AP8059
CELLULAR TELEPHONE USE GUIDELINES
AP8059
AP8059.1
Purpose
These guidelines and procedures are established to address the acquisition and reimbursement of cellular communication equipment and service.

AP8059.2
General Guidelines
In some instances, the use of cellular technology is the most effective manner to conduct college business, particularly for individuals who need to be on call at all times. 

 

Use of college cellular telephones for college business is allowable within the following major guidelines and subject to the implementation procedures: 

· Cellular telephones should not be used when a less costly alternative is safe, convenient and readily available. 

· Cellular telephones owned by the college for official state use cannot be used for any personal calls. (RCW 42.52.160)  

· Users are advised to remember that cellular telephone conversations are not private and conversations may be monitored. 

The State Auditor’s Office requires that the college minimize liability and risk in the utilization of cellular phones and services. As a result, not all college employees are eligible for cellular telephone reimbursement and as a general rule the college will not purchase cellular telephones. In the event any cellular telephone equipment is required to be purchased by the college, it must be approved in writing by the college President, or his/her designee.
AP8059.3
Procedures 

Request for Cellular telephone Usage: Any management or supervisory employee with a need for cellular telephone service must submit an Authorization for Cellular Telephone Usage form to the President through the Vice President of Administrative Services. The President will review the request to determine if the employee meets the criteria established for cellular telephone usage and forward approved requests to the Controller for implementation.  Employees must submit a completed Cellular Telephone Usage Log to their supervisor monthly.
Use of Cellular Telephones:  Employees with approved state-owned cellular telephones will be given monthly cellular telephone statements for their review.  In the event of a discrepancy or question on the bill, the employee must notify his/her supervisor.  If personal use of the cell phone is identified, the employee must attach a statement of explanation and notify his/her supervisor.  The employee must immediately repay the college for personal calls.  Repeat offenses of personal use may result in revocation of cellular telephone use.  After reviewing the statement, the employee must sign and attach the Cellular Telephone Statement Cover Sheet for submittal to his/her supervisor.  The employee’s supervisor must review the statement to ensure compliance with college usage procedures.  Once the supervisor approves the statement for payment, the signed Cellular Telephone Statement Cover Sheet must be returned with the monthly statement to Accounts Payable within 5 days of receiving the statement. The college reserves the right to audit the use of all state-owned cellular telephones.  The Purchasing Manager will periodically review monthly statements for compliance with the college policy.  
Reimbursement of Cellular telephone Charges: The appropriate dean/director must authorize any reimbursement for employee use of personal cellular telephones. An Authorization for Cellular Telephone Usage Reimbursement form must be on file in the college business office. Employees who are authorized to use personal cellular telephones to conduct college business must document each call (both incoming and outgoing) on a Cellular Telephone Usage Log and submit the log with a completed Personal Cellular telephone Reimbursement Request form and a copy of the original cellular telephone bill to the accounts payable department for reimbursement.
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