  Prepare FC Form 1025-E Each Month.  The DOIM assigns Telephone Control Numbers.  The DOIM has established a Fort Carson control number system, which provides alphanumeric control numbers to each TCO on a monthly basis.  The numbers are designed so that each TCO has a unique block of numbers consisting of an alphabetic prefix and consecutive numbers beginning with #1 on the 1st day of the month.

(1)  The TCO and alternates Assign Control Numbers.  Once the TCO has determined that a proposed toll call is necessary and official, they will assign a control number to each approved call.  (NOTE:  TCO will be held responsible for all toll calls and control numbers under his/her jurisdiction.)

(2)  The TCO Entry on FC Form 1025-E.  The TCO will record all approved commercial toll calls on FC Form 1025-E, Report of Authorized Official Toll Telephone Calls.  FC Form 1025-E will be maintained in two copies.  Record each approved originated call on FC Form 1025-E, by entering the control number, date, caller’s name, telephone number, location and the telephone number being called.  Ensure that each incoming long distance collect call is recorded on FC Form 1025-E, to include the caller’s name, location, and the name, telephone number of the person accepting the call.  (See fig. 11-9.)

(3)  The TCO Certifies FC Form 1025-E.  At the end of the billing period, but before submitting the completed FC Form 1025-E to DOIM, the TCO will certify that all calls recorded on the forms were authorized and approved by placing his/her signature in the space marked “signature of authorizing official”.

(4)  The TCO forwards one copy of the FC Form 1025-E to DOIM.  The TCOs submit one copy of FC Form 1025-E to arrive at DOIM on a monthly basis not later than five days after the 1st of each month.  One copy is maintained in the TCOs File for six months.

(5)  Only the TCO or Alternate TCO can give out a control number.

(6)  Analyze the information provided by your monthly telephone statement and FC Form 1025-E’s.  Follow-up as required, for example, know how many calls your unit makes and a make a conscious effort to reduce the number of calls.

