
Cellular Telecommunication Resources Guidelines 

 

These guidelines establish procedures to provide a cellular device, or to provide an allowance for 

employees using their personal cellular device, in the conduct of university business. Cellular devices are 

defined as cell phones for voice calls only and integrated cell devices for voice and data (i.e. email, 

Internet, calendar, etc.) also referred to as smart phones, web enabled phones or PDA (personal digital 

assistant). Wireless communication resources refer to cellular phones, smart phones, and remote 

internet access. These guidelines do not apply to tablets or laptop computers.    

These guidelines apply to all full-time, part-time and seasonal employee positions that require a cellular 

device to effectively perform their work.  

Issuance and Usage 

University of Western States (UWS) may provide a cellular device and associated usage rate plan to 

employees whose duties regularly include communication during non-work hours or when access to 

alternate communication devices are limited, as outlined below. Cellular devices are provided for the 

expressed purpose of conducting university business. University cellular devices and all information 

contained within the device remain the property of UWS. The university reserves the right to access 

device data, confiscate or reissue the cellular device, or wipe the cellular device of all data as necessary 

through the use of the mobile device management system.  

Employees that are issued a cellular device must sign a document acknowledging and accepting the terms 

contained in the Cellular Telecommunication Resources Guidelines. Lost or damaged cellular devices are 

the responsibility of the employee. Monthly service charges will be paid by the university.  

UWS will extend an allowance to other eligible employees for required business use of personally owned 

wireless communication resources. Such allowance requires written authorization by the employee’s 

direct supervisor and approval by an executive administrator (i.e. president, vice president, associate vice 

president).  

The allowance will be paid as additional compensation, separate from an employee’s base compensation, 

to be included in the employee’s gross income and treated as wages for payroll tax purposes.  The 

allowance does not qualify as eligible compensation for retirement plan or life insurance purposes. 

 

The allowance is intended to offset the cost to eligible and authorized employees for the required 

university use of personal electronic communication resources.  It is not intended to pay the entire bill as 

employees may also use such resources for personal needs.  The allowance is not an entitlement; the 

amount may be changed or withdrawn at any time.  Since the allowance is treated as wages it is not 

necessary to maintain records regarding usage of the electronic communication resource.  However, 

documentation of the phone number and plan must be submitted prior to commencement of allowance. 

 

Budget managers must include all projected electronic communication resource costs as part of the annual 

budget process. Charges for usage that exceed the assigned rate plan will be charged to the department 

budget associated with the cell phone that is assigned to the employee. 



Damage and Loss 

Employees are responsible for the safekeeping and care of cellular devices assigned to them. For privacy 

reasons, employees should not transmit sensitive data through their cellular device. The cost of any 

equipment damaged or lost as a result of employee negligence or theft will be billed to the employee. The 

employee must notify his/her supervisor immediately in the case of the theft or loss of a university 

cellular devices.  

Eligibility 

The university is committed to employee work-life balance.  Therefore, the university requirement for 

issued cellular devices or business use of personal devices, and the eligibility for an allowance, will be 

limited to only those positions that require such.  Positions that may be authorized for a university issued 

cellular device or wireless communication allowance are determined by senior administration based on 

university business need.  Authorized positions may include those whose job duties entail the following 

university business-related responsibilities:  

1. Travel – Employee positions that require frequent travel or significant time out of their office and 

need to be in contact with staff, managers, or other university business-related associates.  

2. Work Location – Employees positions that typically require work in the field or at university-

related job sites where access to communications devices is not readily available. 

3. Emergency Response – Employee positions that require contact and/or response in the event of an 

emergency. 

4. Employee positions that include a significant expectation of timely response. 

 

Allowance Amounts 

Allowance to employees for university business-related communications using personal wireless 

communication resources will be made at a rate of $30 per month in the form of an allowance of 

additional compensation paid with monthly payroll.  Employees may choose to utilize their personal 

devices for business purposes as a convenience rather than a business need as determined by the 

university senior administration; however, no allowance will be provided and employees are obligated to 

protect all university information. 

  

Responsibility 

Senior administration is responsible for: 

 Final determination of positions authorized for a university-issued cellular device or an allowance 

 Approval of subsequent recommendations for authorization 

 

Department managers are responsible for: 

 Recommending eligible positions to be authorized for an allowance based on university business 

need. 

 Completion and submission of allowance request form. 

 Ensuring availability of budgeted funds. 

 Ensuring the discontinuation of the allowance when the eligibility criteria are no longer met, 

when the position is eliminated, or if the employee leaves the position. 

 



The employee is responsible for: 

 The selection of a wireless carrier whose service meets the requirements of the job 

responsibilities when an allowance is provided. 

 All charges for service, fees, taxes, equipment purchase, upgrade or replacement, plan changes, 

international call rates and any other contractual obligations of the telecommunications plan when 

an allowance is provided. 

 Replacement or repair due to theft, loss of, or damage to the device. 

 Ensuring the safety and security of the device and the university information stored or 

communicated with it by protecting the device with a password. Employees utilizing their 

personal wireless communication resource for university business must install a mobile device 

management software or application, approved by the university, on the device for use with all 

university-related applications. The employee must not store sensitive or confidential university 

information on the device, and must erase all university information when the device is replaced 

or is no longer used for university business. 

 Compliance with laws regarding use of telecommunication devices during travel by air, vehicle or 

other forms of transportation. 

 

Approval 

Subject to supervisor or department head recommendation, and approval from the President, Vice 

President or Associate Vice President, employees may receive an allowance to reimburse for university 

business use of personal communication resources. The President, Vice President or Associate Vice 

President will review allowance levels annually and make appropriate approvals and modifications.  

 

Exceptions 

The university, at its sole discretion, may purchase and provide telecommunication resources and service 

plans for certain employees where it would be impractical for the employees to receive an allowance, or 

due to security needs or other operational considerations.  Exceptions require the approval of the 

President.   

 

Telecommunication resources necessary for federally funded projects will be an exception to these 

allowance guidelines as only direct costs may be included. 

 

 

Please sign, date and return this document to your supervisor. 

 

I _____________________________ hereby acknowledge the guideline terms above and attain that I 

have read and agree to these terms. 

 

___________________________________________   ________________________ 

Employee Signature       Date Signed 


