South Georgia College Cell Phone Election Form
You have been approved by the Cabinet to have a college-provided wireless communication device for cell phone service.  You have been assigned a device because your role and job responsibilities require you to be accessible 24/7 for communications purposes.  Please select the corresponding box below that indicates your preferred option for cell phone service.  Data services are covered by the college in most situations.  Please choose only one option and sign the form acknowledging your understanding and acceptance of all policies and procedures as they pertain to wireless communications devices.  You must also complete the attached South Georgia College Cell Phone Payroll Deduction Enrollment Form if you are selecting the Personal Use Cell Service option.

            Business Use Only Cell Service Plan
Election of this option enables the college to provide designated employees with college-provided cell phone service.  The phone number and unit are for business use only purposes.  No incoming or outgoing personal calls are allowed.  Each participant will be provided with detail billing each month summarizing their usage and charges.  It is each employee’s responsibility to review this detail billing, highlight any usage that was non-business related, and make a corresponding payment to the Business Office (current rate per minute is 40 cents).  If non-business related calls continue to be made and/or accepted on the college-provided cell phone, the individual will be required to switch to the Personal Use Cell Service option.  SGC reserves the right to discontinue providing this cell phone service if these policies are not followed.   Each participant will be required to return their audited bill with a signed form each month to the Business Office for record keeping purposes.  The Business Office will perform periodic audits on Business Use Only Cell Service accounts to validate authenticity of business use.


            Personal Use Cell Service Plan
Election of this option enables the employee to utilize the unit provided by the college for both personal and business use.  By selecting to this option, the employee will have a set monthly amount for cell phone service automatically deducted via payroll deduction.  Additional charges (i.e., text messaging) and/or overages incurred above the monthly personal minute allowance (currently 350 minutes) will be paid immediately to the Business Office by the employee (current rate per minute is 40 cents).  If additional charges continue to occur, the employee will be required to adjust the payroll deduction in conjunction with any increase in plan charges.  This must be coordinated with the Business Office.  SGC reserves the right to discontinue providing this cell phone service if these policies are not followed.  Each participant will be provided with detail billing each month summarizing their usage and charges.  It is each employee’s responsibility to review this detail billing, highlight any overages, and pay the resulting charges to the Business Office.  Each participant will be required to return their audited bill with a signed form each month to the Business Office for record keeping purposes.  The Business Office will perform periodic audits to validate authenticity.
Agreement

I understand and agree to abide by the terms of the option selected above.
Employee Printed Name:





______
Employee Signature:  





______

Date:  ______________
South Georgia College Cell Phone Payroll Deduction Enrollment Form

Employee Name:






______
I authorize South Georgia College to make the following payroll deduction from my paycheck every pay period to cover monthly charges for cell phone use.  This amount may be adjusted annually to reflect current contract rates.

Deduction Name:  
SGCCELL

Deduction Amount:

_________
Deduction Frequency (Please circle one):
Biweekly or Monthly
Deduction Start Date:

_________





______



_________
Employee Signature





Date

Please forward this form to the Payroll office.

South Georgia College Monthly Cell Phone Use Reporting Form

Employee Name:






______
Cell Phone User:
· Highlight each personal call on your monthly detail bill regardless of Plan subscription.
· Mark the option below that corresponds to your monthly usage.

· Sign, date, and deliver to either the Business Office or your supervisor as dictated by selections below.
· Your signature on this form indicates that you have reviewed your bill and will make necessary payments.

Supervisor:

· Review employee’s bill as dictated by selections below.
· Sign, date, and deliver to Business Office.
I am subscribed to the SGC Business Use Only Cell Service Plan and I have no incoming or outgoing personal calls. 
I am subscribed to the SGC Business Use Only Cell Service Plan and I have incoming and/or outgoing personal calls.  I will pay the Business Office for the personal calls.  Supervisor signature required.
I am subscribed to the SGC Personal Use Cell Service Plan and I did not exceed the monthly Plan limits or incur any additional charges. 

I am subscribed to the SGC Personal Use Cell Service Plan and I exceeded the monthly Plan limits and/or incurred additional charges.  I will pay the Business Office for the additional charges.  Supervisor signature required. 
Additional Amount Due:
$_______________
Employee Signature:
 

Date: 

Supervisor Name (please print legibly): 


Supervisor Signature:


Date: 

Comments: 


Sign and return form to the Business Office by 
.
                                                                                                                (Date)
