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Sec. 1
Purpose 

Establish polices and procedures for telephone long distance and telephone calling card usage.

Sec. 2
Policy

1. City-owned telephones and calling cards are for official City of Scottsdale business.  Long distance telephone calls should be for City business only.  Personal use of all city-owned telephones [for both incoming and outgoing telephone calls] should be limited to infrequent, incidental and/or emergency use.  

2. Long Distance Prohibited Use:

a. Personal collect calls

b. Any calls for the purpose of entertainment, such as 900 numbers, movie links or other similar “pay per services” 

c. City telephone numbers shall not be used for “third party” calls (i.e., calling from a non-City facility and charging the call to a City number).

3. A City long distance authorization code is required to place long distance calls via the City's telephone system.

4. A personal telephone credit/calling card must be used in the exceptional instance that a personal long distance call must be made from a city telephone.

5. In certain instances where an employee does not have a personal telephone credit/calling card and an emergency situation requires long distance calls to be made from a City telephone, employees must reimburse the City for the cost of personal calls if they exceed one-dollar total cost for the month.

5. Directory assistance calls should be kept to a minimum.  Printed or electronic phone books should be used whenever possible.

6. Collect calls from staff traveling on City business should be infrequent and limited to when the collect call is the most economical calling option.  City staff should not accept collect calls from pay telephones in the local calling area.

7. Authorization codes and telephone calling cards are issued to and used by only one individual.

8. Pursuant to the Arizona public records laws (A.R.S. 39-121 through 39-122), long distance/calling card use information is considered public record and as such, is required to be given to members of the public, including the press when requested.

Sec. 3
Responsibilities

Departmental Upper Level Management (Level 1 signature authority) is responsible for authorizing long distance access/issuance of telephone calling card and ensuring staff complies with justification and reimbursement guidelines.  The upper level manager may delegate review and approval of long distance expenses responsibilities to the department’s long distance phone coordinator.  However, the final responsibility remains with upper level management/department heads.

1. Departmental Upper Level Management determines staff eligibility for long distance access/issuance of telephone calling card.

2. Departmental Upper Level Management must approve requests for assignment of long distance authorization code/issuance of telephone calling cards.

3. Long Distance authorization codes and calling cards are not based on position or title.

4. The Telephone Calling Card user should take reasonable precautions to ensure the calling card is not lost or stolen.

5. IS should be contacted immediately when the telephone calling card is loss or stolen.  The IS Helpline (312-7827) is available twenty-four hours a day.

6. IS is responsible for facilitating the purchase of Long Distance services according to Purchasing Guidelines.

7. Annual review of long distance, calling card and authorization code usage, as well as authorization code assignments, will be conducted by Departmental Upper Level Management, in conjunction with the Information Systems Communications Manager to determine continued eligibility of employees as long distance users.

Sec. 4
Program/Process Controls

Long Distance Telephone and Calling Card usage is monitored by internal management controls, as well as regular reports used to manage and audit appropriate long distance phone usage.  The City Auditor may conduct periodic audits of usage reports.  Additionally, the Information Systems Communications Manager will track and review monthly usage reports for proper usage and for indications of abuse.

Sec. 5
Procedures

Department:

1. The departmental manager is required to e-mail the Information Systems Helpline to request long distance authorization code and/or telephone calling card for department staff.  The Department’s Upper Level Manager (level 1 signature authority) and Information Systems Communications Manager are required to be copied on the request as both must approve the request.

2. Each department’s long distance coordinator should be responsible for printing and distributing to staff the monthly long distance reports.

3. Employees are responsible for identifying all chargeable personal long distance calls.  If reimbursement is required, the employees should complete a “Telecommunications Reimbursement Form” and have it reviewed/signed by the long distance phone coordinator.  The long distance phone coordinator should keep a copy of the approved “Telecommunications Reimbursement Form”.  Once approved, the employee must submit the form and payment to the City Cashier.

4. The City Cashier will process the payment and give the employee a receipt.  The employee should give a copy of the receipt to their long distance phone coordinator.  The long distance phone coordinator should attach the receipt to the approved Telecommunication Reimbursement Form.  Employee reimbursements must be made monthly.

5. Departmental management will examine any abuse and excessive non-work usage of long distance from a city-owned phone.   Any abuses of long distance usage will be handled as a disciplinary matter.

6. Upper Level Management is required to review usage reports to evaluate continued eligibility of department long distance authorization codes and/or calling cards users.

Information Systems:

1.
Receive monthly bills for long distance services and enter into a central billing system.

2. Route long distance bills to Accounts Payable for processing.

3. Generate monthly long distance reports and distribute them to the departmental coordinators.

4. Administer a centralized inventory of authorization codes and calling card assignments.

5. Provide a "usage" report for Upper Level Management review to evaluate continued eligibility of employee authorization code and calling card users.

Accounting:

1.
Process monthly vendor billings/payments and Request for Adjustment forms to distribute long distance phone expenses to the appropriate departments.

2. Process employee reimbursement payments and give employee a receipt.

Purchasing:

1. Oversee and assist Information Systems with service procurement, and contracts.

Human Resources:

1. Retrieve employee’s calling cards upon termination.

2. Notify Information Systems upon employee’s termination for authorization code removal. 

Sec. 6
Definitions/Glossary

· Long Distance Call - Any telephone call to a destination outside the local service area, of the calling station, for which there is a charge beyond that for basic service.

· Calling Card - Long distance calling card issued by the city, through the City’s telephone long distance carrier.  This card is to be used for staff members traveling for City business.

· Authorization Code / Pin Code – An authorization coded is a unique 5-digit number that that is assigned to an employee that can be used to place long distance telephone calls.

· Upper Level Management – See Signature Authority AR #285 – Upper management/department heads with authorization designated at Level 1 $20,001 and over.
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