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Cell Phone Reimbursement Policy

Effective February 1, 2008
This policy is effective as of February 1, 2008 and supersedes any previous policies and guidelines regarding cell phones.

Overview of Tax Issues and Rationale for Policy
The use of cell phones has increased significantly in recent years, both at GC and at other institutions.  In recent years and investigations, the Internal Revenue Service (IRS) has closely scrutinized the treatment of personal use of employer-provided (or employer reimbursed) equipment and service, such as cell phones and automobiles.  

The IRS requires that a log be kept by the cell phone holder, which records every call and its business purpose that is made or received on an employer-provided cell phone.  Maintaining a log is very time consuming and the cost likely outweighs the benefit.  Consequently, after discussion about how to address these tax issues and following rapidly developing and common best practices in this area, Goshen College will no longer: 1) purchase cell phones, 2) pay vendors directly for monthly service, or 3) reimburse employees for monthly service or for purchase of related equipment.  Rather, for a limited number of approved and authorized individuals, Goshen College will provide a taxable monthly allowance for cell phone usage for business purposes.  An employee will be the direct holder of a contract with the cell phone company.  
Although the allowance is taxable, it is believed that the benefits to the employee outweigh the costs.  The benefits include: 1) a log is not required, 2) no monthly reporting is required, and 3) phones may be used for personal calls and be combined or enhanced with other personal plans.  

Policy

Goshen College recognizes the need for certain college personnel to own and use cell phones to complete and enhance their job performance.  This policy establishes the procedures for cell phone authorization, reimbursement and use.  Once approved for cell phone reimbursement, a full-time employee (.75 FTE or greater) will receive a $40.00 monthly allowance added to payroll as a taxable benefit.  Part-time employees (.74 FTE or less) will receive $20.00 monthly as a taxable benefit.  

For an employee to be eligible for the monthly allowance, at least one of the following must be true:

· This employee is a key staff member needed in the event of an emergency (President’s Council, Crisis Management Team members, etc.)

· This employee is frequently away from access to traditional land-based phone services.

· This employee is involved in frequent off hours/on-call activity. 

· The nature of this employee’s work is critical to the operation of the college and immediate response is required.

· This employee’s assigned work requires substantial travel.

· The anticipated level of business use is significant.  

· The related cost is justified when compared with alternative communication choices.

Administration of Allowance

If a supervisor deems it appropriate for an employee to receive a cell phone allowance, the employee needs to complete an authorization request form (attached).  Please note that allowances must be covered by a department’s budget.  
The carrier of choice for Goshen College is Verizon, due to the superior coverage that Verizon offers in this region, and so that all employee to employee calls are “in plan” at no additional charge.
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And Authorization Request

Goshen College recognizes the need for certain college personnel to own and use cell phones to complete and enhance their job performance.  This policy establishes the procedures for cell phone authorization, reimbursement and use.  Once approved for cell phone reimbursement, a full-time employee (.75 FTE or greater) will receive a $40.00 monthly allowance added to payroll as a taxable benefit.  Part-time employees (.74 FTE or less) will receive $20.00 monthly as a taxable benefit.

The application form below must be completed and signed by you, then submitted to your immediate supervisor/area director.  Your supervisor will submit the application to a President’s Council member for approval.  An application from a President’s Council member must be approved by the President.  Please allow adequate time for completion of this process.  

A cell phone is justified for these reasons (mark all that apply)

(How the cell phone will support the College’s business and improve the employee’s ability to do his/her job)

( This employee is a key staff member needed in the event of an emergency (President’s Council, etc.)

( This employee is frequently away from access to traditional land-based phone services.

( This employee is involved in frequent off hours/on-call activity. 

( The nature of this employee’s work is critical to the operation of the college and immediate response is required.

( This employee’s assigned work requires substantial travel.

( The anticipated level of business use is significant.  

( The related cost is justified when compared with alternative communication choices.

( Other:  _____________________________________________________________

	Print Name: 


	Do you currently own a cell phone?

	Department:


	Cell phone number:  (    )     

	Date: 

 
	Provider of cell phone:  


I have read the above information regarding the Goshen College cell phone policy and had the opportunity to discuss any usage questions with my supervisor.  I understand that my cell phone number may be published and that the main intent of a cell phone is for business.  I also understand that I am financially responsible for any and all charges for this cell phone plan.  

_________________________________________ 
_____________________

Employee signature




Date

Approval signatures

______________________________


_______________________________

Departmental VP




Vice President for Finance
Frequently Asked Questions – Goshen College Cell Phone Policy

1.  Does everyone get an allowance for a personally owned cell phone?
No.  You will only receive a cell phone allowance if you meet the criteria established in the policy and have the approval of your supervisor and a vice president.  Criteria include:  a key staff member needed in the event of an emergency, frequent off hours/on-call activity, or substantial business travel.  See the policy for more specific information.  
2.  Why does Goshen College want me to own my cellular phone?

The IRS requires that the business and personal use of college-owned or reimbursed cell phones must be documented in a very detailed manner.  Currently no employees are documenting and substantiating to the detail required by IRS rules.  The IRS can declare that all undocumented use is personal and should be taxed as wages, even if the calls are mostly business calls.  Receiving a taxable allowance for an individually owned cell phone removes this detailed documentation requirement.  

3.  I have been reimbursed by GC for my cell phone expenses for a long time with no problems.  Why the change?
The Internal Revenue Service considers cell phone use a taxable fringe benefit if the business and personal use cannot be substantiated.  Only recently has this emerged as a problem in IRS and other audits.  

4. This seems ridiculous.  Why are you putting us through this?

While this may seem silly to us, the IRS takes it seriously.  The IRS has already made cellular telephone use an audit issue for businesses and government institutions, including higher education.  

5.  How was the reimbursement amount determined?
A basic individual voice plan with Verizon Wireless currently (as of Nov. 2007) costs $39.99.  The cell phone reimbursement amount is designed to cover this basic cell phone cost, which includes 450 minutes and free “in-plan” calls to other Verizon customers.  
6.  If I am purchasing a new cell phone plan for myself, does GC have any preference on which provider I choose?

You need to choose a provider and plan that best suits your business and personal service coverage.  However, Verizon Wireless is a leader in the cell phone industry in this area, and many GC employees already have Verizon phones. One feature of Verizon phone plans is the ability to call other Verizon customers at any time and for any length of time for free (free minutes), which, if most GC employees are using Verizon, allows for business calls to occur without “cost” to the employee.  
7.  Do I get retirement contributions or other benefits if I receive a taxable allowance for my cell phone?

No.  The allowance is not part of your salary; it is a taxable stipend not included when determining benefits.  

8.  What happens when an employee’s employment ends?

As the cell phone is the individual’s plan and not the college’s plan, all stipends for reimbursement cease immediately upon termination of employment.  The individual continues to be fully responsible for any provider-initiated cell phone plan requirements (2-yr agreements, special features, etc.)

9.  Are employees able to join together to purchase a “family share” plan?

While this is theoretically possible (if allowed by the cell phone provider), it is generally not recommended as the cell phone ‘family plan’ must be in the name of a ‘primary’ individual who has full responsibility for ALL family share plan members added to the plan, and must be the one to make any changes to the plan.  If that ‘primary’ user ceases employment at Goshen College, that individual will no longer qualify for the reimbursement stipend from Goshen College and there will no longer exist the natural connection of the family share plan participants all being employees of Goshen College.  In almost all cases it would be better for the individuals involved to have their own cell-phone plan, to which they can add their own personal family members if they wish at their own expense and responsibility.   
10.  Does this policy also include options for data reimbursement plans (broadband internet access and/or combination phone/data plans such as Blackberrys, Treos, I-phones, etc.?)  

This policy ONLY applies directly to standard cell phone usage needs, and does not apply to data or combination phone/data plans, which are beyond the scope of this policy.  At this time the college believes that there are extremely limited needs for data access plans, and that those that do exist can most effectively be met with a centralized ‘checkout’ system of a broadband access card that can be used in laptops.  Individuals that require 24-hour data access tools will be reimbursed with a taxable stipend arrangement similar to that of this cell-phone plan, but on an exception-based case-by-case situation only.   
11.  How often will the policy and evaluation of an employee’s need for a cell-phone be reviewed?

The reimbursement rate will be reviewed and re-evaluated on an annual basis by the VP for Finance office.  Supervisors will be expected to regularly and periodically (at least once annually) review the employee jobs they oversee to determine if a new cell-phone reimbursement is necessary, or alternatively, if an existing cell-phone reimbursement arrangement should be cancelled for employees they supervise.  Cell-phone stipend reimbursements are subject to immediate addition or immediate deletion, depending on the outcomes of that periodic review and determination of necessity by the supervisors.       
12.  Does the policy indeed restrict the use of cell-phones even while driving my own personal vehicle? 
The policy regarding use of cell phones in a vehicle makes two restrictions:  1) no College business calls are to be made while driving a personally owned or borrowed vehicle and, 2) no cell phone use of any kind is to occur while driving a College-owned (or rented) vehicle.  The purpose of these restrictions is to eliminate the College’s liability if an accident should occur while you are driving.  Note that in no case should College business via cell-phone ever be conducted while driving any vehicle.  
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Cell Phone Usage Agreement

While Driving College Vehicles

And While Conducting College Business

Employees, volunteers and student drivers must adhere to all federal, state or local rules and regulations regarding the use of cell phones while driving either a college-owned vehicle or non-college-owned vehicle.  Accordingly, employees must not use a cell phone if such conduct is prohibited by law, regulation or other ordinance.  

Employees, volunteers and student drivers must not use hand held cell phones for College business purposes while driving any vehicle, including college owned vehicles or their personal vehicle, or any borrowed or rented vehicle.   Should an employee need to make or receive a College business call while driving any vehicle, he or she must locate a lawfully designated area to park and make or receive the call at that time.    Also, ALL cell phone usage (personal or College business) must not occur while driving a College-owned or College-rented vehicle.   
This policy forbidding the use of cell phones while driving includes ALL uses of the cell phone, i.e. voice calling, message texting, internet surfing, etc.  ALL of these activities fall under this policy.   

I have read the above information regarding the Goshen College Cell Phone Usage Agreement While Driving College Vehicles and While Conducting College Business policy and had the opportunity to discuss any questions with my supervisor.  I understand that by signing this policy statement I am agreeing to abide by its stipulations and that if I violate the provisions of this policy I accept personal liability for any personal injuries or property damages that may result from any incident or accident that I may be determined to have caused while conducting College business on a cell phone, regardless of whether the cell phone usage is reimbursed by the college or not.  

_________________________________________ 
_____________________

Employee/Volunteer/Student signature




Date

Transition Plan – Goshen College Cell Phone Policy

1. Effective date – The effective date of the new policy will be as of February 1, 2008.  During the months of December/January, all employees currently being reimbursed for cell phone use must complete and submit the Cell Phone Authorization Request form (with supervisor signed approval).  Taxable stipend reimbursements as outlined in the policy will then be made as part of payroll in the first pay in February (February 15) and continue until the employee either no longer needs their cell phone for work related purposes or terminates employment. 

2. Users will experience major benefits by transitioning to a Verizon Cell Phone plan (if they do not already have one), thus coordinating calls that are necessary for business purposes, and minimizing the risk of going over a standard plan’s allowable minutes (Verizon-to-Verizon calls are always ‘free’).  In some cases this may mean that an individual would need to carry two phones, a Verizon phone for Goshen College work, and a second phone if the individual has a different personal cell phone plan/provider that is not Verizon.  Temporary individual exceptions may be considered (until the expiration of the user’s current agreement) if this creates an unreasonable economic burden for any employee.  However, in all cases the College will only make exceptions to the extent of reimbursement for business plans/calls, and NOT for plans that also include personal use.  
Approved by President’s Council November 27, 2007

