REMOTE WORK CELL PHONE POLICY

[COMPANY NAME]

[COMPANY ADDRESS]

[CITY, STATE, ZIP CODE]

Effective Date: [EFFECTIVE DATE]

Policy Number: [POLICY NUMBER]

Department: [DEPARTMENT NAME]

Policy Owner: [POLICY OWNER NAME AND TITLE]

RE: COMPANY-ISSUED CELL PHONE AND REIMBURSEMENT POLICY FOR REMOTE EMPLOYEES

1. PURPOSE AND SCOPE
1.1 Purpose: This Remote Work Cell Phone Policy establishes the terms and conditions under which [COMPANY NAME] provides, reimburses, or permits the use of cell phones and mobile devices by employees working remotely.
1.2 Scope: This policy applies to all remote employees, hybrid employees, contractors, and temporary staff of [COMPANY NAME] who use a cell phone for business purposes.
1.3 Effective Date: This policy takes effect on [EFFECTIVE DATE] and supersedes all prior cell phone policies, whether written or verbal.
1.4 Policy Review: This policy shall be reviewed annually by [POLICY OWNER NAME AND TITLE] or as needed to comply with applicable laws and regulations.

2. DEFINITIONS
2.1 Remote Employee: Any employee whose primary work location is [REMOTE WORK LOCATION] or any location other than a company-owned facility.
2.2 Company-Issued Device: A cell phone, smartphone, tablet, or other mobile device purchased and owned by [COMPANY NAME] and provided to the employee for business use.
2.3 Personal Device: A cell phone or mobile device owned by the employee and used for both personal and business purposes.
2.4 Business Use: Any voice call, text message, email, data transmission, or application use that is reasonably related to the employee's job duties.
2.5 Personal Use: Any use of a cell phone or mobile device that is not related to the employee's job duties.
2.6 Stipend: A fixed monthly allowance paid to the employee to offset the cost of using a personal device for business purposes.
2.7 Reimbursement: A payment made to the employee for actual, documented business-related cell phone expenses.

3. ELIGIBILITY AND ENROLLMENT
3.1 Eligibility Criteria: To be eligible under this policy, the employee must:

3.1.1 Hold a position that requires regular business communication outside of normal office hours or while working remotely.

3.1.2 Have approval from [APPROVING MANAGER NAME AND TITLE].

3.1.3 Complete and sign the Remote Work Cell Phone Policy Acknowledgment Form.
3.2 Enrollment Procedure: Eligible employees must complete the following steps:

3.2.1 Submit a completed Cell Phone Policy Enrollment Form to [HR DEPARTMENT NAME OR CONTACT].

3.2.2 Provide the employee's mobile phone number, carrier name, and account details as requested.

3.2.3 Select either a company-issued device, a monthly stipend, or a reimbursement arrangement as approved by [APPROVING MANAGER NAME AND TITLE].
3.3 Approval: Enrollment is subject to approval by [APPROVING MANAGER NAME AND TITLE] and [HR DEPARTMENT NAME OR CONTACT].
3.4 Effective Date of Enrollment: Coverage under this policy begins on [ENROLLMENT EFFECTIVE DATE].

4. COMPANY-ISSUED DEVICE OPTION
4.1 Device Provision: [COMPANY NAME] may provide the employee with a company-issued cell phone or mobile device, including but not limited to [DEVICE MAKE AND MODEL].
4.2 Ownership: All company-issued devices remain the sole property of [COMPANY NAME] at all times.
4.3 Device Cost: The cost of the device and any required accessories shall be borne by [COMPANY NAME], up to a maximum of [MAXIMUM DEVICE COST].
4.4 Service Plan: [COMPANY NAME] shall pay for the monthly service plan associated with the company-issued device, up to a maximum of [MAXIMUM MONTHLY SERVICE COST].
4.5 Personal Use: Limited personal use of a company-issued device is permitted, provided such use:

4.5.1 Does not interfere with business use.

4.5.2 Does not violate any company policy, including the Acceptable Use Policy and the Code of Conduct.

4.5.3 Does not result in additional charges beyond the approved service plan.
4.6 Additional Charges: Any charges exceeding the approved service plan, including but not limited to international roaming, premium text messages, or third-party subscriptions, shall be the responsibility of the employee unless pre-approved by [APPROVING MANAGER NAME AND TITLE].
4.7 Return of Device: Upon termination of employment or upon request by [COMPANY NAME], the employee must return the company-issued device and all accessories in good working condition, ordinary wear and tear excepted, no later than [NUMBER] days after the termination date or request date.
4.8 Lost or Damaged Device: The employee must report any lost, stolen, or damaged company-issued device to [IT DEPARTMENT NAME OR CONTACT] within [NUMBER] hours. The employee may be responsible for the replacement cost up to [MAXIMUM REPLACEMENT COST] if the loss or damage results from negligence or misuse.

5. PERSONAL DEVICE WITH MONTHLY STIPEND OPTION
5.1 Stipend Amount: [COMPANY NAME] shall pay the employee a monthly stipend of [STIPEND AMOUNT] to offset the business use of the employee's personal cell phone.
5.2 Payment Method: The stipend shall be paid via [PAYMENT METHOD, E.G., PAYROLL DIRECT DEPOSIT] on or before [PAYMENT DATE OR SCHEDULE].
5.3 Tax Treatment: The stipend may be subject to applicable taxes and withholding as required by law. The employee is responsible for any tax liability arising from the stipend.
5.4 Usage Requirements: The employee must maintain an active cell phone plan with sufficient voice, text, and data capacity to perform job duties.
5.5 No Additional Reimbursement: Employees receiving a stipend are not eligible for separate reimbursement of cell phone expenses unless approved in writing by [APPROVING MANAGER NAME AND TITLE].
5.6 Stipend Review: The stipend amount shall be reviewed annually by [POLICY OWNER NAME AND TITLE] and may be adjusted based on changes in business needs or market rates.

6. PERSONAL DEVICE WITH REIMBURSEMENT OPTION
6.1 Reimbursement Eligibility: Employees who do not receive a company-issued device or a stipend may request reimbursement for actual business-related cell phone expenses.
6.2 Documentation Required: The employee must submit the following documentation with each reimbursement request:

6.2.1 A copy of the monthly cell phone bill showing the employee's name, carrier, and account number.

6.2.2 A detailed breakdown of business-related calls, texts, and data usage.

6.2.3 A completed Cell Phone Reimbursement Request Form signed by [APPROVING MANAGER NAME AND TITLE].
6.3 Reimbursement Rate: Reimbursement shall be calculated as follows:

6.3.1 For voice calls: [REIMBURSEMENT RATE PER MINUTE OR PERCENTAGE OF BILL].

6.3.2 For text messages: [REIMBURSEMENT RATE PER MESSAGE OR PERCENTAGE OF BILL].

6.3.3 For data usage: [REIMBURSEMENT RATE PER MEGABYTE OR PERCENTAGE OF BILL].

6.3.4 Alternatively, a flat percentage of [PERCENTAGE] of the monthly bill may be reimbursed based on the employee's business use certification.
6.4 Maximum Reimbursement: The total monthly reimbursement shall not exceed [MAXIMUM MONTHLY REIMBURSEMENT AMOUNT].
6.5 Submission Deadline: Reimbursement requests must be submitted no later than [NUMBER] days after the end of the month in which the expense was incurred.
6.6 Approval and Payment: Approved reimbursements shall be paid within [NUMBER] days of approval via [PAYMENT METHOD].

7. BUSINESS USE REQUIREMENTS
7.1 Availability: Remote employees must remain reachable by cell phone during their scheduled working hours, except during approved leave or breaks.
7.2 Response Time: Employees must respond to business calls, texts, and emails within [RESPONSE TIME, E.G., 2 HOURS] during working hours.
7.3 Professional Conduct: All business communications via cell phone must comply with the company's Code of Conduct and Professional Communication Policy.
7.4 Security: Employees must use company-approved security measures, including but not limited to [SECURITY MEASURES, E.G., PASSCODE, ENCRYPTION, VPN], when accessing company data on a cell phone.
7.5 Prohibited Uses: Cell phones shall not be used for any illegal, harassing, discriminatory, or otherwise prohibited activity under company policy or applicable law.

8. PERSONAL USE AND PRIVACY
8.1 Personal Use: Employees may use their cell phones for personal purposes, provided such use does not interfere with job duties or violate company policy.
8.2 Privacy: [COMPANY NAME] respects the privacy of its employees. However, the company reserves the right to monitor business-related communications and data on company-issued devices to the extent permitted by law.
8.3 No Expectation of Privacy: Employees have no expectation of privacy regarding business communications made on company-issued devices or personal devices used for business purposes.
8.4 Consent to Monitoring: By signing this policy, the employee consents to the monitoring of business-related cell phone usage as described in this section.

9. SECURITY AND DATA PROTECTION
9.1 Device Security: Employees must enable a passcode, PIN, or biometric lock on any cell phone used for business purposes.
9.2 Software Updates: Employees must install all security updates and patches on their cell phones in a timely manner.
9.3 Reporting Security Incidents: Employees must report any suspected security breach, lost device, or unauthorized access to [IT DEPARTMENT NAME OR CONTACT] within [NUMBER] hours.
9.4 Remote Wipe: The employee consents to the remote wiping of company data from any cell phone used for business purposes upon termination of employment or upon request by [COMPANY NAME].
9.5 Third-Party Applications: Employees must not install third-party applications that compromise company data or security without approval from [IT DEPARTMENT NAME OR CONTACT].

10. EXPENSE REPORTING AND DOCUMENTATION
10.1 Expense Reports: Employees must submit cell phone expense reports using the company's expense reporting system, [EXPENSE SYSTEM NAME], by [EXPENSE REPORT DEADLINE].
10.2 Receipts: Employees must retain and submit receipts or billing statements for all reimbursable expenses.
10.3 Audit: [COMPANY NAME] reserves the right to audit cell phone usage and expense reports for compliance with this policy.
10.4 False Claims: Submission of false or fraudulent expense claims may result in disciplinary action, up to and including termination of employment.

11. COMPLIANCE WITH LAWS AND REGULATIONS
11.1 Applicable Laws: This policy shall be administered in compliance with all applicable federal, state, and local laws, including but not limited to [APPLICABLE LAWS, E.G., FLSA, STATE LABOR CODES].
11.2 Tax Compliance: [COMPANY NAME] shall comply with all tax reporting and withholding requirements related to stipends and reimbursements.
11.3 Recordkeeping: [COMPANY NAME] shall maintain records of cell phone stipends and reimbursements as required by law.

12. TERMINATION AND OFFBOARDING
12.1 Return of Company Property: Upon termination of employment, the employee must return all company-issued cell phones and accessories within [NUMBER] days.
12.2 Final Stipend or Reimbursement: The employee shall receive any unpaid stipend or approved reimbursement for business use incurred prior to the termination date, subject to the terms of this policy.
12.3 Remote Wipe: The company shall remotely wipe all company data from the employee's cell phone upon termination.
12.4 Continuing Obligations: The employee's obligations regarding confidentiality, security, and data protection survive termination of employment.

13. POLICY VIOLATIONS AND DISCIPLINARY ACTION
13.1 Violations: Failure to comply with this policy may result in disciplinary action, up to and including termination of employment.
13.2 Examples of Violations: Violations include but are not limited to:

13.2.1 Using a cell phone for illegal purposes.

13.2.2 Failing to secure company data.

13.2.3 Submitting false expense claims.

13.2.4 Failing to return company-issued devices.
13.3 Investigation: [COMPANY NAME] shall investigate alleged violations in accordance with its standard investigation procedures.
13.4 Disciplinary Action: Disciplinary action shall be determined by [HR DEPARTMENT NAME OR CONTACT] and [APPROVING MANAGER NAME AND TITLE] based on the severity of the violation.

14. ACKNOWLEDGMENT AND CONSENT
14.1 Employee Acknowledgment: By signing below, the employee acknowledges that they have read, understood, and agree to comply with this Remote Work Cell Phone Policy.
14.2 Consent to Monitoring: The employee consents to the monitoring of business-related cell phone usage as described in Section

8.
14.3 Consent to Remote Wipe: The employee consents to the
remote wiping of company data from their cell phone as described in Section

9.
14.4 Receipt of Policy: The employee confirms receipt of a
copy of this policy.

15. SIGNATURES
15.1 Employee Signature: _________________________________________ Date: [DATE]
15.2 Employee Printed Name: [EMPLOYEE NAME]
15.3 Employee Job Title: [JOB TITLE]
15.4 Employee Department: [DEPARTMENT NAME]
15.5 Employee Phone Number: [EMPLOYEE PHONE NUMBER]
15.6 Employee Email Address: [EMPLOYEE EMAIL ADDRESS]
15.7 Approving Manager Signature: _________________________________________ Date: [DATE]
15.8 Approving Manager Printed Name: [APPROVING MANAGER NAME AND TITLE]
15.9 HR Representative Signature: _________________________________________ Date: [DATE]
15.10 HR Representative Printed Name: [HR REPRESENTATIVE NAME AND TITLE]

16. APPENDICES
16.1 Appendix A: Cell Phone Policy Enrollment Form
16.2 Appendix B: Cell Phone Reimbursement Request Form
16.3 Appendix C: Remote Work Cell Phone Policy Acknowledgment Form
16.4 Appendix D: Company-Issued Device Receipt and Return Form
16.5 Appendix E: Stipend Payment Schedule

END OF POLICY
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