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I.
Approvals

All ROP cellular phone purchases, where ROP is the official billing entity, must be approved by the Superintendent or his/her designee.  The recommendation for cellular phone use must have the appropriate supervisor's approval.


II.
Usage

A.
Cellular phones acquired through ROP are for official use.  Personal use (both incoming and outgoing calls) of all ROP phones, including cellular phones, is limited to infrequent, incidental and emergency use.  Personal use charges must be identified by the employee on the monthly billing document.  When a cellular phone call to a personal phone number is justifiable as work related or necessary because of unusual circumstances caused as a result of work, the employee is not required to reimburse the cost of those calls to the ROP.  ROP employees are expected to track personal incoming calls.  Justification must be documented by the cellular phone user on the monthly phone bill for each call to a personal phone number that is not being reimbursed.  Cellular phone charges for personal calls are due and must be reimbursed when the cellular phone user accumulates $5 or more, or at least quarterly.



When a cellular phone is shared by more than one employee, each employee must check out the cellular phone from maintenance and operations and is required to reimburse incoming and outgoing personal calls as described in Section IV.


B.
If the cellular phone contract provides free or included minutes, and there is a mix of ROP and non-ROP business, the ROP has absolute right to the number of minutes in the cellular contract.



If the base contract is exceeded in any month due to any personal use, that use must be accounted for as indicated in II.A above.

III.
Employee Responsibility for Care of Cellular Phone

Employees assigned cellular phones, either on a temporary (shared) basis or full time, are responsible for appropriate use and safekeeping.  When a phone is assigned to an employee, he/she will be allowed to retain that phone in their possession during non-work hours.  In the event of loss or damage, if the employee can show that reasonable care was exercised, he/she will not be held personally responsible.  Since the value of a cellular phone is under the insurance deductible limit, the ROP must bear the replacement cost.
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IV.
Accountability

Cellular phone billings will be distributed monthly to each cellular phone user within three days of receipt by the Accounts Payable Department.  If the free or included minutes are exceeded, each user shall highlight their personal phone calls and document on the monthly billing justification for each personal call the employee does not reimburse to the ROP.  The cellular phone user must sign each monthly billing and when reimbursable personal phone calls accumulate or exceed $5, or at least quarterly, the employee returns the billing(s) to the Accounts Payable Department with their reimbursement for personal calls.  

