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This instruction provides specific procedures and responsibilities to Louisiana Air National
Guard (LA ANG) for acquiring Personal Wireless Communication Systems (PWCS), which
include but not limited to cellular phones and pagers.

1. Policy: All LA ANG personnel must follow the specific procedures outlined in this
instruction to obtain any type of cellular phone or pager. Failure to follow these procedures will
result in a request being disapproved or the device/system removed from the individual.
Additionally, all personnel must follow guidelines and policy contained in HQ LA ANG
Pamphlet 33-9, Personal Wireless Communications Systems User Handbook, for use of the
device/system or it will be removed from the individual.
2. Responsibilities:

2.1. LA ANG Personnel (requestor) will:

2.1.1. ldentify a need for a cellular phone or pager by completing the Decision Matrix
document. Attachment 1 must be completed and signed by the requester.

2.1.2. Complete an AF Form 3215, IT/NSS Requirements Document. Attachment 2
is a sample containing the specific details for completing the AF Form 3215 for obtaining a
cellular phone or pager.

2.1.3. Submit both documents to the unit PWCS manager for review and approval.

2.1.4. Upon receipt of the equipment, provide the unit PWCS manager with the
following information:

2.1.4.1. Manufacturer, Model, and Serial Number of the equipment.
2.1.4.2. Telephone number associated with equipment.

2.1.4.3. Name of user if not same as the requestor.
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2.1.5. Adhere to the following guidelines, as listed in HQ LA ANG Pamphlet 33-9,
once the cellular phone is received:

2.1.5.1. Personal calls will be the exception not the rule.

2.1.5.2. Cellular telephones must not be used for personal convenience such as
the conduct of personal, private business or extended calls to family or friends.

2.1.5.3. Cellular telephones may be used for occasional personal calls related to
mission activities. Such calls (for example, to inform family members of unexpected change in
schedule) may be made when use of a landline telephone is not practical. In addition, emergency
cellular telephone calls for police, fire, medical, or roadside assistance are authorized.

2.1.5.4. Cellular telephones will not be used while driving. Pull off the road
when it is safe to do so and place the call after stopping the vehicle.

2.1.5.5. Refer any questions concerning personal use to your commander before
placing personal calls not within the general categories above.

2.1.5.6. If dual line cell phones are available, individual may elect at their
option to activate the second line as a personal number and place personal calls on that line. In
such case, they will comply with the guidance in AFI 33-106, Managing High Frequency
Radios, Personal Wireless Communication Systems, and the Military Affiliate Radio System.

2.1.5.7. Users are reminded not to transmit classified information over
unsecured cellular telephones and that Air Force issued cellular telephones are subject to
monitoring per AFI 33-219, Telecommunications Monitoring and Assessment Program (TMAP).

2.1.6. Reimburse the government for personal calls that cause the cellular phone bill to
exceed its monthly-allotted usage charge.

2.2. Unit PWCS Manager will:

2.2.1. Review and sign the Decision Matrix document to verify the requirement and
ensure accuracy and completeness.

2.2.2 Review the AF Form 3215 to verify the requirement and ensure accuracy and
completeness.

2.2.3. Approve/disapprove both the AF Form 3215 and Decision Matrix documents.
If approved, forward to the Unit Resource Advisor for review and approval.

2.2.4. Upon receipt of approved documents from the Resource Advisor, provide 159
CF/SCM all information listed in paragraph 2.1.4.

2.3. Resource Advisor will:

2.3.1. Review AF Form 3215 and Decision Matrix document.
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2.3.2. Verify unit funds are available and prepare AF Form 9, Request for Purchase,
in the Automated Business Services System (ABSS) as prescribed in Attachment 3.

2.3.3. Submit AF Form 9 to the unit commander or Base Contracting office using
ABSS.

2.3.4. Print a hard copy of the AF Form 9 and attach it to the AF Form 3215.

2.3.5. Forward the AF Form 3215, AF Form 9, and Decision Matrix document to the
unit commander.

2.4. Unit Commander will:

2.4.1. Review and approve/disapprove AF Form 3215, AF Form 9 and Decision
Matrix document.

2.4.1.1. Sign the AF Form 3215 in the “Records Management Approval
Authority” block.

2.4.1.2. Sign page 2 of the Decision Matrix document.
2.4.1.3. If applicable, review and approve/disapprove AF Form 9 in ABSS.

2.4.2. Forward the AF Form 3215, AF Form 9, and Decision Matrix document to
appropriate group commander or ESSO.

2.4.3. Conduct annual recertification of all cellular phones and pagers within the unit
and forward to Group Commander or HQ LA ANG/ESSO.

2.5. Group Commander will (not applicable to GSU):

2.5.1. Review and approve/disapprove AF Form 3215, AF Form 9 and Decision
Matrix document.

2.5.1.1. Sign the AF Form 3215 in the “Requester Approval Authority” block.
2.5.1.2. Sign page 2 of the Decision Matrix.

2.5.2. Forward the AF Form 3215, AF Form 9, and Decision Matrix document to the
wing commander.

2.5.3. Review annual verification of all cellular phones and pagers within the units
under his/her command.

2.6. Wing Commander or HQ LA ANG/ESSO will:

2.6.1. Review and approve/disapprove AF Form 3215, AF Form 9 and Decision
Matrix document.

2.6.1.1. Sign the AF Form 3215 in the “Host/Base Approval Authority” block.
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2.6.1.2. Sign page 2 of the Decision Matrix document.

2.6.2. Forward the AF Form 3215, AF Form 9, and Decision Matrix document to
Communications Systems Officer (CSO).

2.6.3. HQ LA ANG/ESSO office may FAX a copy of all required documents to the
CSO via DSN 457-8301 or (504)391-8301.

2.7. Communications System Officer and 159" Communications Flight Plans and
Implementation branch will:

2.7.1. Review AF Form 3215, AF Form 9, and Decision Matrix document.
2.7.2. Sign the AF Form 3215 in the “Technical Solution Authority” block.

2.7.3. Create a project folder for the IT Requirement and maintain a copy of all
applicable documentation within the project folder.

2.7.4. Forward the AF Form 3215 and Decision Matrix document to the Base
Contracting office.

2.8. Base Contracting will:
2.8.1. Review AF Form 3215, AF Form 9, and Decision Matrix document.
2.8.2. Approve and process the AF Form 9 in ABSS.

2.8.3. Upon receipt of the processed AF Form 9 from 159 FM/FMA, purchase
equipment and service from vendor.

2.8.4. Upon receiving equipment from vendor, contact the requestor to establish a pick
up time from Base Contracting.

2.9. 159 FM/FMA (Budget) will:
2.9.1. Review AF Form 9.
2.9.2. Verify funds are available within the applicable unit.

2.9.3. Approve and process AF Form 9 in ABSS, which is then sent back to
Contracting within the ABSS system.

3. Referenced Publications: HQ LA ANG Pamphlet 33-9, Personal Wireless Communications
Systems User Handbook, AFI 33-103, AFI 33-106, Managing High Frequency Radios, Personal
Wireless Communication Systems, and the Military Affiliate Radio System, and AFI 33-219,
Telecommunications Monitoring and Assessment Program (TMAP).

4. Referenced Forms: AF Form 9, Request for Purchase, AF Form 3215, IT/NSS
Requirements Document.
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BENNETT C. LANDRENEAU
Major General, LAARNG
The Adjutant General

BY ORDER OF THE GOVERNOR
OFFICIAL
//Signed//

JOHN B. SOILEAU, JR., Col, LA ANG
Executive Support Staff Officer
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Attachment 1
Cellular Telephone (CT) Acquisition Decision Matrix
1. Will/ls this CT requirement for command & control communications?
__YES (you must look for a solution other than a cellular telephone per AFI 33-106)
___NO (proceed to next paragraph)

2. Will/ls This equipment for transmission/reception of classified, or sensitive unclassified
information in a mobile environment?

___YES (request solution for portable/mobile STU-I11I)
__NO (proceed to next paragraph)

3. Will/Does this requirement result in a net reduction in the number of your unit’s LMRs or
pagers?

___YES (proceed to next paragraph)
___NO (proceed to paragraph 6)

4. Will this requirement for/continued use of a CT be for a mission that was previously satisfied
by an LMR or pager?

__YES (proceed to next paragraph)
___NO (proceed to paragraph 6)

5. In order to approve your request for/continued use of CT, aspects of the original mission
must have changed making the continued use of LMRs or pagers unworkable. (If convenience
Is the primary reason for the request/continued use, then a CT is not warranted. If there isa
substantial change to your mission requirements, proceed to next paragraph).

6. If your needs cannot be met through the use of LMRs or pagers, is there a serious mission
degradation, failure, or life and death impact that justifies your new or continued requirement for
aCT?

__YES (read paragraph 7, sign, date, and return this document to unit LMR Manager. Initial
CT purchase requests require an AF Form 3215 along with this Acquisition Decision Matrix.
A technical solution for purchase of a CT will be developed and upon approval and you will
receive written notice.)
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Attachment 1 (Con’t)

__NO (look for solution other than CT, such as LMRs or pagers)

7. DO NOT DISCUSS CLASSIFIED INFORMATION ON ANY
CELLULAR TELEPHONE. Cellular telephones are subject to monitoring
at all times. Any use of cellular telephones constitutes consent to monitoring.

NAME/RANK (Print or Type)

SIGNATURE: DATE:

NAME/RANK (Unit Commander):

SIGNITURE: DATE:

NAME/RANK (Group Commander):

SIGNITURE: DATE:
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Attachment 2
AF 3215, IT/NSS Requirements Document Sample for Cell Phone
Acquisition
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Attachment 3
AF Form 9, Request For Purchase Sample for Cell Phone Acquisition
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Attachment 4

Cell Phone/Pager Acquisitions Process
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