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GUIDELINE PURPOSE AND NEW PROCESS  
The purpose of these guidelines is to inform you of new processes in the district regarding wireless 
devices as follows:  

A. Define when an employee qualifies for payment of cellular business expenses, either through a 
supplemental compensation allowance or direct reimbursement.  

B. Discontinue district-owned cell phones that are exclusively used by one individual.  
C. Transfer the ownership and responsibility for contracts and equipment from the District to the 

employee.  
D. Reduce administrative burden associated with processing these expenses.  

 
Except for circumstances noted under "Special Situations", the District will no longer supply cell phones 
or reimburse employees for ongoing business expenses related to cellular devices (cell phones or 
Personal Digital Assistants with cellular capability (PDAs), such as the Blackberry or Treo). Instead, 
District employees who meet the eligibility requirements will be given a predetermined amount of 
supplemental compensation to cover the approximate monthly cost of either a cell phone or cellular 
PDA. The eligibility requirements will determine which supplemental amount an employee will receive.  
 
District employees who qualify for and receive supplemental compensation will be responsible for 
acquiring and maintaining their equipment. In addition, contracts entered into by qualifying employees 
will be personal contracts that are the responsibility of the employee, not the District. For those who 
qualify, this policy authorizes a $45 monthly supplemental taxable compensation for cell phones, or a 
$90 per month supplemental compensation for cellular PDAs, such as the Blackberry or Treo. The 
payments will be spread across pay periods. Employees who receive monthly supplemental 
compensation may not also receive reimbursements for any cell phone or cellular PDA expenses.  
 
These new guidelines will ensure regulatory tax compliance relating to cell phones and PDAs. The 
current tax laws require documentation of all business use of cell phones and PDAs when paid for by the 
District. This policy will effectively remove this documentation requirement when a taxable allowance is 
provided to the employee rather than the District paying for these benefits directly. Accordingly, this 
policy will minimize the compliance risks associated with state and federal tax laws and regulations.  
 
Eligibility Requirements  
The guiding principle for eligibility is that the use of a cell phone or cellular PDA by an employee is for 
the benefit of the District, rather than the convenience of the employee. Specifically, District employees 
are eligible to receive supplemental compensation if they meet all of the following criteria:  

A. The employee's job requires him or her to be readily accessible for frequent contact with the 
public or with District faculty, staff or students.  

B. The employee's job limits his or her access to regular land-line telephones that would satisfy the 
required business communication needs.  

C. Monthly usage for business purposes is consistently;  
1. 67% or more of total contract minutes for a cell phone; or  
2. 90% or more of total contract minutes/data transfer for cellular PDA contracts.  

 
 



Monthly Cellular Bill Review and Annual Service Reviews  
Authorization for supplemental compensation must be reviewed and renewed annually and must be 
authorized by a Principal or Administrator or their designee. Direct billing of employee expenses may no 
longer allow employees to have their monthly cell phone or cellular PDA expenses billed directly to the 
District. This is because of the administrative burden associated with providing sufficient business 
documentation for IRS tax purposes, as well as the desire to standardize the payment methods. 
Employees who have significant business use of cell phones or mobile technology devices should work 
with their Principals/Administrator to determine if they qualify for the monthly supplemental 
compensation. Employees who do not qualify for the supplemental compensation may submit expense 
reimbursements for occasional, incremental business expenses. Incremental business expenses are 
those calls that result in additional costs that are above and beyond the employee's normal calling plan 
(e.g., excess minutes, roaming charges).  
 
Equipment Costs  
These guidelines discourage departments from paying for cellular or cellular PDA equipment. Employees 
who are eligible for supplemental compensation are expected to absorb the cost of the equipment 
(most cellular carriers offer numerous contracts with free or low cost phones). If, in a rare case, a 
department determines that the cost of the equipment poses a hardship on the employee, then the 
department should make a one-time taxable payment to the employee through the payroll system for 
the cost of the equipment. When applicable, these types of reimbursements may not be made more 
than once every two years. In all cases, the employee assumes ownership and all maintenance 
responsibility for the equipment. Schools/Departments are not allowed to establish guidelines that 
differ from these District-wide guidelines.  
 
SPECIAL SITUATIONS  
 
District Owned Cell Phones and Contracts  
Certain programs may have special needs that justify District-ownership of cell phones. Delivery drivers, 
maintenance personnel, custodians, security, parking lot attendants are examples, where phones are 
assigned or rotated among employees. This would also include programs that have multiple employees 
sharing a single cellular phone for on-call rotations. Staff may qualify for only intermittent and 
temporary use of District-owned cell phones, when their Principal/Administrator determines there is a 
valid documented business need. Employees are expected to use District-owned cellular telephones 
responsibly and in accordance with these guidelines and any applicable work rules. Personal use of 
District owned cell phones is not allowed. All District-owned cell phone monthly statements must be 
reviewed, dated, and signed by the employee(s), and their Principal/Administrator, acknowledging their 
review. In addition, employees must reimburse the District within 30 days for the costs of any non-
essential personal calls at the District’s costs (i.e., the per minute rate, any additional amounts for the 
applicable toll or roaming charges, miscellaneous fees and taxes). 
 
Excessive personal use may be grounds for discipline or loss of cell phone use. If an employee leaves the 
District, they must return their cell phone on their last day of work in the district. 
 
Pagers  
Some departments currently use pagers for their communication needs. Since the cost of pagers is very 
nominal ($3.50 per month) and because potential personal use does not pose a financial risk to the 
District, it is recommended that departments pay for pagers directly; therefore, eliminating the 
reimbursement of these expenses.  



Exceptions  
Employees who do not qualify for the supplemental compensation may submit an expense 
reimbursement request for occasional incremental business expenses. Incremental business expenses 
are those calls that result in additional costs that are above and beyond the employee's normal calling 
plan (e.g., excess minutes, roaming charges), When requesting reimbursement, the telecommunication 
expenses incurred by employees must be additional (incremental) costs, and must be substantiated and 
documented with a copy of the bill in accordance with District guidelines and applicable federal and 
state laws and regulations. An example of a bona fide guideline exception would be occasions where 
employees are traveling for District business and make calls to home or work that involve roaming 
charges. The District will reimburse those employees for their additional out of pocket roaming charges.  
 
Employee Safety  
District employees are discouraged from using a cellular device while operating a motor vehicle in the 
conduct of state business except for the purpose of obtaining or rendering emergency assistance. 
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PROCEDURES  
 
Payment Options for Cellular Device Expenses  
There are three scenarios for payment cell phone and cellular PDA business expenses:  

1. Supplemental compensation for eligible individuals (preferred option)  
2. Reimbursement to non-qualified individuals for occasional, incremental actual expenses.  
3. Direct payment to vendor for District/Building-owned cell phones.  

 
Eligibility Requirements  
The guiding principle for eligibility is that the use of a cell phone or cellular PDA by an employee is for 
the benefit of the District, rather than the convenience of the employee. Specifically, District employees 
are eligible to receive supplemental compensation if they meet all of the following criteria:  

A. The employee's Job requires him or her to be readily accessible for frequent contact with the 
public or with District faculty, staff or students.  

B. The employee's job Iimits his or her access to regular land-line telephones that would satisfy the 
required business communication needs.  

C. Monthly usage for business purposes is consistently:  
1. 67% or marc of total contract minutes for a cell phone; or  
2. 90% or more of total contract minutes/data transfer for cellular PDA contracts.  

 
Supplemental compensation to eligible employees  
Contracts for cell phones used in conducting business on behalf of the District should be in the 
employee's name as the billing entity. When an employee's supervisor or manager determines that the 
employee's business need for a cell phone meets all of the conditions required above, the employee will 
then be granted supplemental compensation of $45.00 per month for cell phones or $90.00 per month 
for cellular PDAs such as Blackberry or Treo. The supplement, spread across pay periods, is taxable 
compensation to the employee. However, the supplemental amounts have been calculated to take taxes 
into consideration. An annual review of the business need for cellular services and associated additional 
compensation must be completed by the employee's Principal/ Administrator.  
 
Establishing the supplement  
When an employee qualifies for supplemental compensation for their cellular or cellular PDA expenses, 
the following procedures are applicable:  

1. Principals/Administrators determine if employee meets requirements for supplemental 
compensation, as stated above.  
2. The appropriate Principal/Administrator must approve the supplement.  
3. The Principal/Administrator complete the Cell Phone Application (attached) as follows  

A. Employee Name, Building Name, and Supervisor Signature.  
B. Type of phone to order: Regular cell phone or PDA.  
C. The appropriate account code to charge the equipment as specified by the 
Principal/Administrator to be used for this supplement.  

4. Documentation to support the decision to grant supplemental compensation must be included on 
the Application.  
5. Supplements for reimbursement will be set up within the payroll system to expire on June 30 of 
each year.  



6. Principals/Administrators must conduct an annual review and document the cominucd business 
need for the supplement in addition to documenting their approval.  
7. The cost of the supplements should be included in the departments' budget.  

 
Changing or discontinuing the supplement  

1. If there is a change in an employee's responsibilities that would disqualify them from continuing 
to receive the allowance, the department must contact Purchasing immediately to cease the 
supplement, effective with the date that their responsibilities changed.  
2. When supplements arc given, the department should discontinue paying all other forms of 
cellular expenses for that employee.  

 
Equipment purchase  
If the department determines that the equipment should be paid by the District, the following 
procedures are applicable:  

1. Department confirms and documents the reason for the equipment purchase (e.g., financial 
hardship for the employee).  
2. The Principal/Administrator submits a reimbursement form to Accounts Payable for the one time 
taxable payment through the Payroll system for the cost of the equipment.  
3. Departments may, if applicable, reimburse the individual for equipment costs no more frequently 
than every two years.  

 
Reimbursement to non-qualified individuals for occasional, incremental actual expenses,  
 
Reimbursing occasional, incremental actual expenses  
Reimbursements may be processed for those employees who do not qualify for the supplemental 
compensation and who occasionally incur incremental business call expenses that have caused them to 
exceed the monthly minutes on their personal cell phones. Note: If the business calls made did not 
cause the employee to incur additional (incremental) costs on their phone bill, no reimbursement is 
allowed. The following are the reimbursement procedures:  

1. The employee prepares an Employee Mileage Reimbursement form and submits the 
documentation (copy of the bill) along with notations as to who was called and the business purpose 
of the District-related call(s) to their Principal/Administrator for approval.  
2. Mileage Reimburse form and a copy of the bill is forwarded to Purchasing for review.  
3. The employee will receive a taxed reimbursement on their payroll automatic deposit.  

 
Direct payment to vendor for departmental owned cell phones.  
The District's exemption from Federal and State taxes presumes that cell phones are primarily for 
business and not personal use. Therefore, cell phone purchases and contracts, where the District is the 
official billing entity, should be approved only for those situations where the District intends for the 
phone to be used solely for business. The Principal/Administrator must approve cellular phone 
purchases and contracts where the District is the official billing entity. Purchasing will coordinate the 
purchase of 31 District-owned cellular phones and service plans, which will be selected to reflect the 
estimated business lIse (i.e. service minutes). Contracts must be reviewed on an annual basis by the 
Principal/Administrator and adjusted as necessary, to reflect average business use.  
 
If departments have employees that do not meet the criteria for receiving supplemental compensation 
but need to be reachable by cell phone or have a need to make calls economically -when away from 
their land phones, the department may choose to purchase calling cards or purchase and rotate a 



departmental cell phone which could be used by employees on an as needed basis. In these cases, the 
employees would not receive a salary supplement nor an expense reimbursement and the equipment 
would be the property of the department, used 100% for business purposes and returned to the 
department daily (or other time interval, e.g., weekly, as the business need dictates) after the 
employees work shift, e.g., custodians, maintenance and other security personnel, need to be accessible 
by phone during their work shift.  
 
Transferring Contract Title from the District to the Employee  
Principals/Administrators are to implement these guidelines and process changes immediately, and 
work with the applicable employees to transition existing cell phone contracts to the individual no later 
than August 1, 2010. The major cell service providers do not charge a fee for this transfer, but may 
require establishing a new contract. If encountering a provider that does charge for transferring the 
contract to the employee, the department may choose to pay the transfer fee or complete the transfers 
at the earliest date that allows the District to avoid the fee. No renewals or extensions of existing 
arrangements are allowed.  
 
Equipment Costs  
These guidelines discourage departments from paying for cellular or cellular PDA equipment. Employees 
who are eligible for supplemental compensation are expected to absorb the cost of the equipment 
(most cellular carriers offer numerous contracts with free or low cost phones). If, in a rare case, a 
department determines that the cost of the equipment poses a hardship on the employee, then the 
department should make a one-time taxable payment to the employee through the payroll system for 
the cost of the equipment. When applicable, these types of reimbursements may not be made more 
than once every two years. In all cases, the employee assumes ownership and all maintenance 
responsibility for the equipment. Schools/Departments are not allowed to establish guidelines that 
differ from these District-wide guidelines.  
 
Pagers  
Some departments currently use pagers for their communication needs. Since the cost of pagers is very 
nominal ($3.50 per month) and because potential personal use does not pose a financial risk to the 
District, it is recommended that departments pay for pagers directly; therefore, eliminating the 
reimbursement of these expenses.  
 
Employee Safety  
District employees are discouraged from using a cellular device while operating a motor vehicle inlhc 
conduct of District business, except for the purpose of obtaining or receiving emergency assistance.  
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As an employee of ISD #2149, you may be required to have a cell phone and/or pager as a tool to conduct school 
business to fulfill your job responsibilities. If you have a District issued cell phone or pager, it is presumed that 
these phones and pagers have and will continue to be used for business calls only and not for personal use. The 
District is exempt from Federal Excise Tax and Minnesota sales tax ONLY when personal use of cell phones and 
pagers is prohibited,  
 
In order to ensure we are complying with applicable state and federal laws, the District will be giving employees 
who are required to have a cell phone and/or pager the following options;  
 
Option 1 - District Provided Services  
When a job position requires the need for the use of a cell phone and/or pager and the dollar amount for this 
phone and service is paid directly by the District, the only purpose for the use of this phone is for business calls 
only. NO personal use may ever occur.  
 
Option 2 - Monthly Communication Allowance  
When an employee purchases their own cell phone and provides their phone number to the District, the district 
has provided an option for a monthly allowance. The District will pay a flat monthly fee of $45 for a cell phone or 
$90 for a PDA. In this plan, the employee waives any and all additional communications expense reimbursements. 
This allowance is tax deductible and paid monthly through payroll.  
 
Please return this form along with the following signed statement to Accounts Payable, Business Office by August 
2, 2010. We must have this on file at the District for audit compliance.  
 
Name ________________________________________________________________________________________ 
 
Cell Number ___________________________________________________________________________________ 
 
Service _______________________________________________________________________________________ 
 

Option 1____   Option 2____ 
 
I understand that any cell phone or pager purchased by the District will be used only for business purposes. If I 
choose to accept or make personal calls, I must choose option 2. All District provided cell phone plans are subject 
to periodic internal audits for compliance. I acknowledge that I reviewed the sections on Employee Safety, District-
Owned Cell Phone Use, and Monthly Cellular Bill Review and Annual Service Renewal. This agreement is effective 
until rescinded by the District or employee.  
 
Signed ________________________________________________________________________________________ 

Employee Signature       Date  
 
Signed ________________________________________________________________________________________ 

Principal/Administrator Signature       Date  
 
Account Codes to be completed by Principal/Administrator  
 
Option 1 Account Code: __________________________________________________________________________ 
 
Option 2 Account Code: __________________________________________________________________________ 

 


