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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #10:  Control and Use of Government-Owned Cellular Phones

1.  References:

     a.  AR 11-2, 01 AUG 94, Internal Management System

     b.  AR 25-1, 18 NOV 88, The Army Information Resource Management Program

     c.  DA Pam 25-1-1, 27 AUG 91, Installation Information Services

     d.  DOD 5500.7-R, Joint Ethics Regulation, AUG 93, paragraph 2-301

2.  Government-owned cellular phones may be used only to conduct official government business.  They may be used when normal telephone services are not available, or feasible, to accomplish the mission in a reasonable period of time.  Section Leadership and appointed Telephone Control Officers (TCO’s) may permit the personal use of a government-owned cellular phones in instances of emergency, when other means of communications are not available or feasible.

3.  Hand receipt holders of government-owned cellular telephones are responsible for sub-hand receipting telephones and making users aware of their responsibilities in the use of the telephones.  This training includes an explanation of what constitutes a charge and the fact that the user is responsible for all unauthorized charges.  Hand receipt holders must inform users that cellular telephone services are authorized for official business only, personal use is authorized only for emergency or when no other form of communication is available.  Personal use outside of an emergency with the intent to later reimburse the government is prohibited.  Misuse could result in criminal, civil, or administrative action, to include suspension or dismissal.

4.  Section leaders who have government-owned cellular telephones will establish controls for cellular telephones to assure the telephones are used appropriately.  As a minimum, these procedures will include the following:

     a.  Ensure cellular telephones are safeguarded against unauthorized use and theft.

     b.  Report service related problems to the Directorate of Information Management (DOIM) to ensure authorized repairs are made.
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    c.  Report all cellular telephones, which are no longer needed, lost, or stolen to the S-4 or designated coordinator so that service can be disconnected to avoid further charges.

     d.  Maintain accountability by keeping a list of all users of each assigned cellular telephone to include dates issued/returned.

     e.  Ensure monthly bills are reviewed, validated, and certified by the appointed telephone control officer.  Note unauthorized or personal calls on the copy of the bill, Ensure request for Certification of Cellular Phone Calls, is returned through this headquarters to the DOIM for payment.  Pursue and collect reimbursement of all unauthorized charges from individuals and counsel them on the appropriate use of telephones.

     f.  Assure recurring abuse or inappropriate use of cellular telephones is immediately corrected.

5.  This policy remains in effect until revised, revoked, or superseded.  

                                                                             signed
                                                                             CPT, MP

                                                                             Commanding










