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POLICY AND PROCEDURE

Procedure:
TELEPHONE/WIRELESS CELLULAR PHONE USE

(EMPLOYEES) 

Policy No.:
4.34
Department:

Business Affairs
Contact:

Vice President for Business Affairs
Policy  

Sound internal control procedures require that Great Basin College be responsible for reviewing its telephone/fax/cellular phone charges on a monthly basis. The Office of Business Affairs will initially review all phone charges for excessive use and/or unusual line charges. Any unusual activity will be reported to the appropriate department for additional review. Once completed, the telephone charges will be filed at the Controller’s Office for a period of three years. Charging personal toll calls to institutional funds is strictly prohibited.

Institution Owned Cell Phone Used For Personal Purposes: Employees are discouraged from making or receiving personal telephone calls or cellular phone text messages using institutional resources. NSHE does recognize that under certain circumstances, however, an employee will need to make or receive a telephone call or text message from an institutional phone (including institutional long distance charges and institutional cellular phones and/or other wireless devices) of a personal nature. When those personal telephone calls or cellular text messages incur an additional charge to the institution, it is the employees’ responsibility to reimburse the institution for that charge promptly. In addition, when personal calls or cellular text messages are made and/or received on institutional cellular phones, the employee is responsible for reimbursement of the prorated share of the charges for personal use of the cellular or wireless devices. In addition, the employee must reimburse any purchase of specialized ring tones, video games, software programs, etc. on institutional or corporate liable cellular phones to the institution.

Procedures 
	1.0  Telephone Use


1.1 All cell phones will be pre-approved by the President, Vice Presidents or Designees. 

1.2 Anyone in violation of this policy will lose his or her cell phone and disciplinary action may be taken where appropriate. 
1.3 All LAND lines and cellular phones (excluding self-supporting budgets) will be paid through the College telephone budget account. 
1.4 Any other communication devices such as iPads or pagers will be paid by the department using the device.

This policy is effective May 1, 2013.
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