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Policy Statement

A University assigned WCD/cellular telephone and service may be an appropriate resource to conduct University business when it is

demonstrated an exempt employee cannot perform his or her duties without a WCD/cellular telephone or that improved performance ensuing

from WCD/cellular telephone service will justify the investment.

Reason for Policy

To establish the policy and procedures to effectively use communication services and equipment at the lowest possible cost, with the GHSU

philosophy of unit-based management, any GHSU employee (staff or faculty) can have access to an GHSU cellular telephone, if approved by the

appropriate director within the respective budget unit.

Entities Affected By This Policy

Any exempt faculty, on-call faculty, exempt staff member who needs wireless devices to performs his or her duties.

Who Should Read This Policy

Any department member responsible for using, wireless devices, reconciling payments for services, and overseeing use of wireless

communication devices according to policy.

Contacts

Contact Phone e-mail/URL

Regina Hull 706.721.2986 supply@georgiahealth.edu

Printable Version of This Policy

http://georgiahealth.edu/policies/pdf/1112.pdf

Related Documents

Materials Management Purchasing Procedures: Wireless Devices Procedures

http://www.georgiahealth.edu/supply/purchasing/wireless.htm

Definitions

Wireless Communications Device – Any item such as a cellular phone, push to talk phone, personal digital assistant device (blackberry, palm

phone, etc.)

Administrative Policies ARSA Policies Help About
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Overview

To establish procedures for purchasing and maintaining a wireless device and associated services.

Process/Procedures

A University assigned WCD/cellular telephone and service may be an appropriate resource to conduct University business when it is

demonstrated an exempt employee cannot perform his or her duties without a WCD/cellular telephone or that improved performance ensuing

from WCD/cellular telephone service will justify the investment.

Where communications needs cannot be met with other available alternatives such as a paging device, a radio, or standard telephone

equipment, a department may acquire a WCD/cellular telephone service for an employee. Examples of conditions under which a WCD/cellular

telephone device and service may be obtained include the following:

A WCD/cellular telephone is required to directly enhance an employee’s job responsibility of protecting the physical safety of the general

public.

A WCD/ cellular telephone is required for an employee to respond better to environmental emergencies.

A WCD/cellular telephone is required for additional protection for the employee in potentially hazardous working conditions.

An employee cannot adequately meet communications needs with other available alternatives such as a paging device or a radio.

A WCD/cellular telephone is required for on-call personnel required to respond to critical system failures or service disruptions

A WCD/cellular telephone is determined to be the most appropriate means of responding to campus emergencies or to achieve business

efficiencies

Cost savings are realized when an employee combines or eliminates landline and/or other telecommunications services (i.e. pagers).

WCD/Cellular phones assigned to University faculty or staff members are for official business use.  It is a violation of this policy to use any

institutional source of funds (e.g., state funds or funds from a private, cooperative organization such as PPG or the GHSU Foundation) to

purchase a WCD/cellular phone for a personal purpose or to use institutional source of funds to pay for service fees for personal use. Any

charges identified with a personal use shall be the personal responsibility of the individual incurring those charges and the individual employee is

to notify their department head or supervisor and reimburse the University for those calls that create additional charges (i.e. roaming, long

distance, directory assistance, airtime charges). Reimbursement to GHSU for any WCD/cellular call for personal use must be deposited with the

Controller’s Office by the department, along with a copy of the annotated bill noting the personal call and cost within 30 days of the bill date.

WCD/Cellular services will be billed directly to the ordering department, based upon the information on the purchase order (FPO). Object code

77350 Cellular Services, will be used to account for WCD/cellular telephone costs. Departments will review and verify WCD/cellular phone bills

on a monthly basis and use their p-card to pay the monthly bill.

P-Cards will not be used to acquire WCD/Cellular equipment or activate services; however P-Cards must be used to pay recurring monthly

service charges.  All WCD/Cellular equipment for new accounts, upgrades and replacements must be purchased via Purchase Order in

the PeopleSoft system. Accessories may be purchased via P-Card.

Reimbursement for Business Use of Privately-Owned WCD/Cellular Telephones

The acceptable method of reimbursement is use of a formula to determine the per unit of usage charge for calculating the reimbursement rate for

business related communications. Business related communications made using minutes or measured service within a user’s pre-paid service

plan shall not be reimbursed. Business related communications made using minutes or measured services in excess of the pre-paid service plan

are reimbursable.

When a business related communication occurs over and above the pre-paid service plan’s limit, GHSU will reimburse at the actually

accrued per minute charge billed by the service provider. GHSU will reimburse for roaming, long distance or other applicable charges for

business related purposes.

Employees may be reimbursed for personal calls made using minutes or measured service in excess of the pre-paid plan but only to the

extent required to offset business related communication minutes or measured service within a user’s pre-paid service plan.

The user must accumulate $25.00 in reimbursable charges within a 90 day period before requesting reimbursement.

Data plans that are used for the purposes of sending and receiving work-related emails on personal WCD/Cellular devices are

reimbursable via a check request to Accounts Payable.  GroupWise email access must be set up with the device through IT, and a copy

of the invoice indicating the cost of the data service must be submitted with the request to Accounts Payable.
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Personal accounts must be in name of the GHSU Employee to receive reimbursement for per unit charges and data services.

Responsibilities

(Party) (Responsibility)

3.1 Department The department is to maintain a copy of the approved justification
documentation for each WCD/cellular telephone device/service in its
inventory.   Approval can only be given at the department director or above
level.  The original approved justification or a copy is forwarded to Purchasing
with a requisition to purchase the equipment, activation fee and establish the
service.Managers of employees using University owned WCD/telephones are
to initially determine the business needs and select an appropriate airtime
package that meets these needs.  Additionally, departmental managers will
review all call activity on a monthly basis to ensure that the appropriate airtime
bundle (minutes per month) has been selected and that no additional charges
were incurred due to personal calls. If a manager identifies any personal
calls that have not been reported by the affected employee, the
department will collect the cost of such call(s) from the employee and
deposit with the Controller’s Office within 30 days along with a copy of
the annotated bill noting the personal calls.  This is to be done whether or
not the bill exceeds the allowable pre-paid airtime bundle of minutes per
month.  Additional services such as GPS navigation, specialized ring
tones/call tones are unauthorized.  Also, phone calls that incur additional
fees such as subscriptions, 900 calls cannot be paid via p-card unless
used for a valid business purpose, in which the end-user/department has
obtained prior approval from Purchasing and Departmental Director.

After review, the statement must be approved and signed by someone
administratively senior to the user, or someone designated by the appropriate
vice president.  Approved statements must be retained for 5 years and are
subject to audit by the BOR Auditors, State Auditors, the University’s Internal
Auditors, and/or Telecommunication Department.

If an employee who has an GHSU cell phone leaves a department (transfer or
termination), that department must reclaim the device for reissue or turn-in as
surplus property. Once the equipment is reclaimed, the department must
notify Purchasing of the change, and notify Purchasing of the status of
the WCD/Cellular equipment.

The department is responsible for turning in all surplus wireless communication
devices to Asset Management.

3.2 Purchasing The Purchasing Department must sign all contracts or service agreements that
are in the name of GHSU.  Contracts or service agreements cannot be
signed by the end-user.  GHSU payment is not authorized for personal
accounts and those accounts bearing family plans for end-users.  The
Purchasing Department will process requests for WCD/cellular phones
(equipment and activation fees) and service upon receipt of an approved
purchase requisition and a Wireless Device Approval Form. Purchasing will
procure these items via standing agreements available to the University.  In
special circumstances, Purchasing may utilize other agreements obtained from
any carrier who best meets the needs of the University upon agreement by the
unit requesting the purchase.The Purchasing Department must keep record
of all wireless contracts and equipment and keep record of all wireless
approval forms.  

The Purchasing Department may request random audits to ensure that all
procedures are being followed by end-users and departments.

3.3 Employees Employees should take the appropriate safety precautions when choosing to
use a WCD/cellular device including the use of a “hands free” device when
talking on a cellular telephone while operating a motor vehicle.Cellular
telephone conversations are not secure; therefore employees must not discuss
protected health information (PHI) or other confidential information.The user
has sole responsibility for their cellular telephones.  They are responsible
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« Ethics Policy Lock Control Policy »

for all incoming and outgoing calls and shall only be used by GHSU
employees.  Employees should report all personal calls made on a GHSU
owned cellular device to their respective department and reimburse
GHSU for all personal calls made on the account.  GHSU owned devices
and services (including voice and data) are to be used for GHSU related
business only. In the event a telephone is lost or stolen, it must be reported
immediately to the service provider, GHSU public safety, Information
Technology Support Services and your department manager.  Failure to do so
could make the employee personally liable for payment of all calls made
against the lost or stolen cellular telephone.  Employees may also be held
personally responsible for any charges to replace cellular telephones that are
lost or stolen.  If the phone is damaged, it should be reported to your
department manager.

There are personal digital assistants (PDA) that also function as wireless
communication devices (WCD).  GHSU might purchase the unit as a PDA and
the user may then purchase the wireless communication service from personal
funds.  In this way, the user has a single multi-user device (PDA plus WCD)
that allows the user to have personal wireless access and portable work related
data in one unit.

Forms

Wireless Approval Form (Approval can only be given at the director or above level):

http://www.georgiahealth.edu/supply/purchasing/WirelessApproval.pdf

Appendices

N/A

This entry was posted in Administrative, Materials Management and tagged cellular, phones, wireless. Bookmark the permalink. Both comments and
trackbacks are currently closed.
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