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Title:  Cellular Phone Services



Effective Date:  May 1, 2007


Revised Date

Purpose:  It is the District’s responsibility to safeguard our assets, to provide the appropriate tools for employees to meet their job responsibilities, and to comply with applicable regulations as efficiently as possible.  As required by the IRS, the District must implement an accountable cellular plan defined by IRS regulations.  An acceptable IRS alternative to the accountable plan requirement allows the District to choose to pay an employee a taxable stipend for having their personal cellular device available for business use.  Paying an employee an allowance each month for their personal cellular device limits the IRS requirement for the District to implement an accountable plan, which some feel would involve an unreasonable additional administrative burden to implement.  Both of these options are, however, available to our colleges and district divisions to implement according to their business needs.

Source:  Federal Tax Laws, IRC §274(d)
Policy Owner:  General Accounting



Applicability:  All employees whose job duties require him/her to utilize cellular services for District business.  All cellular telephones and hand-held cellular devices which require monthly cellular services to operate.
Exceptions (if applicable):  This guideline does not cover cellular telephones or hand-held cellular devices issued to Governing Board members; or other devices such as air cards used in laptop computers.  
Policy:  

Criteria for Granting Cellular Services (regardless of plan):

A College/District Division business need must be demonstrated.  The following is the basic criteria for establishing the need for cellular services:

· A requirement to travel frequently on College/District Division business

· Large proportion of time spent away from the office

· A need for others to be in constant communication with the individual

· A need for the employee to communicate constantly with the College/District Division while traveling

· A need to contact employee after normal business hours on a constant basis, for example individuals in an on-call status

· Required by the Chancellor, President, Vice Chancellor, or Vice President

Administration of Cellular Service Programs:

Employees granted a District-issued cell phone or hand-held cellular device are required to be accountable for its use.

In order to administer cellular services, the Colleges/District Divisions (not individual employees) may choose from the following options:

Accountable Plan (district-owned cellular device and plan) – the College/District Division contracts with an approved vendor to provide cellular services to its employees.  The following requirements apply:

1. Employee personal use of the cell phones or hand-held cellular devices is restricted to emergency use only,

2. The employee must sign an acknowledgement of the restriction on personal use,

3. The employee must complete a property loan agreement,

4. The college is required to develop and implement a process to monitor employee compliance with requirements 1 and 2 above, 

5. Employees using district-provided cell phones or hand-held cellular devices for personal use are required to identify and reimburse the College/District Division for such use, 

6. Employees that do not comply with the requirements of the accountable plan may be moved to the allowance plan at the discretion of the College or District Division, and
7. Departmental phones and phones issued for periodic purposes will fall under the Accountable Plan.

Allowance Plan (using personal cellular device and plan for business purposes) – a monthly allowance may be provided for a portion of the employee’s personal monthly cellular plan costs.  Under this plan, the employee is responsible for paying their monthly cellular service invoices.

1. Allowance amounts will be reviewed annually, and adjustments made as needed,

2. The allowance will be issued through payroll and taxed as income,

3. The employee will be required annually to provide verification of a current cellular plan,

4. The employee’s personal cell number must be provided to his/her supervisor and Vice President or Vice Chancellor for business purposes,

5. The allowance will not be considered an increase in base pay, and will not be included in any percentage calculations for increases to base salary,

6. The employee is responsible for all costs associated with equipment, plan overages, activation, and incidentals, 

7. The College/District Division will develop a methodology to determine the most economical and reasonable allowance plan an employee should be assigned to and a different plan selection can be made no more often than every 6 months, 

8. The employee’s college, division, and/or department will be responsible for the allowance expense, 
9. An employee’s FTE status may require the allowance amount to be prorated based on his/her standard work hours, and 

10. When Colleges or District Divisions move to the plan, they are responsible for any early termination fees associated with ending current college/district division contracts with carriers.

Procedures:

Requesting Cellular Services (regardless of plan):

The employee will submit a written request for cellular services to the Vice President for Administration or appropriate Vice-Chancellor for consideration.
District-owned cellular device and plan
Colleges/District Divisions participating in the accountable plan for cell phone usage must submit their documented process for monitoring compliance with the above requirements (i.e., how the College/District Division will monitor that district-issued cell phones or hand-held cellular devices are not being used for personal purposes and if they are, to ensure the district is reimbursed for any such use) to Business Services, General Accounting.

All acknowledgements signed by employees as required above must be maintained by the applicable college’s Business Office. 
Allowance for use of personal cellular device and plan

Once a cell phone allowance is approved, it will be based on the lowest allowance plan necessary.  The appropriate payroll forms will need to be completed in order for the allowance to be processed and included in the employee’s compensation.

Amount of Allowance 

	Plan #
	# of Monthly Minutes
	Monthly Gross Allowance
	Maximum Annual Gross Allowance

	Voice Only:
	
	

	1
	0-450
	$38
	$456

	2
	451-900
	$56
	$672

	3
	901+
	$75
	$900

	Voice and Data (i.e., Treo, Blackberry-type units):

	4
	0-450
	$73
	$876

	5
	451-1350
	$102
	$1224

	6
	1350+
	$158
	1896


Termination of Cellular Services

The cell phone allowance will terminate when any one of the following occurs:

· Employee termination

· It is determined that the employee no longer requires a cell phone due to changes in duties or transfer to another position

· Employee misconduct or misuse of cell phone (i.e., the employee continuously chooses not to use the phone for business use or is continuously unavailable)

· Employee terminates cell phone contract (Allowance Plan only)

Equipment

It is strongly recommended that any employee seeking to purchase new hand-held devices intended to sync with college or district systems, check with their IT department or desktop support unit prior to purchasing any equipment to determine system requirements and support available for any new equipment.  The District cannot guarantee connectivity with phones or hand-held devices that are not supported by the District’s IT department.
Technical Support for Personal Cellular Devices

District support is limited to issues relating to the connectivity between the device and the district’s systems.  For liability reasons, District IT personnel cannot be required to physically set up any personally-owned cell phone for connectivity between the device and the district's systems. They may, however, provide instructions on those procedures for devices and cell providers they support. Any issues relating to the device itself, including functionality, are to be referred to the service provider. 

Employee’s responsibility regarding safety

It is the employee’s responsibility to use the cell phone safely, including abiding by any local, state, or federal laws.  Per Administrative Regulation AR 4.14, the driver of a college or District-owned, -rented, or –borrowed motor vehicle shall not use a cellular telephone or similar communication device while operating the vehicle.

Cross Reference:  AR 4.14, IRC §274(d)
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