UF Smathers Libraries

Wireless Device Allowance Policy

The University of Florida Smathers Libraries requires that employees in certain positions use
their personal cell phones on a regular and consistent basis for their job duties. For this reason,
the Libraries have elected to provide individuals in these positions with a monthly wireless
device allowance. Effective July 1, 2024, the amount of this wireless device allowance will be
$100 per month for employees requiring a cell phone based on the expectation of their position.

The monthly rate is intended to cover the estimated costs associated with business use and is not
intended to cover the total cost of the service plan, since it is understood that the device will also
be for personal use.

There will also be an allowance of $60 per month for individuals who currently have cell phones
but whose positions do not meet the criteria for the $100 per month allowance. This $60 per
month allowance will expire on June 30, 2025.

Criteria

The Libraries has identified the job duties, expectations, and responsibilities that require a
wireless device allowance.

e Employees in positions that are expected to make and answer business-related emails or
phone calls throughout the business day and may not have access to their assigned work
computer and office phone during this time (e.g., facilities personnel and some Library IT
support staff).

e Employees in positions that are expected to answer phone calls from department
employees and respond to emails outside of business hours (e.g. night supervisors in
branch libraries, senior administrators).

These criteria exclude positions where employees serve on periodic on-call rotations and/or
have use of a departmentally owned mobile device. This also excludes those who may
receive the occasional call in an emergency.

The Libraries will evaluate the suitability of the Wireless Device Reimbursement on a positional
and case-by-case basis using the duties and responsibilities of the potential recipient as they align
with the above criteria. Changes in an employee’s duties may result in the removal of the
reimbursement.

The Libraries also recognizes that staff may choose to utilize their personal mobile
phones/devices for work-related purposes even when not required to do so. While we appreciate
this commitment, this is not a qualification for a wireless device allowance.



Employees Responsibilities

Employees who receive a wireless device allowance are responsible for:
1. Completing an annual Wireless Device Reimbursement Request form
2. Providing the university with current phone number of the communication device
3. Notifying the department head if device use is no longer necessary for the performance of
employee’s job responsibilities
4. Adhering to the University’s mobile device security policies

Process

Employees receiving a cell phone allowance will be required to complete a Wireless Device
Reimbursement Request Form, approved by the dean or an associate dean through whom they
report. This form will document the business need for the phone allowance and will provide all
necessary information and signatures to ensure compliance with University of Florida directives.
This form will need to be completed annually for each fiscal year (July 1 — June 30).

Reason for Policy

Cell phones and similar wireless communication devices have become commonplace and are
now often necessary for staff to carry out their responsibilities in an effective and efficient
manner. The cost of providing phones and other devices for business use is significant and needs
to be properly managed to conform to university guidance. Additionally, such items are subject
to scrutiny by the Internal Revenue Service (IRS) and other auditors who would look for
assurance that the costs incurred for cell phone use are required for employees to perform their
job duties.

Resources

UF Telecommunications Directive

Mobile Device Security Policy
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