GEORGIA COLLEGE & STATE UNIVERSITY
GUIDELINE AND PROCEDURE MANUAL

SUBJECT:  TELECOMMUNICATION PROCEDURES
PURPOSE AND SCOPE:   Georgia’s Office of Planning and Budget (OPB) requires each state agency, including the Board of Regents institutions, to manage and minimize the costs of using telecommunications equipment and services.  This guideline and procedure Manual is needed in order to be in compliance with OPB policy and to ensure employees understand the steps that should be flowed for acquiring equipment and services and the proper use of such equipment.  All departments should read and become familiar with the requirements of this policy.
GENERAL TELECOMMUNICATION GUIDELINES:  It is the responsibility of GCSU’s Office of Materials Management to implement procedures to effectively use telecommunication services and equipment at the lowest possible cost to the College.  Since GCSU is on the Centrex System, this guide is to help understand the policies/procedures and uses of this system in addition to the options available for each line such as voice mail, conference calls, call forwarding, etc.
With the rapid growth in Wireless Communication Devices (WCD), it is essential that the Office of Materials Management evaluates their applicability to improved business operations and approve and monitor their business use where appropriate.  WCD for the purposes of this policy are to include but not be limited to:  cellular or PCS phones, blackberries, two-way radios (traditional and trunked-technologies), and pagers.  Procedures for purchase of these types of phones are determined later in these procedures.
Each type telecommunication services will be dealt individually in the following paragraphs.

GENERAL TELEPHONE LINES, SERVICES, ETC.:  Each department is responsible for their monthly telephone bill which is generated by the Georgia Technology Authority (GTA) through GCSU’s Business Office.  This bill includes all telephone analog and/or digital line numbers and associated costs for each.  It also includes any long distance and international calls by number and additional features charges such as voice mail or caller i.d.  In addition, any department adding, moving or making changes to a number will be reflected on the monthly bill.
PHONE TROUBLE:  Departments should contact the Office of Materials Management via phone or email to report any telephone troubles.  Departments should give phone number, building and room number and nature of the trouble when reporting a trouble.  GTA normally responds to service calls within 8 business hours. 
ADDS, CHANGES AND/OR MOVES:  The Office of Materials Management is charged with the responsibility of keeping an adequate listing of each line on campus.  This includes the location of each line by building and room and the department currently paying for this line.  To effectively keep an accurate record of all lines on campus, it is imperative that each department requesting a change and/or addition fill out a Campus Phone Request Form (copy included in this section).  This should be filled out in detail and must be signed by the requesting department head and include the department name and account number to be charged.  
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To adequately decide what type of line, etc. your department may need, the following is a brief description of lines available.  Should you have any questions on the below, please contact the Office of Materials Management at 478-445-4458 for further clarification.

A.  Consideration needed for Line Additions:  GCSU is on the State of Georgia Centrex system.  This system includes certain features which automatically are a part of each line.    These features are listed below along with their respective definitions.  In assessing whether a specific department needs a single line or digital line a definition below should help in making the decision:

1.  A digital line (P-phone) is programmed by the local phone company.  This type of line can have multiple lines and many programmable features in addition to the Centrex Features listed below. In ordering a digital line, Materials Management will contact you for configurations.  Digital lines can have additional features not available on single line sets, such as station to station dialing and busy lamps.
 2.  An analog line is a single line with centrex line features associated with it.  You can use any type of phone for this as long as the phone supports a single line set and not a digital type set.

B.  Consideration needed for Line Changes:  Changes made to individual lines include adding voice mail; caller id.; changing the class of the phone to include long distance and/or international; or restricting the phone to local access only.

C.  Consideration needed for Moving a Line:  When putting a request in for moving a line from one place to another a detailed description needs to be put on the Campus Phone Form request.  This must include original phone number location (to include building/room number) to new location for phone number (to include building/room number); NOTE: If a phone jack needs to be added; or relocated from one location to another, you must complete a Physical Plant work order request with the Physical Plant to have a phone jack installed/moved. The Physical Plant work order will need to be completed before GTA will perform work. 
Consideration should be given to cost when making a phone request.  Every request that is sent to the Office of Materials Management is forwarded to GTA and incurs a fee.  If the 

add/move/change needs to involve the local telephone authority (currently Windstream); an additional processing fee is charged.  To keep fees at a minimum it is in the department’s best interest to try to add, move or make changes on the same Campus Phone Form Request.   For example, instead of sending one

request for each line to be moved combine all the moves per department on one Campus Phone Form Request.
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Below are the definitions Centrex Features that come with any line on campus.  All features listed are activated when line is installed.

-Call Transfer – This feature allows you to transfer an established call without the assistance of an attendant.

-Call Forward All Calls – This feature allows you to forward all your calls to another telephone number within or outside your Centrex service and will “override” the Call Forward Busy and Call Forward Don’t Answer features.  An example of when you would use Call Forward All Calls:  You are on vacation and not expected back for several weeks.  You may wish to forward your calls either to voice mail or to the department secretary.
Below are Centrex features and definitions that are available at no extra charge but must be requested before feature will added.

-Call Forward Busy – This feature automatically routes your calls to an assigned telephone number whenever your line is busy. 

-Call Forward Don’t Answer – This feature automatically routes your calls to an assigned telephone number when your line is not answered after five (5) rings. The number of rings allowed is non-negotiable.
LONG DISTANCE AND INTERNATIONAL PHONE USAGE:  It is the policy of GCSU that use of its long distance and/or international services is limited to official University business.  Further, State law precludes University employees from using State resources for personal gain or benefit.

Long distance calls other than those of an official business nature are to be charged to home telephones or personal telephone calling cards.  In rare instances where special circumstances are present and unauthorized long distance calls are made on departmental telephones, the following steps are to be taken:

- 
Employee should review bill and reimburse the University for All Personal phone calls.       Employee should present a Telecom CLER Transmittal form along with payment to the Business Office and obtain a receipt to present to immediate supervisor.

-
Department Head, Materials Management, employee and Business Office are to work together in identifying unofficial long distance calls;

-
Only the Business Office will obtain reimbursement from the employee for the cost of all unofficial long distance calls
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PROHIBITION OF DIRECT TELEPHONE SERVICES:

No department should incur any directory assistance such as 411 or long distance 555-1212 charges.   Should an employee require access to a phone number they should use the www.whitepages.com or another comparable web service. Frequent use of these services may result in reimbursement of charges to the university by the employee.
Personal use of 511, 900 and 976 phone services is prohibited.  Employees should only make job related telephone calls.
WIRELESS COMMUNICATION DEVICES (WCD):  
The Director of Administrative Services is responsible for obtaining all telecommunication devices and services for the university.  All telecommunication procurements must be made by the Director of Administrative Services or designee his/her.

A WCD/Cellular telephone service may be required for an employee where communication needs cannot be met with standard telephone equipment and funding is available to support the acquisition.  While each Department is responsible for their monthly wireless communication budget, below is a list of certain criteria to assist in evaluating the need for WCD.

1.
A WCD may be justified to directly enhance an employee’s job responsibility of protecting physical safety of the general public.

2.
A WCD may be justified for an employee to respond better to environmental emergencies.

3.
A WCD may be justified for additional protection for the employee in potentially hazardous working conditions.

4.
A WCD may be justified for an employee whom cannot adequately meet communications needs via standard telephone communications.

5.
A WCD may be justified for on-call personnel required to respond to critical system failures or service disruptions.

6.
A WCD may be justified for an employee that has frequent travel or job requires the employee to remain mobile within multiple buildings or sites.
7.
A WCD is determined to be the most appropriate means of responding to emergencies or to achieve business efficiencies.

8.
A WCD is determined when cost savings are realized as a result of combining or eliminating an employee landline or services.
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The Department Head initially determines the business need(s) and the employee and Department Head select the appropriate device (provided by the Office of Materials Management) from an approved State Contract.  The department must utilize State Contract for WCD unless granted a written exception by the state government entity overseeing such contract.  If the Department Head determines that the request is warranted, then a New Wireless Device Form must be filled out and approved by the appropriate Vice President or Cabinet Member over that department, who in turn will send the approval to the Director of Materials Management for order processing.
As an option, employees may elect to use their personal cell phones and receive up to half the cost of the state contracted cell plan as taxable income.   This amount will be included in the employee’s paycheck and will help cover any business related calls on his/her personal cell phone. 

If an employee elects to use this option, he/she must fill out a payroll telecom form and forward to supervisor and Vice President for signature approval. Form then should be forwarded to the Materials Manager at campus box 31. 
Once approval is granted it is the responsibility of the Department Head to review the plan on a monthly basis to ensure that the correct plan has been selected and to determine that no additional charges have incurred due to personal usage ,such as personal calls, text messaging, downloads, etc. Should a Department Head identify any non-reimbursed personal calls which have NOT been reported by the employee, the department will collect the cost of such calls from the employee and take any appropriate disciplinary action if determined necessary.

It is the employee’s responsibility to ensure that they adhere to their specific WCD plan.  If an employee has personal calls, the employee will be required, under current IRS regulations, to reimburse the University for the cost of the personal calls and is charged a pro rata share of the monthly plan. The formula to determine the pro rata share will be the number of personal minutes divided by monthly plan minutes x cost of the monthly cell plan.   Reimbursement to the Business Office should include a copy of the bill with the annotation of the personal calls and cost.

ORDERING AND PAYMENT ADMINISTRATION OF WCD:

Once the criteria has been met that there is a legitimate need for a WCD, Materials Management and the appropriate department head must determine whether the device should be issued full-time to an individual for exclusive use, or be maintained as part of a shared pool where the device can be used by several employees on an as needed basis.  
All requests for WCD should be originated by the appropriate Department Head but authorization must be received in the Office of Materials Management by the appropriate Department Head, Dean and Vice 
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President.  If devices other than normal no cost cell phones or a Blackberry are selected (i.e. I-phone) justification must be sent and approval received from Vice President (Please see New Wireless Device Form Located on MyCats page under forms).

Once an approved form is received, the Office of Materials Management has the responsibility of ordering the WCD requested by the department and making sure that the appropriate paperwork for payment is received and charged to the correct account.  Once received, the order for the WCD package will be put in place.  Only Materials Management designated officials will be able to enter into contracts on behalf of GCSU.

Materials Management will maintain an inventory of all wireless devices that list each individual device, the service provider for such device and the individual (or in the case of shared wireless devices, the smallest identifiable organizational unit) to which the device is assigned.  Such inventory must be kept current by Materials Management and made available for inspection by the Department of Audits, the Governor’s Office of Planning and Budget and or the Georgia Technology Authority upon request.   Department Heads need to inform Materials Management of any changes in end user(s), loss, or damages.

REVIEW OF MONTHLY CHARGES:

A copy of invoices (both GTA and WCD) will be forwarded to each department head monthly for review. Each department head should have employees review invoices. If the department head or employee finds a discrepancy, he/she should contact Materials Management at 478-445-4458 immediately.  Department heads should review WCD invoices for overages in cell plan minutes to determine if plan should be modified.  If personal calls are discovered, then the department head and employee are responsible for submitting payment to the university Business Office as outlined in this manual. Employee should present a Telecom CLER Transmittal form along with payment to the Business Office and obtain a receipt to present to immediate supervisor.

TURN IN PROCEDURES:

If WCD holder terminates his/her employment, the department head is responsible for collecting WCD and notifying the Materials Manager.  Department head should also notify the Materials Manager if they wish to continue to carry a plan for WCD.   If the department head wished to turn WCD unit in, he/she should contact the Department of Information Technology (IT) to clean all data from unit before turning in to the Materials Manager.  
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If WCD devices are upgraded, the WCD holder should contact IT and have all data cleaned from unit before turning in to Materials Manager.

DSL SERVICE:  Occasionally a need arises that a department might need an outside internet connection.  This DSL service is usually provided through the local telephone authority (currently Windstream) and is ordered through the office of Materials Management.  This request should 

be completed on the Campus Phone Form and be signed off by the department head.  Materials Management will need an exact location, including 911 address, if a new line is needed, etc. before ordering. A Purchase Requisition for the upcoming year should be filled out and sent to the Office Materials Management so that a Purchase Order is completed.   The monthly invoice will be sent directly to the department to be reviewed and approved and then forwarded to Accounts Payable for payment processing.
RIGHT TO MONITOR COMMUNICATIONS AND RIGHT TO PRIVACY:

The Office of Materials Management reserves the right to investigate, retrieve and read any communication or data composed, transmitted or received through voice services, online connections, and/or stored on its servers and/or property, without further notice to employees to the maximum extent permissible by law.  Express notice to employees stating that there is no right to privacy for any use of University telecommunications equipment and services should be included in the assignment form granting access to GCSU telecommunication equipment and/or services.
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