Personal Technology and Telecommunications Guidelines for Organizational Units

Purpose:  To provide a template for the organizational unit to document its guidelines for providing wireless telecommunications equipment/service. These guidelines ensure that wireless tele-communications are commensurate with the individual’s job duties, job schedule, job location, and business travel requirements, and that these factors are evaluated consistently throughout the organizational unit. In addition, they provide reasonable assurance that the wireless telecommunications provided are the minimum required to accomplish official university business. These guidelines must be documented to ensure such usage and expenditures are based upon consistently-applied, cost-effective practices. (See: PPS, Personal Technology and Telecommunications.)
Organizational Unit Name:  ________________________________________________________


	Position

Individual performs the job of…

 (identify class of position within organizational unit)
	Business Rule
Position-associated job requirements justifying wireless telecommunications…

 (see Job Duties, above)
	Equipment 

Organizational unit may provide this type of equipment…

 (see Equipment, above)
	Service Plan - Type

Organizational unit may provide this type of plan…

 (see Service Plans, above)
	Service Plan - Quantity

Size of service plan may be…

 (see Service Plans, above)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Equipment:


No-Cost Cellular Phone


Other Cellular Phone


Satellite Phone


Wireless PDA/handheld


Any other device that can be used as a wireless telecommunication





Business Rule (Job Duties / Requirements):


Expected to be away from the office (offsite) - including commuting between work locations or attending meetings outside of the office -  on official university business for ______% of their ordinary business year


Expected to be on-call essentially 24 hours a day and 7 days a week (i.e., essential personnel)


Expected to conduct work at a variety of locations such as other work locations or while in travel status


Expected to conduct work at her or his personal location


Expected to conduct work during non-traditional business hours (e.g., other than 8:00 a.m. through 6:00 p.m.)


Responsible for a program that allows temporary assignment of personal technology and telecommunications equipment to others


Other (if used, requires detailed explanation, to be documented below)








Service Plans (Type and Quantity):


Voice Minutes Only (Org defines the following ranges for itself)


	Minimum	  _______________


	Average	  _______________


	Significant  _______________


Voice Minutes Plus - Includes email, instant messaging, internet browser, data transfer, text messaging (Org defines the following ranges for itself)


	Minimum	  _______________


	Average	  _______________


	Significant  _______________


Other (if used, requires detailed explanation, to be documented below)


Personal Reimbursement


According to limits defined in PSC Procedural Statement, Personal Technology and Telecommunications
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