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Objective and Responsibilities
Columbia Basin College (CBC) wishes to provide the most consistent, convenient and cost effective
cellular telephone services possible to its employees. The objectives of this policy are to:
1.1
1.2
1.3
1.4

2.0

Provide guidelines to employees who have a College-owned cellular telephone to conduct College
business;
Apply standards to the cellular telephones and service agreements used by College employees;
Provide an internal system for gaining access to repair services, acquiring necessary training and
support and communicating available programs to the community; and
Establish a system for monitoring future developments in cellular services and selecting those that
meet the needs of the College.

Eligibility and Approval for Assignment of Cellular Telephones
Cellular telephones and services may be provided to certain CBC employees to conduct activities incident
to their College employment that either cannot be conducted on a land-line telephone or for which it would
be inefficient to use a land-line telephone. Requests for cellular telephones must be approved by the
employee’s dean, director, or supervisor (who will determine need), and CBC’s Purchasing Director (who
will provide advice on the most appropriate cellular telephone and plans).

3.0

Use
CBC provides cellular telephones to employees for the purpose of conducting College business. Pursuant
to WAC 292-110-010, the proper stewardship of state resources, including College-owned cellular
telephones, is a responsibility that all state officers and employees share. Accordingly, CBC employees
may not use College-owned cellular telephones and/or equipment for personal benefit or gain, or for the
benefit or gain of other individuals or outside organizations.

4.0

Reimbursement for Personal Calls
4.1

The use of College-owned cellular telephones to make or receive personal telephone calls is
strongly discouraged, although it is understood that usage for personal reasons may be necessary
in emergency situations. If an employee makes an emergency personal telephone call on a
College-owned cellular telephone, the following method is used to calculate reimbursement:
Cost of Telephone Call (taken from cellular telephone statement)
4.1.1
Add appropriate federal and state taxes
Add 10% usage charge on the total
i.e., call lasting five (5) minutes:

4.2

5 x .20 = 1.00
.10 tax
1.10
.11 10% usage charges
$1.21

If the service plan does not specify the per minute usage in the cellular telephone statement, calls
for personal use will be calculated against the total bill, with appropriate federal and state taxes, as
well as the 10% usage charge.

4.3

5.0

6.0

7.0

Any charges incurred for personal use must be reimbursed by the employee to the Cashier’s office
on a timely basis (i.e., within twenty (20) days after receiving the statement). Receipts for the
reimbursed calls must be submitted to the employee’s dean, director, or supervisor. The receipt
must show the calculation of how the reimbursement was determined. In the event extreme usage
by the employee for personal telephone calls results in overage to the usage limit established under
the service agreement, the employee will be responsible for any additional charges. Additionally,
long distance roaming or other charges realized by the employee for personal calls will be the
responsibility of the employee.

Usage Monitoring
5.1

Cellular telephone invoices will be monitored regularly. A College-owned cellular telephone may
be removed from the employee’s possession at any time. Abuse of College-owned cellular
telephone privileges, upon the discretion of the dean, director or supervisor, may result in the loss
of College-owned cellular telephone privileges.

5.2

Cellular transmissions are not secure; therefore, CBC employees are cautioned to use discretion in
relaying confidential information. Additionally, as a representative of CBC, cellular telephone
users are reminded that the regular business etiquette employed when speaking from office
telephones or in meetings applies to conversations conducted over a cellular telephone.

5.3

CBC requires the safe use of its cellular telephones by employees while conducting business.
Cellular telephones should not be used while driving because of safety concerns. Employees
should pull to the side of the road or stop before receiving a telephone call. If an employee is
unable to pull over or stop before receiving a cellular telephone call, they should use an
earphone/microphone for increased safety. CBC does not permit employees to drive while using a
CBC hand-held cellular telephone.

Program Management
6.1

The relationship with cellular providers shall be managed through CBC’s Purchasing Office.
CBC’s Purchasing Office staff will place all orders for cellular telephones and services with the
contracted vendor and take delivery of cellular telephones. No department is authorized to acquire
College-owned cellular telephones and plans independently without written approval of the CBC’s
Purchasing Office.

6.2

CBC’s Purchasing Office staff will contact employees ordering cellular telephones upon arrival
and unless otherwise arranged, provide necessary orientation and training. When receiving the
College-owned cellular telephone, the employee and the approving party (dean, director, or
supervisor) is required to sign an “Acknowledgement of Receipt and Responsibility for CBC
Cellular Telephone” form. CBC’s Purchasing Office staff will monitor plans and overall usage
and suggest changes in service agreements to provide the most convenient and economical plan to
the employee.

Plans, Handsets, Features and Accessories
The College will contract for a set of usage plans, handsets, features and telephone accessories that will
serve the needs of most employees. An employee wishing to have features other than those offered in the
available programs must have approval of his or her dean, director, or supervisor and CBC’s Purchasing
Office.

8.0

Damage, Loss or Theft
Handsets or other cellular telephone equipment that is damaged in the course of business should be brought
to the Purchasing Office, who will then contact the vendor for replacement or repair. Lost or stolen cellular
telephones should be immediately reported to the employee’s dean, director or supervisor and to CBC's
Purchasing Office so that the service can be cancelled. All costs incurred for replacement or repair will be
the responsibility of the employee’s department.

