[image: image1.jpg]



IOT Data Charge Reimbursement Policy for employee owned devices
Policy Number: 10-01
Issue Date:  5/3/10
Effective Date: Immediately
1. Purpose 

Establish a policy for the approval and reimbursement of employee data charges on employee owned devices in lieu of employees carrying a state owned data device.
2. Revision History
	Revision Date
	Revision Number
	Change Made 
	Reviser

	4-12-10
	01
	draft
	T. Bradshaw

	9-18-15
	02
	-Section 6 – removed device-specific language and clarified reimbursement is for only one device.
	D. Neely


3. Persons, Groups, Systems Affected

IOT employees.
4. Definitions
Personal data charge – data charges to an individual’s cell phone that are incurred by the individual, either partially or totally, to enable the IOT employee to execute their duties 

5. Policy
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IOT will reimburse employees for personal data charges on a limited basis when the following criteria are met:
1. The employee’s manager requires a mobile data device (e.g.- cell phone, smartphone, pda) to execute their role

2. The employee’s manager submits the justification to senior management and that justification is approved

3. Once approved, the executive manager notifies and copies fiscal on the approval reimbursement is appropriately managed
6. Limitations

Reimbursement for data charges are subject to the following limitations:
· A flat monthly rate of $30 for data charges on any one device.

· Reimbursement requires the use of a completed and accurate reimbursement form (form attached – instructions below).

· Employees are to submit their data reimbursement forms on a quarterly basis only.  This is not on a standard schedule so employees can turn in approved reimbursements for data charges once they accumulated 3 months of charges.  
· No data charge will be reimbursed unless it is on the approved data charge reimbursement list.
7.  Reimbursement procedure

· In the description field, indicate that the type of data service and 3 months of service being reimbursed. 

· Under Reason for Purchase, indicate that the data service has been approved for state work.

· Attach a copy of the data charge invoices for each month.

· Manager must sign and submit to fiscal for reimbursement.
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