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NAVSUPPACT NAPLES INSTRUCTION 5216.3MM CHANGE TRANSMITTAL 1 

From: Commanding Officer, U.S. Naval Support Activity, Naples, Italy 

Subj: "BY DIRECTION" SIGNATURE AND MESSAGE RELEASING AUTHORITY 

Encl: (1) Revised page 2 

1. Purpose. To promulgate change transmittal I to subject instruction. 

2. Action. Replace page 2 of the basic instruction with revised page 2 of this change transmittal 
to include Security Manager under the Administration Department "by direction" authority. 

3. Records Management 

a. Records created as a result of this instruction, regardless of format or media, must be 
maintained and dispositioned per the records disposition schedules located on the Department of 
the Navy Assistant for Administration, Directives and Records Management Division portal page 
at: https://portal.secnav.navy.mil/orgs/DUSNM/DONAA/DRM/Records-and-Information­
Management/ Approved%20 Record%20Schedu les/F onns/ All ltems.aspx. 

b. For questions concerning the management of records related to this instruction or the 
records disposition schedules, please contact the local records manager or the OPNA V Records 
Management Program (DNS- 16). 

4. Review and Effective Date. Per OPNAVINST 52 I 5.17 A, NAVSUPPACT Naples will 
review this instruction annually on the anniversary of its effective date to ensure applicability, 
currency, and consistency with Federal, Department of Defense, Secretary of the Navy, and 
Navy policy and statutory authority using OPNA V 5215/40 Review of Instruction. This 
instruction will be in effect for 10 years unless revised or cancelled in the interim and will be 
reissued by the 10-year anniversary date if it still required, unless it meets one of the exceptions 
in OPNAVINST 5215. 17A, paragraph 9. Otherwise, if the instruction is no longer required, it 
will be processed for cancellation as soon as the need for cancellation is known fo llowing the 
guidance in OPNAV Manual 5215. l of May 2016. 

~!s) y u ... STEWART 

Releasability and distribution: 
NA VSUPPACTNAPLESINST 5216.4DD 
Lists: I and II 
Electronic via NAVSUPPACT Naples website: 
https ://www .cni c. navy.mi 1/regions/cnreura fcent/installations/nsa _ naples/about/departmen ts/adm i 
nistration _ n 1 /administrative _services/ instructions.html 



Staff Judge Advocate* (NOlJ) 

(2) Administration Department (NI) 
Administrative Officer* 
Assistant Administrative Officer* 
Security Manager 

(3) Security Department (N3AT) 
Security Officer* 
Assistant Security Officer 

(4) Operations Department (N3) 
Operations Officer* 
Air Operations Officer 

NAVSUPPACTNAPLESINST 5216.3MM CH-1 
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Assistant Operations Officer* (Message releasing authority only) 

(5) Occupational Safety and Health {N35) 
Safety Officer 

(6) Public Works Department {N4) 
Public Works Officer 
Assistant Public Works Officer 

(7) Installation Business Manager (NS) 
Director, Installation Business Manager 

(8) Information Systems Department (N6) 
Director, Information Systems 

(9) Installation Comptroller {N8) 
Director, Installation Comptroller 

(10) Fleet and Family Support Center (N91) 
Director, FFSC 

(1 1) Morale, Welfare. and Recreation Department {N92) 
Director, MWR 

( 12) Housing Office (N93) 
Director, Housing 

( 13) Command Duty Officer (CDO)* 
(SITREPS and messages re lating to watch standing duties only) 
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NA VSUPP/\CT NAPLES INSTRUCTION 52 16.JMM 

f-'rom: Commanding Onicer. U.S. Naval Support Activity. Naples. Italy 

Subj: "BY DIRECTION .. S IGNATURE AND MESSAGE RELEASING AUTHORITY 

I. Purpose. To delegate authority for s igning officia l correspondence " by direction" of the 
Commanding Officer (CO). U.S. Naval Support Activity (NA YSUPP/\CT). Naples. Italy. and 
for releasing messages. 

2. Cancellation. NA VSUPPACTNAPLESINST 52 I 6.3LL 

3. Action 

a. The CO will s ign a ll correspondence and release messages concerning the fo llowing: 

(1) Matters addressed to a higher authority relating to the operation of the command. 

(2) Matters of policy. morale. readiness. and commitments. 

(3) Matters ofa commendatory or condemnatory nature. 

( 4) Matters of a controversial nature. 

(5) Matters of congressional interest. 

(6) Replies to f-' lag correspondence. 

(7) Correspondence to an Ital ian 8 ase Commander. 

(8) Exception to policy requests. 

b. Personnel I is ted below may sign o fficial correspondence of a routine nature and release 
messages pertaining to their assigned duties ·'by di rection" of the CO. (NOTE: In the absence of 
the CO. the Executive O fficer will temporarily fi ll the positio n as "Acting". Personnel with 
asterisk ("') following their title are the only ocrsonnel authorized to release messages when a 
minimize message traffic has been directed). Personnel that arc in an ·'Acting" capacity for the 
positions lis ted below arc not authorized to s ign ·'by direction." 

( I) Executive Officer"' (NO I) 
Command Master Chief* (NOOE) 
Command Chaplain (NOOR) 
Public Affairs Officer (NO IP) 



Starr Judge Advocate* (NO IJ) 

(2) Adminis tration Department (N I) 
Administrative Officer* 
/\ssistant Adminis trative Officer* 

(3) Security Department (N3A T) 
Security Officer• 
Assistant Security Officer 

(4) Operations Department (NJ) 
Operations Officer• 
Air Operations Officer 

NA YSUPPACTNAPLESINST 52 16.JMM 
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Assistan t Operations Officer• (Message releasing authority only) 

(5) Occupational Salctv and Health (N35) 
Safety Oniccr 

(6) Public Works Department (N4) 
Public Works Officer 
Assis tant Public Works Officer 

(7) Installation Business Manager (NS) 
Director. Installation Business Manngcr 

(8) Information Systems Department (N6) 
Director. Information Systems 

(9) Installation Comptroller (N8) 
Director. Ins tallation Comptroller 

( I 0) Fleet and r-amily Support Center (N9 I ) 
Director. r-r-sc 

( I I ) Morale, Wei fare, and Recreation Department (N92) 
Director. MWR 

( 12) I lousing Office (N93) 
Director. Housing 

( 13) Command Dutv O fficer (CDO)* 
(S ITREPS and messages relating to watch s tanding duties only) 
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( 14) Other UICs (DETS) 
National Element .ITT* (NELM) 
Gaeta Detachment* (NOI G) 

NA VSU PP/\CTN/\PI.ESI ST 52 I 6.3MM 
1 8 SEP 2020 

c. Personnel will be designated by separate correspondence to sign ·'by direction .. on 
command letlerhead for a letler in Italian. Those personnel not authorized can only provide a 
unsigned translated letter. 

d. All previous ·'by direction" letters issued before the date of this instruction arc hereby 
cancelled. 

4. Records Management. Records created as a result of this instruction. regardless of media and 
format. must be managed per SECN/\ V M-52 10.1. 

5. Review and Effective Date. Per OPN/\ VINST 52 15.1 7A. NA VSU PPACT Naples will 
review this instruction annua lly on the anniversary o f its effective date to ensure applicability. 
currency. and consistency with r-ederal. Department or Dclcnse. Secretary of the Navy. and 
Navy policy and statutory authority using OPNA V 5215/40 Review of Instruction. This 
instruction will automatically expire IO years after eflcctive date unless reissued or canceled 
prior to the I 0-ycar anniversary dale. or an extension has been granted. 

Relcasability and distribution: 
NAVSU PP/\CTNAPLESINST 5216.4CC 
Lists: I through 11 
Electronic via NA VSU PPACT Naples website: 
hllps://www.cnic.na vy. mi 1/regions/cnreura lccnt/i n sta 11 at ions/nsa_ naplcs/about/dcpart mcnts/nd mi 
nistrat ion_n I /ndministrati ve _services/instructions.html 
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