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Unauthorized or improper use of state telephones, or PDAs will be considered a 
misuse of state equipment and will be subject to the appropriate disciplinary action 
pursuant to AWI Personnel policies. 
 

B. State-Owned Cellular Telephones/PDAs 
 
Cellular telephones/PDAs should only be used for conducting official state business 
when a conventional state telephone or other free-use telephone is not readily 
available.  If personal calls are on the cellular telephone billing, the associate must 
reimburse the State for these calls and pay a processing fee. 

 
C. Personal Cellular Telephones/PDAs 

 
Use of personal cellular telephones/PDAs to conduct Agency business is 
discouraged.  Reimbursement to associates for occasional use of personal cellular 
telephones to conduct official state business will be made only when substantiated 
by documentation showing that the call was necessarily made for the official 
business of the Agency. 

 
IV. PROCEDURES 
 

A. Acquisition of Conventional Telephones 
 
Conventional telephones are considered computer hardware and software.  As 
provided in AWI Purchasing Policy 4.02, all requests for any computer related 
hardware, software or services must be submitted with an Information Resource 
Acquisition Request (IRA) Form (Attachment V), and applicable procurement 
procedures must be followed. 

 
B. Acquisition of Cellular Telephones or PDAs 

 
Associates should, in conjunction with their immediate supervisor and process 
manager, determine the need for a cellular telephone or PDA.  Upon determination, 
the associate should complete the Business Need for Cellular Telephone/PDA, 
(GSP-100, Attachment I) and submit it to the AWI General Services Office for 
processing.  Cellular telephones and PDAs will be purchased via the associate’s 
state purchasing card, where feasible, and the monthly billing will be billed in the 
same manner. 
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C. Use of Cellular Telephones and PDAs – State-Owned 

 
Cellular telephone airtime will be set up with “detailed billing” in order for the 
associate to verify the calls as state business.  Cellular telephone statements will be 
reviewed on a monthly basis by the appropriate associate as well as the associate’s 
supervisor and a PDA/Cellular Phone Certification Form (GSP-102, Attachment II) 
shall be completed.  In the event that personal calls are made or received, the 
associate should provide a personal check, cashier check, or money order made 
payable to the Agency for Workforce Innovation for the personal portion of the 
invoice.  The check should also include a $3.00 processing charge. 

 
One of the following three (3) options should be utilized in determining the 
personal usage of state-owned cellular telephones and PDAs. 
 
1. If the plan has a high number of free minutes per month or unlimited minutes 

before a per minute charge is assessed.  In the instances where the free minutes 
are not exceeded in a particular month, the associate would pay the per minute 
rate that would have been applied if the free minutes were exceeded. 

 
2. If the plan does not specify a per minute charge, the associate would be required 

to pay a prorated charge by dividing the number of minutes by the monthly rate 
to determine the per minute charge.  For example, if a cell phone plan has a 
monthly rate of thirty dollars ($30) per month and the number of minutes used 
that month is 200 minutes, the associate would pay 15 cents (30/200) for every 
minute of personal usage on the state-owned cell phone, plus a $3.00 processing 
charge. 

 
3. If the plan has a set per minute rate, the associate will reimburse the agency at 

that rate, plus include the $3.00 processing charge. 
 
The associate’s personal check, cashier check, or money order, a copy of the 
PDA/Cellular Phone Certification Form (GSP-102, Attachment II) and a copy of 
the monthly invoice shall be forwarded to the Office of Finance and Accounting for 
deposit into the appropriate state account. 

 
D. Use of Cellular Telephones and PDAs – Personal 

 
As stated above, reimbursement to associates for occasional use of personal cellular 
telephones and PDAs to conduct official State business will be made only when 
substantiated by documentation showing that the call was necessarily made for the 
office State business of the Agency.  If the business call made on the associate’s 
personal cellular telephone or PDA does not result in additional charges to the 
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associate, reimbursement for the business call is disallowed.  However, if the State 
business call results in additional charges, the associate may be reimbursed up to 
the per-minute rate charged, plus applicable taxes, for the excess minutes incurred 
as a result of usage for official State business.  Associates will be required to 
provide a statement certifying that the calls were necessary and were for official 
State business.  No payment will be made for any portion of the associate’s personal 
monthly charges, taxes on the basic monthly fee, or charges related to obtaining 
documentation listing individual telephone calls. 

 
Reimbursement procedures require associates to: 
 
1. Complete a Reimbursement Voucher for Expenses Other Than Travel (LES 

FORM BFM C-676B, Attachment IV) 
 
2. Attach a copy of their personal cellular telephone/PDA bill with the business-

related charges appropriately highlighted 
 
3. Have the appropriate supervisor approve the request and then forward the 

Reimbursement Voucher for Expense Other Than Travel form with attachments 
to the Office of Finance and Accounting for processing. 

 
If it is necessary for an associate to consistently use his or her personal telephone, 
cellular telephone or PDA to conduct the duties and responsibilities of a State 
agency, then the Agency will consider providing use of a State cellular telephone or 
PDA. 

 
E. Penalties for Misuse 
 

Imprudent use of conventional telephones, cellular telephones, PDAs, or other 
equipment and/or not reimbursing the Agency for personal calls shall be cause for 
removing the cellular telephones or PDAs from the individual and/or cause for 
disciplinary action in accordance with the Agency’s disciplinary policy. 

 
F. Changes in Usage of Equipment 
 

Any changes in the usage of cellular telephones or PDAs are required to be 
processed through the AWI General Services Office by using the Business Need for 
Cellular Telephone/PDA, Form No. GSP-100, and checking the box for change 
request.  The most common examples for changes are equipment upgrades, rate 
plan changes, disconnection of services, and lost or stolen equipment.  
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G. Lost or Stolen Equipment 

 
Use the following steps if equipment is lost or stolen: 
 
1. Associate immediately notifies supervisor and the AWI General Services 

Office. 
 
2. AWI General Services Office will contact the vendor to request suspension or 

termination of service. 
 
3. Associate should complete Report of Lost or Stolen Wireless Device Form 

(GSP 103, Attachment III). 
 
The associate’s supervisor and AWI General Services Office will determine if a 
report should be filed with law enforcement for lost or stolen equipment. 

 
 

V. FORMS 
 

I. Business Need for Cellular Telephone/PDA, GSP-100 
II. PDA/Cellular Phone Certification Form, GSP-102 
III. Report of Lost or Stolen Equipment, GSP-103 
IV. Reimbursement Voucher for Expenses Other Than Travel, BFM C-676B 
V. Information Resource Acquisition Request Form 

 
VI. ATTACHMENTS 
 

Forms as listed above. 
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