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The purpose of this policy is to define the system for the processing of employee reimbursements for personal calls made on Department owned cellular telephones (cell phone).

The goal of this policy is to ensure that each cell phone user reimburses the Commonwealth for all personal calls made/received on Department owned cell phones.

Policy

All employees assigned a cell phone shall reimburse the Commonwealth for all personal calls made and/or received on the cell phone(s).

Area Director/designee shall be responsible for the monitoring of all cell phones installed in state vehicles that are assigned to their area for personal calls made and received.  

Procedures

A.      Invoice Receipt:

1. The responsible fiscal person shall prepare a Payment Voucher (PV) and send it to the Area for approval upon receipt of the invoice (bill).

2. A copy of the bill shall be sent to the cell phone user along with the DYS Cell Phone Reimbursement Form (reimbursement form).

3. The responsible fiscal person shall hold on to the original bill until the approved PV is returned for processing.

4. When the approved PV is returned, the responsible fiscal person shall attach the original bill to the PV and process for payment.

B.     Review Process:
5. The cell phone user (Area Director/Designee for cell phones installed in state vehicles) shall review the bill to make sure the charges for calls are correct. (within 15 days)             

6.  The cell phone user shall identify any personal calls made and/or received.

7. The cell phone user shall fill out the reimbursement form even if no reimbursement is due.              
            

8. The cell phone user shall return the copy of the bill along with the signed reimbursement form to the responsible fiscal person at his/her area.

9. When reimbursement is applicable, the user shall return the bill copy with each personal call identified. A personal check shall be attached to the signed reimbursement form. 

10. The copy of the bill, the signed reimbursement form and the check shall be sent to the Central Office Fiscal Unit, for processing.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· All personal calls are identified and paid for.

· A personal check accompanies the invoicing when employees are paying for personal calls.

· Documentation of personal use and cell phone reimbursements are maintained for audit trail purposes by the DYS Cell Phone Reimbursement Form.

· Payment is received for all personal calls.

