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Cells phones have become an important tool for conducting business with
employees and stakeholders. Currently the Authority does not provide cell
phones. Options have been evaluated and the least costly and most
streamlined approach would be to establish a monthly cell phone allowance.
The Authority Board considered this recommendation, asked for clarification
from legal counsel on the matter of public records and requested the APC to
consider this item at their next meeting.

Staff recommends that the Authority revise the Salary and Benefits
Resolution 07-03-A, Revision 1, allowing the Executive Director discretion
to authorize a cell phone allowance to conduct Authority business.

Attached for information purposes is a draft Office Procedure No. 9 that
more fully defines the eligibility terms and conditions related to the proposed
policy. The Executive Director will authorize this procedure upon the
Board's approval of the proposed amendment to the Salary and Benefit
Resolution providing for the cell phone allowance.

The proposed policy has three categories addressing cell phones:

A. Reimbursement Only — An employee who rarely needs access to a
cell telephone may receive a reimbursement of 0.45 cents per
minute up to a maximum of $15.00 per month for business calls.

B. Cell Phone Allowance — An employee who regularly needs access
to a cell phone to conduct Authority business may be authorized to
receive a monthly allowance of $30.00.

C. Personal Digital Assistance (PDA) Allowance — An employee who
regularly needs access to mobile technology, including cell phone,
e-mail, contacts, electronic calendars, internet, etc. may be
authorized to receive a monthly allowance of $65.00.

The total cost of the proposed allowances is estimated to be $500 a month
for seven to eight staff members.

1. Provide approved employees with a cell phone allowance (staff
recommendation).

2. The Authority purchases cell phones. This option would be more costly
and require new procedures to audit cell phone statements and collect
reimbursement of any personal usage.

3. Do not use cell phones to conduct Authority business.

A. Draft Office Procedure No. 9 — Cellular Telephones and Mobile Devices
B. Resolution No. 07-03-A, Revision 2

APC recommended approval and the inclusion of a provision to require an
annual verification that the recipient of a stipend has a cell phone. The
office procedure has been revised to inciude this new provision.
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Background

Staff has developed a proposed policy that would recognize the need for cell phones and personal digital
assistants (PDAs) to conduct Authority business. Mobile access for employees can be a critical
productivity tool for the workplace. Staff suggests that the most cost effective approach would be a
private ownership model. The other option would be for the employer to purchase cell phones, voice and
data plans. The private model would provide a flat amount each month as a cell phone allowance.

As a condition to receive a cell phone allowance the employee is expected to obtain a cell phone and
enroll in a voice or data plan of their own choosing and expense. By receiving the allowance the
employee acknowledges that their cell phone or PDA is regularly available for business purposes.
Employees also must acknowledge that there is the potential that Authority emails received or sent on a
PDA may be subject to the Public Records Act (PRA). According to legal counsel, the PRA would not
extend to any personal emails or other information stored on the employee’s phone or PDA.

According to the IRS, a cell phone is a device that lends itself to personal use. Agencies that purchase
and issue cell phones can encounter compliance issues by not conducting regular audits of cell phone
statements to ensure that the use was exclusively for business purposes. If compliance cannot be
demonstrated, the entire cost of the phone and services plan becomes a taxable fringe benefit. The IRS
regulation also calls for a procedure to reimburse the employer for the cost of personal calls, Quantifying
the cost, however, is no longer a clear cut matter as most plans now provide for unlimited or “free”
minutes. The auditing of statements and collecting reimbursements would be added administrative costs.

The amount of the proposed monthly cell phone allowance, $30 for cell phone or $65 for PDAs, was
determined based on a review of other public agencies. The amount is not intended to cover the entire
cost of purchasing or maintaining a cell phone or PDA service recognizing that it will be available for
both business and personal use. Most employees that would receive the proposed cell phone allowance
already have a cell phone and would rather not carry and maintain a second phone when only one is
needed. Private cell phone records are generally not subject to PRA disclosure.

Conditions related to cell phone usage and continued eligibility to receive a telecommunication stipend
has been addressed in the attached proposed Office Procedure. The procedure calls for an employee to
provide his/her cell phone number for business use, and the equipment and voice plan in working order.
Personal use of cellular devices during working hours would be kept to a minimum as is the case with the
Authority’s policy on landline telephones.
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Attachment A
Office Procedure #9

Cellular Telephones and Mobile Cellular Devices

L Statement of Policy

The Authority is committed to providing employees with the business tools necessary
and acknowledges that the acquisition of telecommunication technology can and does
significantly enhance service delivery.

11, Purpose

This procedure intends to provide uniform and consistent standards for the
authorization, deployment and use of cellular telephones, multifunctional cellular
devices and other electronic communication devices.

II1. General Provisions

A. Employees approved to receive a telecommunication stipend are required to
complete the attached Telecommunication Stipend Acknowledgement and
Authorization Form (Attachment A).

B. Employees approved to receive a telecommunication stipend shall be
responsible for purchasing his’her own cellular telephone or
multifunctional cellular device and enrolling in a monthly access plan.

C. A *“mobile or multifunctional cellular device” to be used with Authority e-
mail and calendar applications must be approved in advance by the Chief
Financial Officer to ensure compatibility with the Authority’s exchange
server mobile technology features.

D. A telecommunication stipend is reportable income to the Internal Revenue
Service, and as such will be included on the W-2 statement of each
employee receiving a stipend.

E. For safety reasons, unless employees are equipped with hands-free
telecommunication devices, use of cellular telephones or multifunctional
cellular devices while operating a motor vehicle is prohibited.

F. Personal use of said equipment during working hours is considered
personal time and not Authority-paid productive time. Use of said
equipment for personal calls, text messages, e-mails and pages during
working hours shall be kept to a minimum, shall not interfere with business
activities, and shall not involve inappropriate or illegal behavior.
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