CELL PHONE USE POLICY TEMPLATE

[COMPANY NAME]

[COMPANY ADDRESS]

[CITY, STATE, ZIP CODE]

Effective Date: [EFFECTIVE DATE]

Policy Number: [POLICY NUMBER]

Department: [DEPARTMENT NAME]

RE: COMPANY-ISSUED CELL PHONE AND MOBILE DEVICE USE POLICY

1. PURPOSE AND SCOPE
1.1 Purpose: This Cell Phone Use Policy establishes the rules, expectations, and guidelines for the use of cell phones, smartphones, tablets, and other mobile communication devices by employees of [COMPANY NAME].
1.2 Scope: This policy applies to all employees, contractors, temporary workers, interns, and volunteers of [COMPANY NAME], regardless of employment status or location.
1.3 Covered Devices: This policy covers company-issued devices, personally owned devices used for company business, and any mobile device capable of accessing company networks, data, or communications systems.
1.4 Policy Administrator: The administrator of this policy is [POLICY ADMINISTRATOR NAME], [POLICY ADMINISTRATOR TITLE], who may be contacted at [POLICY ADMINISTRATOR EMAIL] or [POLICY ADMINISTRATOR PHONE].

2. DEFINITIONS
2.1 Company-Issued Device: Any cell phone, smartphone, tablet, laptop, or mobile device purchased, leased, or reimbursed by [COMPANY NAME] and provided to an employee for business use.
2.2 Personally Owned Device: Any cell phone, smartphone, tablet, or mobile device owned by an employee and used for company business, including under a Bring Your Own Device (BYOD) arrangement.
2.3 Company Data: All information, records, files, communications, and materials created, received, stored, or transmitted by an employee in the course of employment, including but not limited to [TYPES OF COMPANY DATA].
2.4 Personal Use: Any use of a device that is unrelated to the employee's job duties or the business of [COMPANY NAME].
2.5 Mobile Device Management (MDM): Software used by [COMPANY NAME] to manage, secure, monitor, and enforce policies on mobile devices accessing company systems.

3. COMPANY-ISSUED DEVICES
3.1 Eligibility: Company-issued devices may be provided to employees whose job duties require regular mobile communication or remote access to company systems, as determined by [APPROVING MANAGER TITLE].
3.2 Device Assignment: Each company-issued device remains the sole property of [COMPANY NAME] and is assigned to [EMPLOYEE NAME] for business use.
3.3 Device Inventory: All company-issued devices shall be recorded in the company asset inventory, including device type, make, model, serial number, and assigned user.
3.4 Device Return: Employees must return all company-issued devices, accessories, and related equipment upon termination of employment, resignation, or upon request by [COMPANY NAME], no later than [NUMBER] business days after the request or separation date.
3.5 Device Replacement: Lost, stolen, or damaged company-issued devices must be reported to [IT DEPARTMENT CONTACT] within [NUMBER] hours of discovery. Replacement may be subject to [REPLACEMENT CONDITIONS].

4. PERSONALLY OWNED DEVICES AND BYOD
4.1 BYOD Participation: Employees may use personally owned devices for company business only with prior written approval from [APPROVING MANAGER TITLE] and subject to the requirements of this policy.
4.2 BYOD Agreement: Employees approved for BYOD must sign the BYOD Addendum attached to this policy as Exhibit A.
4.3 Security Requirements: Personally owned devices used for company business must meet the following minimum security requirements: [SECURITY REQUIREMENTS].
4.4 Company Access: [COMPANY NAME] reserves the right to remotely access, monitor, or wipe company data from personally owned devices used for company business, to the extent permitted by applicable law.
4.5 Reimbursement: [COMPANY NAME] will reimburse employees for business-related mobile usage as follows: [REIMBURSEMENT TERMS].

5. ACCEPTABLE USE
5.1 Business Use: Company-issued devices and personally owned devices used for business shall be used primarily for legitimate business purposes.
5.2 Limited Personal Use: Incidental personal use of company-issued devices is permitted provided such use: (a) does not interfere with job performance; (b) does not incur unreasonable costs to [COMPANY NAME]; (c) complies with all other company policies; and (d) does not violate any law or regulation.
5.3 Prohibited Uses: The following uses are strictly prohibited on any device used for company business: [LIST OF PROHIBITED USES].
5.4 Texting and Driving: Employees must not use a cell phone or mobile device while operating a motor vehicle, except as permitted by applicable law using hands-free technology.
5.5 Recording and Photography: Employees must not use mobile devices to record, photograph, or transmit images or audio in company facilities without authorization, except as required by law or company policy.

6. SECURITY AND CONFIDENTIALITY
6.1 Passcode Protection: All devices used for company business must be protected by a strong passcode, PIN, or biometric authentication.
6.2 Encryption: Devices must use encryption as required by [COMPANY NAME] and applicable law.
6.3 Software Updates: Employees must install security updates and patches on their devices within [NUMBER] days of release.
6.4 Prohibited Applications: Employees must not install applications that compromise security, including but not limited to [PROHIBITED APPLICATIONS].
6.5 Lost or Stolen Devices: Employees must report lost or stolen devices to [IT DEPARTMENT CONTACT] immediately and cooperate with any investigation or remote wipe.
6.6 Confidential Information: Employees must protect confidential company information in accordance with the [CONFIDENTIALITY POLICY NAME] and must not transmit confidential information over unsecured networks.

7. MONITORING AND PRIVACY
7.1 Monitoring: [COMPANY NAME] reserves the right to monitor, access, review, and disclose all communications and data on company-issued devices, and on personally owned devices to the extent they contain company data, as permitted by law.
7.2 No Expectation of Privacy: Employees have no expectation of privacy in company-issued devices or in company data stored on any device.
7.3 Consent: By using a device for company business, employees consent to the monitoring and access described in this policy.
7.4 Legal Compliance: Monitoring will be conducted in accordance with applicable laws, including [APPLICABLE LAWS].

8. EXPENSES AND REIMBURSEMENT
8.1 Monthly Stipend: Employees approved for business use of personally owned devices may receive a monthly stipend of [STIPEND AMOUNT], subject to [STIPEND CONDITIONS].
8.2 Expense Reporting: Employees must submit expense reports for business-related mobile charges by [EXPENSE REPORT DEADLINE] using [EXPENSE REPORT METHOD].
8.3 Excessive Charges: Employees are responsible for any charges resulting from personal use or unauthorized use of company-issued devices.
8.4 International Usage: International roaming and usage must be approved in advance by [APPROVING MANAGER TITLE].

9. COMPLIANCE AND ENFORCEMENT
9.1 Compliance: All employees must comply with this policy and all related company policies.
9.2 Violations: Violations of this policy may result in disciplinary action, up to and including termination of employment, and may result in legal action.
9.3 Reporting: Employees must report suspected violations of this policy to [REPORTING CONTACT] or through [REPORTING METHOD].
9.4 Cooperation: Employees must cooperate fully with any investigation of a policy violation.

10. POLICY REVIEW AND AMENDMENTS
10.1 Review: This policy will be reviewed at least annually by [REVIEWING DEPARTMENT] and updated as necessary.
10.2 Amendments: [COMPANY NAME] reserves the right to amend, modify, or terminate this policy at any time, with or without notice.
10.3 Notification: Employees will be notified of material changes to this policy via [NOTIFICATION METHOD].

11. ACKNOWLEDGMENT AND SIGNATURES
11.1 Acknowledgment: By signing below, the employee acknowledges that they have read, understood, and agree to comply with this Cell Phone Use Policy.
11.2 Employee Information:

Employee Name: [EMPLOYEE NAME]

Employee ID: [EMPLOYEE ID]

Job Title: [JOB TITLE]

Department: [DEPARTMENT NAME]

Date: [DATE]
11.3 Employee Signature: [EMPLOYEE SIGNATURE]
11.4 Company Representative:

Name: [COMPANY REPRESENTATIVE NAME]

Title: [COMPANY REPRESENTATIVE TITLE]

Signature: [COMPANY REPRESENTATIVE SIGNATURE]

Date: [DATE]

EXHIBIT A: BYOD ADDENDUM

A.1 Employee Name: [EMPLOYEE NAME]

A.2 Device Make and Model: [DEVICE MAKE AND MODEL]

A.3 Device Serial Number: [DEVICE SERIAL NUMBER]

A.4 Operating System and Version: [OPERATING SYSTEM AND VERSION]

A.5 Approved Business Uses: [APPROVED BUSINESS USES]

A.6 Security Measures Installed: [SECURITY MEASURES INSTALLED]

A.7 Employee Consent to Remote Wipe: [EMPLOYEE CONSENT]

A.8 Employee Signature: [EMPLOYEE SIGNATURE]

A.9 Date: [DATE]
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