Foundation Policy and Practice on

Communication Equipment used for Business

Policy

It is the policy of the Foundation to pay for the authorized use of business communication devices such as cell phones, pagers and radios that are required or deemed necessary to efficiently conduct Foundation business.  Authorization for payment of such costs requires the initial approval by the immediate supervisor and expense approval by the responsible project account holder.  Such equipment is to be used only for legitimate Foundation business and immediate supervisors are responsible to insure that such equipment is necessary and used appropriately.  Employees using radios will follow proper radio procedures and FCC regulations.  Any required FCC licensing will be maintained by Foundation Administration.  Other Foundation policies on Foundation equipment, approvals for signing long-term contracts and leases will also apply where applicable.           
Reimbursement for business use of personally owned communication devices, such as cell phones, requires the approval of the employee’s immediate supervisor and expense approved by the responsible project account holder and will be based on documentation of the actual costs per call minute or incident.  Personal cell phone use for Foundation business should be limited to only necessary and immediate business needs.  Business calls on personally own equipment made within the employee’s personally chosen plan that cannot be identified or documented as an added cost to the basic plan are not reimbursable.  Business calls made on personally owned equipment that are within the employee personal plan, but can be documented on the invoice as business calls that caused an excess usage charge beyond the employee’s personal plan are reimbursable. In such cases the employee may request reimbursement for the related total minutes or incidents charged for the business calls up to maximum of the excess charge beyond the basic plan.  The Foundation will consider reimbursement for business calls on personal cell phones only for the direct call charges and will not reimburse based on percentages of business calls versus personal calls made or apportion reimbursements for related taxes, fees or other service charges.  To keep processing and administrative costs to a minimum, employees are encouraged to accumulate at least $25 in business cell phone charges before submitting request for reimbursement unless requests are combined with other reimbursements, that as a total, exceed $25.  All requests for reimbursement will be submitted promptly and will not be approved after separation from employment with the Foundation.  
This policy does not apply to grant and contract accounts unless the cell phone and its usage is specifically approved by the awarding agency in the approved budget.
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