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Privacy Act Statement
Authority: The Coast Guard Correspondence Manual, COMDTINST M5216.4 (series). 
Purpose: The purpose of this form is to route content internally within the Coast Guard. 
Routine Uses: USCG users will use the information on this form to internally route Coast Guard correspondence. Any external disclosures of information will be made in accordance with DHS/ALL-016 Correspondence Records, September 26, 2018, 83 FR 48645. 
Disclosure: Use of this form is voluntary. 
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INSTRUCTIONS
INSTRUCTIONS
1. A Digest is internal and is used to accompany and provide context to organizational correspondence or provide an abbreviated update via the chain of command.
 
2. Use a Digest to summarize long documents and/or a collection of multiple documents; especially those forwarded up the chain for decision and signature.
 
3. Designate if the Digest and routing correspondence is for information, signature, or decision.
 
4. You may single space between paragraphs to maximize content.  It is recommended that only one line space be used between sentences and sub-bullets.  If the information provided will exceed the space available, an issue paper or memorandum is more appropriate. Below are the following style preferences:
    a. Sub-bullets should begin after the 3rd character space (left justified).
    b. For long or complex documents, capture the high points to best assist the signing official.
    c. Use a Digest to provide explanatory comments that may not be apparent or are not contained in the routed document (e.g., third-party perspective, candid insight, or external perception).
    d. Thru lines should include the chain of command and staff may sign without comment (if with comment, select “with comments” block and provide input on page 2).
 
5. For the “From,” “To,” “Thru,” and “Recipient Name” use the following abbreviated format:
    a. Enter your USCG office designation, to include Name and Title/Rank/Rate (e.g., CG-DCMS, First M. Last, VADM, or DCMS, F.M. Last, VADM).
    b. Digital signature is preferred, but ink or wet signature is permissible.
 
6. Enclosures: (1) Number "Enclosures" only if there are two or more attached.
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