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Cellular Telephones
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Procedures                                                                               
Parking--VCCS System Office



Policy
The Virginia Community College System requires that the acquisition and use of cellular telephones be authorized by the Chancellor or designee prior to procurement.  An approved written request and justification must be on file for each telephone.  Telephone services provided by the Commonwealth are for conducting official business; therefore personal telephone calls should not be used to justify the amount of minutes purchased in the calling plan.  Any costs incurred by the use of cellular telephones for private use should be reimbursed to the VCCS.
Procedures

1. The VCCS Department Head must initiate a request for the purchase of cell phones and cell service using a “Cellular Telephone Request Form.”  

2. The Chancellor signs the form acknowledging his approval of the request.  


3. The person making the request must maintain a copy of the approval on file for the duration of time the cellular service is active.


4. The original “Cellular Telephone Request Form” must be submitted to Accounting Services.


5. Once the written approval is obtained, a copy is given to Information Technology Services along with a description of the equipment and/or calling plan desired.  Information Technology Services will place the order for the service.


6. Requests to discontinue service must be made to Information Technology Services.

	Requested by:
	     

	Requested for:
	     

	Justification for Purchase and Use:

	     


Department Head’s Approval: 


______________________________

___________________
Signature






  Date
Agency Head’s Approval: 


_______________________________

__________________
Dr. Glenn DuBois, Chancellor



    Date
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