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NORTHEAST MISSOURI WORKFORCE DEVELOPMENT BOARD

CELL PHONE USAGE AND REIMBURSEMENT POLICY

Effective October 1, 2017, NEMO WDB will reimburse selected staff for cell phone usage if the Executive Director has determined that said staff member uses the cellphone for substantial “non-compensatory” business purposes, and requires the cell phone in order to perform the duties of their job, for example to be available for the company to contact him/her at any time. Provided the amount reimbursed does not exceed the value of the total cellphone account, the reimbursement is not taxable. 
This policy also requires the submission of monthly cellphone statements for accounting purposes.  The staff will submit a copy of their monthly cellphone statement, signed and dated, with a notation on the statement that the reimbursement request is for cell phone reimbursement and amount of reimbursement.  The statement will be submitted along with the Travel Voucher (ATTACHMENT 9) each month.
Privacy of Data on Personal Equipment:  When a staff member receives an allowance or reimbursement for business use of their personal cell phone or home internet service, their personal information is considered private. However, because personal data is comingled with business data, the personal data may be viewed in response to a court request or court action related to the business data. 

Use of the phone in any manner contrary to local, state, or federal laws will constitute misuse, and will result in immediate termination of the cell phone allowance.
Staff will follow company policy concerning texting and talking while driving.
In Missouri, the Sunshine Law applies to all public records, “whether written or electronically stored.”   Missouri.Rev.Statute § 610.010(6). 

 (6) "Public record", any record, whether written or electronically stored, retained by or of any public governmental body including any report, survey, memorandum, or other document or study prepared for the public governmental body by a consultant or other professional service paid for in whole or in part by public funds, including records created or maintained by private contractors under an agreement with a public governmental body or on behalf of a public governmental body; provided, however, that personally identifiable student records maintained by public educational institutions shall be open for inspection by the parents, guardian or other custodian of students under the age of eighteen years and by the parents, guardian or other custodian and the student if the student is over the age of eighteen years. The term "public record" shall not include any internal memorandum or letter received or prepared by or on behalf of a member of a public governmental body consisting of advice, opinions and recommendations in connection with the deliberative decision-making process of said body, unless such records are retained by the public governmental body or presented at a public meeting. Any document or study prepared for a public governmental body by a consultant or other professional service as described in this subdivision shall be retained by the public governmental body in the same manner as any other public record; 
Section 610.025 Electronic transmission of messages relating to public business,

Any member of a public governmental body who transmits any message relating to public business by electronic means shall also concurrently transmit that message to either the member's public office computer or the custodian of records in the same format. The provisions of this section shall only apply to messages sent to two or more members of that body so that, when counting the sender, a majority of the body's members are copied. Any such message received by the custodian or at the member's office computer shall be a public record subject to the exceptions of section 610.021.

NEMO WDB does not accept any liability for claims, charges or disputes between the service provider and the faculty or staff member. Recipients of a cell phone allowance must notify NEMO WDB of the cell phone number and must continue to maintain the cell phone while in receipt of the allowance.

Because the staff member owns the cell phone personally, the staff member may use the phone for both business and personal purposes, as needed. If there are problems with service, the staff member will need to work directly with the carrier for resolution. NEMO WDB will not bear any cost of replacement or repair of the electronic device.  

The allowance is non-taxable to the staff member using the cell phone and the personal vs. business use of the cell phone does not need to be documented if:   

a) The allowance is provided for business reasons; 

b) The service plan fits the business need and does not include extra features not needed for work; and 

c) The allowance is not provided for compensation or as an incentive.  
d) The staff member will keep a copy of their cell phone bills on file for at least one year for audit purposes.
This original agreement should be reviewed and initialed by the staff member and agency at least once each year or a new agreement should be completed when changes to the plan or business need occur.  
Identify the business requirement:  









Reimbursement Amount and Method:  








I HAVE READ THE POLICY AND AGREE TO THE ABOVE TERMS AND CONDITIONS. I understand this reimbursement is contingent upon adequate funding and budget restraints. 
NEMO WDB STAFF SIGNATURE/DATE

NEMO WDB EXECUTIVE DIRECTOR SIGNATURE/DATE


The NEMO Workforce Development Board is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.
ATTACMENT 15
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