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Date: August 2025  

SUBJECT: SPIRAL 4 Cell Phone Service Acquisition: Authorized Users and Security 
Procedures 

1. PURPOSE 

This document provides guidance to NROTC Unit Agency/Organization Program 
Coordinators (A/OPCs), Approving Officials (AOs), Cardholders (CHs), and other relevant 
personnel on the procedures for ordering wireless services using the Government Purchase 
Card (GPC). 

2. OVERVIEW 

The GPC ordering process for wireless services is a cyclical process, repeating every nine 
months. This process ensures optimized government spending and accurate service 
provisioning. Adherence to these procedures is critical for responsible stewardship of 
government resources. 

3. GPC ORDERING PROCESS 

The GPC ordering process consists of the following five phases: 

3.1 Planning & Preparation (Nine Months After Previous Order): 

• Review nine months of spend/usage data to identify trends, zero-use lines, 
overages, and areas for optimization. 

• Read the "Ordering Guide" First 

 
Figure 3.1 “Spiral 4 - Mandatory Ordering Guide " page on the DoN Wireless obility Program Office website. 

https://my.navsup.navy.mil/apps/ops$ncmpo.download_file?p_document_id=3975


• Determine optimal Equipment Line-Item Numbers (ELINs) and quantities for the 
next order based on historical data and Spiral 4 ELINs. Refer to the "How to Order" 
page on the DoN Wireless Mobility Program Office website for guidance.  

• Use the Price Calculator Spreadsheet to determine the Government Estimate (GE). 
If the GE exceeds GPC authority (currently $10,000 annually), the requirement must 
be sent to the Contracting Office. Note: GPC orders cannot exceed one year. The 
ITPR Approval Process is available on the DoN Wireless Mobility Program Office 
website https://my.navsup.navy.mil/apps/ops$ncmpo.home under "How to Order". 

 
Figure 3.2 “How to Order" continuation page showing ITPR guidance. 

• Use the Price Calculator Spreadsheet to determine the Government Estimate (GE). 
If the GE exceeds GPC authority (currently $10,000 annually), the requirement must 
be sent to the Contracting Office. Note: GPC orders cannot exceed one year. The 
ITPR Approval Process is available on the DoN Wireless Mobility Program Office 
website https://my.navsup.navy.mil/apps/ops$ncmpo.home under "How to Order". 

• Secure funding for the purchase. 

• Complete and certify the Mandatory GPC Template for both the Wireless Manager 
and the GPC Holder. 

https://my.navsup.navy.mil/apps/ops$ncmpo.home
https://my.navsup.navy.mil/apps/ops$ncmpo.home


 
Figure 3.3 Mandatory Template for GPC Orders. 

• Create and/or update the Device/Equipment & User Phone Number List, ensuring 
accuracy and completeness (Name, Email, Phone Number). 

• Identify and document Points of Contact (POCs), including: 

o Task Order POCs and Wireless Manager 

o Invoice POC (responsible for reviewing and approving invoices, accessing the 
contractor's Navy portal) 

o Usage/Spend Management POC (responsible for analyzing usage data and 
identifying optimization opportunities). 



3.2 Obtaining Pricing and Availability: 

• Contact potential contractors (or the sole-source contractor if applicable) and 
request pricing and availability for the determined ELINs and quantities. 

• Evaluate contractor responses, considering price, availability, and service offerings. 

3.3 Award and Order Placement: 

• Determine the awardee based on the evaluation of pricing and availability. 

• Prepare documentation of the award decision rationale. 

• Place the order with the selected awardee via email. The order must include: 

o Contract CLIN 

o ELINs used and quantities (including ELIN worksheet) 

o Invoice and billing information 

o Shipping details and address 

o Names and contact information for order POCs 

o Device/Equipment & User Phone Number List 

o Mandatory Template for the Device/Equipment 

 
Figure 3.4 Summary Process Overview.  

3.4 Task Order Management and Optimization: 

• Access the contractor's DON Wireless portal and utilize reporting capabilities to: 

o Review invoices for accuracy and identify any errors in charges. 

o Identify zero use, overages, and directory assistance charges. 



 
Figure 3.5 SP4 DON Wireless Portal. 

• Update the Device/Equipment & User Phone Number list to reflect changes in 
personnel and device assignments. 

• Analyze usage of data regularly to identify optimization opportunities and cost 
savings. 

3.5 Cycle Repetition: 

• Nine months after the order placement, repeat the entire process, starting with the 
review of historical spend/usage data. 

 
Figure 3.6 Life Cycle of Wireless Service 



4. Spiral IV References 

• DoN Wireless Mobility Program Office: Access the central hub for information 
and updates regarding the program. 

o https://my.navsup.navy.mil/apps/ops$ncmpo.home 
• How to Order: Navigate directly to instructions on placing orders through the 

program. 
o https://my.navsup.navy.mil/apps/ops$ncmpo.view_topic?p_topic_id=TO

PIC_1324 
• Ordering Guide: Review the mandatory ordering guide specific to Spiral 4 for 

compliance and process adherence. 
o Spiral 4 - Mandatory Ordering Guide  

• Examples / Templates: Find sample documents and templates to aid in the 
ordering process and ensure proper documentation. 

o https://my.navsup.navy.mil/apps/ops$ncmpo.view_topic?p_topic_id=TO
PIC_1326 

5. QUESTIONS 

Please direct all questions to the Program Office via the DoN Wireless Mobility Program 
Office Website.  

5.1 Spiral IV Team Contact 

• Ms. Juana Perez - Procurement Contracting Officer 

• Ms. Lisa White - Program Manager (PM) 

• Ms. Christine Jordan - Contract Negotiator 

• Ms. Lisa White - Contracting Officer Representative (COR) 

• Mr. Victor Saxton - Customer Support/ Website Administrator  

• Mr. Rashid Hill - Customer Support /Training 

In conclusion, this guidance outlines the necessary procedures for acquiring Spiral 4 
cell phone services using the Government Purchase Card. Please ensure the following 
steps are taken: 

1. Process Adherence: All A/OPCs, AOs, and CHs must strictly adhere to the outlined 
five-phase GPC ordering process: Planning & Preparation, Obtaining Pricing and 
Availability, Award and Order Placement, Task Order Management and 
Optimization, and Cycle Repetition. 
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2. Resource Utilization: Refer to the provided Spiral IV References, including the DoN 
Wireless Mobility Program Office website and its linked resources, for detailed 
instructions, templates, and updates on the program. 

3. Point of Contact Engagement: Utilize the provided contact information for the 
Spiral IV Team (Ms. Perez, Ms. White, Ms. Jordan, Mr. Saxton, and Mr. Hill) to address 
any questions or concerns regarding the acquisition process and security 
procedures. 

 

Points of Contacts:  
     
William Barton        John Bass 
NROTC Supply Management Specialist      ELMS APO / ALT GAM 
GAM                                                                    ALT GPC Level IV Agency Program 
Coordinator        847-688-4141 ext. 143 
847-688-4141 ext. 176         john.l.bass.civ@us.navy.mil                       
william.g.barton.civ@us.navy.mil                              
  
Jason Sheets        Sidney Coleman 
NROTC Supply Management Specialist             GPC Level IV Agency Program Coordinator 
847-688-4509 ext. 330                   847-688-4141 ext. 187    
jason.d.sheets.civ@us.navy.mil                                sidney.e.coleman.civ@us.navy.mil 
 
LaTonya Langston        Jerry Long 
NROTC Supply Management Specialist             N4 Logistics Director   
847-688-4509 ext. 439        847-688-4509 ext. 388   
latonya.l.langston.civ@us.navy.mil                          jerry.e.long.civ@us.navy.mil 
 
Eurice Cotton     
NROTC Supply Management Specialist                     
847-688-5454 ext. 184     
eurice.cotton.civ@us.navy.mil                                 
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