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P6Hx23-5.920
PROCEDURE: MOBILE COMMUNICATION DEVICES

I.  
General

An allowance for a mobile communications device may be provided to employees, as designated by a member of the President’s Cabinet, whose positions are related to the security, maintenance and efficient operation of the College, or who otherwise, have positions requiring mobile communications capabilities, including but not necessarily limited to members of the Cabinet.  A designated employee who elects to use his/her personal mobile communications device may be reimbursed only for College-related communications charges.   This reimbursement will not exceed the cost of a College provided device or service.  Hereafter, all such employees are referred to as “designated employees.”  Additionally, the College may provide reimbursement to designated employees for use of personal mobile communications devices in accordance with the provisions of Article IV of this Procedure.
II. 
Definitions

A.
Mobile communications devices are defined as cellular telephones and wireless converged communications devices such as Blackberry and Blackberry-type devices and pagers or beepers.  Radio-only devices, providing “push-to-talk” capabilities but excluding cellular calling and long-distance services, will continue to be provided by the College for selected employee positions that meet stipulations defined in this Procedure.  

B.
Positions related to the security, maintenance and efficient operation of the College, or other positions requiring mobile communications capabilities are defined as those positions that must provide immediate response/problem resolution to multiple sites; those that must provide emergency, rapid technical support to faculty, other staff, and/or students; and those that must provide real-time, live phone-based communication/coordination to resolve/troubleshoot technical infrastructure problems.  It is recognized that certain authorized users of mobile communications devices may be on-call 24 hours per day seven days per week due to the requirements of their position.
III.  
Specific – Allowance for Mobile Communications Devices

A.
It is the responsibility of each Budget Supervisor to determine and provide a list to his/her Cabinet Member of which employees under his/her supervision, if any, should be a designated employee to receive an allowance for a mobile communications device. The list must also contain the departmental cost center to be charged and the type of device to be used.  It is the responsibility of each Cabinet Member to review said lists and to submit his/her final list to the President or the President’s designee for final approval.

B.
Designated employees who have been approved for an allowance for a mobile communications device by the President or the President’s designee shall be provided $55 per month for a cell phone or $110 per month for a Blackberry or other wireless converged communications device to offset their individual cost of usage when required in the conduct of College business.  In addition, certain designated employees who, by virtue of their position, require exceptional usage of a mobile communication device, may receive up to $150 per month to offset their individual cost for use of a mobile communications device. 

C.
Designated employees may also receive reimbursements in accordance with the provisions of Article IV for College related communications expenses incurred on his/her personal communication device for such expenses which exceed such employee’s designated allowance as provided herein. 

1.
In order to receive such reimbursement, in addition to the requirements of Article IV, the employee must identify in the invoice from the service provider required to be submitted under Article IV all calls made which were College related and include a statement of the business purpose of each individual call. Additionally, the employee must state on the Check Request required to be submitted under Article IV: 

a. 
the total of all costs incurred on their personal communication device related to College business and compensable in accordance with this Procedure; 

b. 
the allowance the employee is already receiving pursuant to Article III relative to the month in which such employee is seeking reimbursement; 

c. 
the amount of excess costs above the employee’s designated allowance that the employee is seeking reimbursement for; and  

d. 
a statement that the employee is only seeking reimbursement for expenses incurred on his/her personal communication device over and above the allowance received in such month. 

2.
A designated employee may only receive reimbursement for allowable costs over and above their designated allowance for the month in which such costs related to the reimbursement were incurred. In no event shall the employee obtain both reimbursement and an allowance for the same expenses.

D.  College employees who receive an allowance for a mobile communications device will be responsible for activation fees; equipment expenses; airtime plan costs, including excess airtime and incidental charges relating to their personal communications plan.  The College will only be responsible for the approved allowance as set forth herein.
E.  
Once approved, the allowance is paid automatically, and the employee will receive the allowance on each bi-weekly paycheck as taxable income. This allowance does not constitute an increase in base pay, and will not be included in the calculation of percentage increases to base pay due to annual pay increases, job upgrades, etc.  
F.  The supervising administrator is responsible for an annual review to determine if existing allowances should be continued as-is, changed, or discontinued, and to determine if any new allowances should be established.
IV.
Specific – Reimbursement for College use of Personal Mobile Communications Devices

A.
A designated employee of the College who elects to use his/her personal mobile communications device may be reimbursed for only College-related communications charges as follows:
B. 
In order to receive reimbursement for the College-related use of a personal communications device, a Check Request, completed by the individual requesting reimbursement and signed by the individual’s supervisor, must be submitted to Purchasing with appropriate cost-center information, together with a copy of the original invoice from the service provider that includes the date and time of each call attached thereto, clearly marked to show which transactions were College-related and including a statement of the business purpose for each call. The individual to be reimbursed must clearly state on the Check Request the following: This reimbursement request does not include any non-College related calls or costs.

C. 
Reimbursement will be made on the same basis as the charge for the service plan of the provider is made, i.e., if the charge is by the transaction, the amount of identified College-related transactions will be reimbursed, or, if the charge is for a total amount for the plan in use, reimbursement will be on a pro-rata basis.

Specific Authority:  1001.64(2) & (4), F.S.

Law Implemented:  1001.64 (4)(b) & (18), 1001.65(3) & (6), F.S.
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