
Florida Gulf Coast University 

Cell Phone Procedure 

Introduction  

Cellular telephones are often convenient and/or necessary for employees to carry out their 

work responsibilities. The costs associated with these devices are significant and need 

proper departmental management. Additionally, such devices are subject to scrutiny by the 

Internal Revenue Service and State Auditors who expect that costs incurred by cell phones 

are only for official university business. Therefore, FGCU is adopting this new cell phone 

procedure to provide guidance on options that university departments have in providing cell 

phones to employees and the responsibilities everyone has with regard to the use of cell 

phones.  http://admin.fgcu.edu:2000/telecom/ 

Options  

Option 1 – Monetary Allowance for Employee Owned Cell Phones.  

This option provides employees that require cell phones with a taxable allowance for the 

acquisition and monthly service charge of a cell phone. This is the preferred method of 

providing cell phone service when it is required for job duties as it eliminates the need for 

detailed record keeping required by the IRS and State Auditors. It also eliminates the costly 

practice of cell phone invoicing, chargebacks and processing employee reimbursements. The 

cost of procuring a cell phone and the monthly service charge will be provided to the 

employee as a taxable allowance at the rate of $25 bi-weekly. The allowance will not be 

considered part of the employee’s base salary.  

A cell phone acquired by this method is considered to be the personal property of the 

employee and may be used in any way the employee deems appropriate. Any service 

contract entered into by the employee related to the acquisition and operation of a cell 

phone acquired by this method is personal to the employee. FGCU will have no obligation or 

make any guarantees with respect to such contracts. Technical support and service will be 

the responsibility of the cell phone owner. For cell phones that access University resources 

such as email, the University may maintain a list of suggested providers and proven devices 

for which some assistance and support is available. The cell phone allowance may be 

changed or withdrawn by the department head at anytime.  

Department heads are required to: 

o determine if an employee requires a cell phone based on their job description or if 

one of these criteria are met:  

o The university can realize productivity and/or customer service gains if the 

employee can answer a cell phone while away from their desk  

o The university can realize productivity and/or customer service gains if the 

employee can answer a cell phone during off hours if they are an A&P 

employee or an on-call Support Personnel employee.  

o Complete a cell phone allowance form to start/stop an employee’s allowance  

o Obtain approval from Division VP for special circumstances to pay an allowance more 

than $25 bi-weekly (e.g. data and email service, extensive minute plans)  

o Secure adequate budget to cover cell phone allowances  

Employees are required to: 



o not receive more than one cell phone allowance from the university  

o maintain cell phone in working order at all times while covered under this allowance  

o notify the department head immediately if they cancel a cell phone plan for which 

they receive an allowance.  

Option 2 – University Provided Cell Phones  

This option provides university owned cell phone equipment and service to employees when 

a cell phone is considered a necessary business device to carry out an employee’s duties as 

determined by the department head and a Division VP. This is the preferred method for 

providing service that is associated with a very specific university business function (e.g. 

push-to-talk, shared on-call cell phone). It is expected that this option will be limited in use. 

A cell phone acquired by this method is considered university property and is for university 

business only. The department shall request equipment and service from 

telecommunications utilizing the current provider under contract. Telecommunications will 

chargeback the department plus 10% overhead. Itemized invoices will be provided which 

are to be used by the department for documenting compliance. 

In the rare circumstance that an employee must place or receive a personal call on a 

university owned cell phone, the employee must reimburse the university for that call. The 

reimbursement rate shall be 25 cents per minute and must be made within 30 days after 

the department receives its cellular phone bill. 

Option 3 – Reimbursement for Business Calls on a Personal Cell Phone  

The employee shall use the reimbursement process for business calls made on a personally 

owned cell phone for which the employee does not receive a cell phone allowance. A cell 

phone invoice and documentation showing the business nature of the calls should 

accompany the reimbursement form. This method may be appropriate when an employee 

needs to make university business calls on a personal cell phone of an infrequent and/or 

emergency nature.  

The reimbursement form can be found atwww.fgcu.edu/telecommunications.  

http://www.fgcu.edu/telecommunications


 

Florida Gulf Coast University 

 

Cell Phone Allowance Form 

 
 
Action: ___ New         

 ___ Change 

 ___ Stop 

 

Effective date will be the first full pay period after receipt of this form in HR/Payroll. 

 

Recipients Name: 

UIN: 

 

Fund/Org: ______________________________ (source of expense dollars to be transferred to recipient’s regular 

payroll fund/org) 

 

Cell Phone Allowance Recipient Agreement:  

 

 I have read the FGCU Cell Phone Procedures, understand all obligations, understand that the allowance 

may be terminated at anytime and agree in full. 

 

Recipient Signature:_______________________________________________   Date:___________ 

 

 

Bi-weekly Allowance Amount $_____  (Amount over $25 requires justification and VP signature) 

 

Justification:__________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

VP Signature (if required)____________________________________________ Date:__________ 

 

 

Authorization and Routing: 

 

Dean/Director:____________________________________________________ Date:___________ 

 

Budget Office:____________________________________________________ Date:___________ 

 

 

 

For use by HR only:_______________________________________________ Date:___________ 

 

 

 

 
Version:  August 2007 


