @

0. Scroll to the last choice Logon and Select third option “Automatic logon with current
username and password”

. Click Ok

. Click OK

]
.
13. Close all Internet Browsers and try accessing the CNIC Gateway again

W ko =

If this does not work or you have any other issues or guestions with the
Registration Process, please contact the CNIC Support Center

Email: c¢nicg2support.fct@navy. mil
Phone: 1.888.264.4255 or DSN 942-6597 Select 'Software and Application
Support’ followed by 'CNIC Gateway and Website Support’

Gateway2 Frequently Asked Questions (FAC):

httos://g2.cnic.navy.mil/cnichome/Pages/HelpCentral.aspx

Additional G2 Training Resources:

hitps://g2.cnic.navy. mil/activities/service/hitml/mainpagesiactivitypage, 254
GCD4ABSEIRTCOCEQ47BE7GBELST680B1A5

Gateway2 homepage:

https://g2.cnic.navy.mil/cnichome/pages/cnichome.aspx
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