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CELL PHONE REIMBURSEMENT

Policy Area: Finance Number: 400.Q
Initial Effective Date: 12-19-2013 Initial Approved Date: 12-19-2013
Revised Policy Effective Date: Revision — Date Approved:

Approved by: NAHAC Board of Directors

PURPOSE:

NAHAC will reimburse eligible employees whose job duties include the frequent need for a cell phone
to cover business-related costs on their personal cell phone.

POLICY:

Employees eligible for a cell phone reimbursement include the Executive Director, or equivalent
management official, and any other employees where the Executive Director, or eguivalent
management official, determines that use of the employee’s personal cell phone is reguire-necessary

the-employee-toroutinely-utilize-a-cell-phone-to enhance their ability of the emploiyee to perform their

applicable job duties, including employees working under a telework arrangement.

The-The standard bi-weekly reimbursement ameunt-shall be $32.50, or as otherwise approved by the
board. No further reimbursement for cell phone costs is available to employees who receive a cell
phone reimbursement.

The approved cell phone allowance will be paid bi-weekhy-in-the-amount-of $32.50-as part of the

employee’s paycheck and will be non-taxable due to substantial non-compensatory business reasons
pursuant to IRS Notice 2011-72. This allowance does not constitute an increase to base pay, and will
not be included in the calculation of percentage increases to base pay due to salary increases,
promotions, etc.

The employee must retain an active cell phone plan as long as a cell phone allowance is in place. The
employee must provide the company with their current cell phone number and immediately notify the
company if the number changes. Employees receiving a cell phone allowance are expected to carry
the cell phone on their person both on and off duty and respond when called for company business.
Employees may choose the cellular service provider and plan design of their choice.

Because the employee owns the cell phone personally, the employee may use the phone for both
business and personal purposes, as needed. 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
reimbursement._All other policies related to the safeguarding of information and data security should
be followed and NAHAC related information should not be saved on the employees’ personal devices.

If, prior to the end of the cell phone contract, a personal decision by the employee, or employee
misconduct, or misuse of the phone, results in the cell phone reimbursement being discontinued or the
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need to end or change the cell phone contract, the employee will bear the cost of any fees associated
with that change or cancellation. For example, if an employee resigns, and no longer wants to retain
the current cell phone contract for personal purposes, any cancellation charges will be the employee’s

responsibility.
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