








Attachment 1 
 
 

OFFICE OF THE LIEUTENANT GOVERNOR 
DEPARTMENT OF CULTURE, RECREATION AND TOURISM 

CELLULAR PHONE/SMART PHONE POLICY ACKNOWLEDGEMENT AND 
CERTIFICATION FORM 

 
 
I         understand that in accordance with  
                            (Please Print Name) 
HR #2D-0106 Policy, concerning cellular phones/smart phones that I will receive a 
monthly allowance of $   to be used to provide cellular phone service that is 
needed in conjunction with the performance of my job duties.  This will be the only 
reimbursement for cellular phone expenses I receive. 
 
I acknowledge that I have been told that I must maintain cellular service in order to 
receive reimbursement, and my failure to do so will subject me to disciplinary action. 
 
I also acknowledge that this allowance will be report as income on my W-2. 
 
 
 
             
                           Employee Signature         Date 
 
 
        
      Employee Number  
 
 
             
                          Supervisor Signature          Date 
 
 
             
                Appointing Authority Signature          Date 
 
 
             
                           Secretary or Designee          Date 
 
 
 

Please forward this completed form to the Undersecretary 
 

Revised 09/15/2010 



   

DCRT Mobile Communications Device Justification/Authorization 

Office of:  Secretary 

 Management & Finance 

 Cultural Development 

 State Library 

 State Museum 

 State Parks 

 Tourism 

 City Park - New Orleans 

nmlkj

nmlkj

nmlkj

nmlkj

nmlkj

nmlkj

nmlkj

nmlkj

Type of Device 
Requested:

Mobile Email/Data/Voice Device (blackberry, with voice plan) 

Mobile Email/Data Device (blackberry, no voice) 

Mobile Phone (voice only) 

nmlkj

nmlkj

nmlkj

Cell Phone Plan:

450 Minutes 

900 Minutes 

1350 Minutes 

2000 Minutes + 

nmlkj

nmlkj

nmlkj

nmlkj

Note: Users are financially responsible for all non-CRT related minutes,
and usage MUST be fully accounted for each month

Area Code:

225 

318 

337 

504 

985 

nmlkj

nmlkj

nmlkj

nmlkj

nmlkj

USB Tethered 
Access:

 
$25 more per month, allows the device to act as a high-speed wireless modem for a CRT issued laptop. This option must be justified 
in the Comments/Concerns or Special Instructions section at the end of this form. 

Yes 

No 
nmlkj

nmlkji

Employee Name: 

name of employee to use 

this device  

 

Employee 
Title/Position: 

title of employee to use 

this device  

 

OTM Justification 
Category: 

See the full OTM 
Information Notice on 

this subject - click here  

 Protection of life and property - the job duties of the individual require the performance of duties that could 
impact the protection of life and property. These duties may be impeded without immediate access (inbound and/or 
outbound) to the public telephone network regardless of the time of day or location of the employee. 

Law enforcement - the daily job duties of the individual require the performance of law enforcement activities, 
and these activities may expose the individual or the general public to harm or danger.  
Personal Safety - the daily job duties of the individual require the performance of activities that may expose 
the individual or clients to harm or danger.  
Public Welfare - the daily job duties of the individual require the performance of activities that may directly 
impact the health, safety and welfare of the general public.  

 Improved efficiency and effectiveness - the job duties of the individual require immediate access (inbound 
and/or outbound) to the public telephone network for recall, consultation, and/or decision making. lack of 
instantaneous communications could have significant effect on the operational efficiency of the agency or significant 
impact on the economic or political welfare of the state.  

On call - duties require that the individual be immediately accessible after normal work hours regardless of 
location.  

gfedc

gfedc
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Mobile or in transit - duties require that the individual be mobile or in transit a large percentage of the 
business day yet immediately accessible.  

 Lack of suitable communications alternatives - no other suitable communications alternatives (pagers, two-
way radio, standard telephone service) are available due to the location or environmental conditions of the 
workplace.  

gfedc

Justification: 

specifically, how and why 
do the above selected 
(checked) criteria apply to 

this employee  

Employee 
Supervisor Name:  

Employee 
Supervisor Email:  @crt.state.la.us

Your Network ID: 

person submitting 

request  

ALDUNN 
192.168.97.11 

Your Phone Number: 

person submitting 

request  

 

Comments/Concerns 
or Special 
Instructions: 

any special 
imformation/instructions 
to be passed along with 
this form - i.e. requests 
for special auxillary 

equipment  
Note: requests for additional or auxillary equipment must be justified by the requirements of the employees job and stated in the above space with the 

request. 

   Submit Request for Approval
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