Navajo County Cell Phone Monthly Accountability Form
Per Cell Phone Policy 7.4
Section 7.44
COUNTY-OWNED CELL PHONE ISSUED TO EMPLOYEE

The following provisions apply to those employees for whom the most appropriate alternative is the issuance of a County-owned cell phone:

A. The phone is County property.  As with any County property, the employee shall be responsible for the loss or damage of the phone due to abuse or negligence by the employee.

B. The County shall contract with the cell phone provider for an appropriate service plan and shall receive and pay the monthly bills.

C. The phone is intended for use in County business.  Personal use shall be kept to a minimum.  The phone is not for use by anyone other than the employee.

D. The employee shall review each monthly bill, identify any personal calls and the purpose of County business calls, and attest to the accuracy of the phone usage as shown on the marked-up bill.  The marked-up bill shall be reviewed with the designated fiscal manager in the employee’s Department.  Both the employee and the reviewing manager shall sign the bill.

E. Personal calls shall be reimbursed to the County at the rate of 30¢ per minute.  This rate will reimburse the County for a pro rate share of the base monthly service charge and any additional charges associated with a personal call.  Payment shall accompany the marked-up bill, which shall be forwarded to the Finance Department by the employee’s Department management in a timely manner.  The Finance Department will likewise review the marked-up bill and may require further explanation of any questionable charges.

F. Strict compliance with this policy will avoid the value of the use of the County-owned phone being included in the employee’s taxable income.

G. Any violation of this policy, including without limitation any untruthfulness in regard to the personal use of the phone and any failure to reimburse the County for personal calls in a timely manner, may result in disciplinary action up to and including termination.  A violation may also result in the entire value of the use of the phone being included in the employee’s taxable income.


I_________________________________ attest that all charges incurred on the attached cell phone bill were County related business.  Exceptions noted below. 

I attest that I used ______minutes for personal calls to be reimbursed to Navajo County at a rate of   $ .30 cents per minute.
______ X $.30 cents per minute =_________________
Minutes



Total Reimbursement
_______________________________



_______________________________
Employee Signature
Date




Supervisor Signature 
Date
  

If reimbursement applies, forward a copy of the cell phone bill and reimbursement (cash, cashier’s check or money order, NO PERSONAL CHECKS) for the minutes used to:

Navajo County Finance Department
