








I. GENERAL

Policy Statement 6 titled Cellular Telephone Policies and Procedures in the Telecommunications section of the Business Manual outlines university policies and procedures associated with the use of cell phones provided to university employees.

“All cellular telephones, regardless of source of funding, provided by the University for business use by East Carolina University employees are considered the property of East Carolina University. These cellular telephones are provided on an as-needed basis for handling official University business. Given the relative higher costs related to cellular telephone calls vs. conventional phones, cellular phones should not be used when more economical means of communicating are reasonably available. Cellular telephones are provided for the exclusive use of the employee(s) to which they are assigned and will not be released for use by others without proper authority.” 

II. PURPOSE

The purpose of this COSP is to “operationalize” university procedures associated with cell phones.  


III. PROCEDURES

A. Issue of/turn-in cell phones

1. Issue of cell phones shall be approved in advance and in writing at the Director level.  

2. Upon issuance of a cell phone, the employee shall complete a Property Assignment Form and receive a copy of this COSP.  The Property Assignment Form is available at

http://www.ecu.edu/cs-admin/hr/upload/exit%20interview%20property%20assignment%20form.doc 

under Human Resources Forms. New on-call employees shall receive a copy of this COSP.   Employee shall review the policy outlined in the COSP and sign and date a copy of the COSP indicating his/her review.  The signed and dated copy of the COSP shall be maintained with the employee’s Property Assignment Form.

3. When an employee that has been issued a cell phone leaves the University, the employee shall turn-in their issued cell phone and indicate returned on the Property Assignment Form.  The departing employee will be responsible for any personal calls made up until their departure. 
B. Cell phone statements

1. Who shall receive copies of cell phone statements:

a. ITCS shall forward copies of the monthly cell phone statements for Facilities Services and Facilities Engineering & Architectural Services to the Director, Resource Management – Campus Operations or his/her designee.  

b. Recipient of the copies from ITCS shall forward copies of the monthly cell phone statements to the appropriate supervising Director or his/her designee.    

c. If the cell phone is assigned to a Director, the recipient of the copies from ITCS shall forward copies to the Director, Resource Management – Campus Operations.  The Director, Resource Management – Campus Operations shall forward copies of the monthly cell phone statements to the Senior Associate Vice Chancellor for Campus Operations.   
d. Recipient of the copies of the monthly cell phone statements for Facilities Services from ITCS shall maintain a “log” indicating cell phone number; employee assigned; department; total cost; monthly service charges; other charges such as taxes, equipment charges; overage and roaming charges; minutes used; total plan minutes; cost per call plus 20%; reimbursed minutes; and reimbursed dollars for each billing statement.  The log should be kept up to date for review by the Senior Associate Vice Chancellor for Campus Operations or Internal Audit as necessary.  
2. Reviewing cell phone statements:

a. The party receiving the copies of the monthly cell phone statements is responsible for reviewing the charges with the employee assigned the university cell phone.  The employee assigned the university cell phone shall identify all personal phone calls on the cell phone statement.  Review by the employee (if the cell phone is shared i.e. on-call, all employees sharing the cell phone shall sign/date), employee’s supervisor, the employee’s Assistant Director, and the supervising Director shall be documented by signing and dating the statement.
b. If the monthly billing statement indicates that no phone calls were made on the cell phone, review and signatures of the monthly cell phone statement is not required.

3. Reimbursement for personal calls

a. Policy Statement 6 titled Cellular Telephone Policies and Procedures in the Telecommunications section of the Business Manual states that  “The use of University cellular telephones for personal calls (not directly associated with official University business) is expressly prohibited except in emergency circumstances (as determined by the department) or other unpreventable instances (e.g., incoming calls for which charges are also assessed). Employees must notify their supervisor of any such emergency call made on the University's cellular phone and must reimburse the University for the related cost. A written record of such personal calls should be maintained.”

“Although prohibited, the use of State contracted cellular service for handling of personal business may, on occasion, be necessary due to an emergency. Reimbursement for personal calls will be maintained on the honor system, with each individual responsible, for identifying those calls that were of a personal nature and, therefore, subject to reimbursement. It must be remembered that usage on the State contracted cellular system constitutes both transmit and receive, therefore, incoming personal calls are subject to reimbursement also. Reimbursement shall be at a cost plus 20% administrative handling fee.”

b. A Campus Operations employee should identify any personal calls that were necessary due to an emergency with his/her supervisor and note the emergency situation on the cell phone billing statement.  With his/her supervisor’s approval, a Campus Operations employee shall not be responsible for reimbursing the University for personal calls that were necessary due to an emergency.  Personal calls that were necessary due to an emergency should be short in duration and an exception rather than the norm.      
c. Incidental personal use of university cell phones shall be reimbursed to the university even if the usage is within pre-paid plan minutes.

d. Unless a rate per minute is indicated on the cell phone statement, the rate per minute shall be calculated as the monthly service charge divided by the number of minutes provided in the plan.  Reimbursement payment shall be based on the rate per minute plus 20% administrative handling fee.  Reimbursement payment may be made by cash, check, or money order.

e. Reimbursement payment shall be documented by attaching a copy of the payment receipt to the cell phone statement.  

f. The supervisor shall take appropriate management action for excessive personal use of the cell phone.

4. Review of cell phone plans

a. Periodically, Campus Operations shall review cell phone plans purchased on behalf of Campus Operations employees.  Campus Operations may ask for justification of the plan purchased if employee(s) assigned the university cell phone is not consistently using the purchased number of minutes.  

5. Retaining cell phone statements:

a. The party receiving the copies of the monthly cell phone statements is responsible for retaining copies per Policy Statement 6 titled Cellular Telephone Policies and Procedures in the Telecommunications section of the Business Manual for two years.  Longer if necessary per the ECU Records Retention & Disposition Schedule for Administrative/Business Financial Records of Telephone Billings File if no “litigation, claim, audit or other official action involving the records has been initiated. If official action has been initiated, destroy in office after completion of action and resolution of issues involved.”

6. Reimbursement for business-related calls on personal cell phone

a. Policy Statement 6 titled Cellular Telephone Policies and Procedures in the Telecommunications section of the Business Manual states that “As with a personal home telephone, the employee assumes personal responsibility for payment to the telephone company of all charges related to service for which he/she contracted directly. Reimbursement may be requested on a monthly basis for business-related calls made through employee contracted service. A copy of the phone bill denoting business-related calls must be submitted for reimbursement, however, personal call information should be marked out for privacy. No reimbursement shall be made for the cost of the instrument as the instrument for directly contracted service shall remain the property of the user.” Only calls that result in an incremental increase in the employee’s personal cell phone bill will be considered for reimbursement.      
b. If a Campus Operations employee is forced to use a personal cell phone for handling official University business due to an emergency, the employee may submit a copy of his/her personal cell phone bill / statement indicating business-related calls for the same review, approval, and retention required with the University cell phone statements.  The supervisor, etc. should consider whether a University cell phone was available to the employee and the nature of the emergency.  Business-related calls that were necessary due to an emergency should be short in duration and an exception rather than the norm.  Only calls that result in an incremental increase in the employee’s personal cell phone bill will be considered for reimbursement.    
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