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1. POLICY STATEMENT 

The Cell phone and 3G/DATA policy is aimed at ensuring that there is an effective and efficient management of the Agency’s Cell phones and 3G/DATA.

2.	PURPOSE
The purpose of this policy is to provide guidelines regarding the management, maintenance and lay down fair criteria for allocation of Cell phone and 3G/DATA’s

3.	SCOPE OF APPLICATION

The policy applies to management levels and qualifying officials of the Agency depending on the responsibility attached to the post. 

4.	STATUTARY AUTHORISATION

The directives contained in this policy are issued in accordance with but not limited to the provisions of Treasury Regulations Chapter 8, and Section 95(a) of the MFMA. 

5.	PRINCIPLES

The following guiding principle should be observed during the implementation of this policy:

· The CEO and Senior Managers automatically qualify for a cell phone.
· The CEO and Senior Managers automatically qualify for a 3G/DATA, not unless the individual employee is using a desktop computer.
· The utilisation of Cell phone and 3G/DATA for official purposes is considered to be a working tool in executing official duties and this shall not be a right.  The awarding of Cell phone and 3G/DATA shall be absolutely essential for the Agency.
· The Chief Executive Officer shall decide on the allocation of a Cell phone and 3G/DATA contracts upon receipt and evaluation of the motivation on the application form.  
6.	POLICY PROVISION AND PROCEDURE:
6.1	Acquisition
The application for the Cell phone and 3G/DATA must be properly motivated and recommended by the relevant Senior Manager and the MANAGER: FINANCE.

An application shall consist of the following:

· A reason for the request of a Cell phone 
· The necessity that the user should at all times be available and in contact with staff and customers/stakeholders.
· Why the Cell phone and 3G/DATA would be the most economical and practical communication instrument?
· Was it budgeted for?  The availability of funds in the budget.

6.2	Contract
Every employee who qualifies for Cell phone/3G/DATA must sign an agreement before being issued with Cell phone/3G/DATA

UEDA shall enter into an agreement with the Service Provider on behalf of the Cell phone/3G/DATA user and will be responsible for the payment of the accounts on a monthly basis.  The Agency shall pay the Subscription fee, CLIP and Itemized billing as well as the permissible airtime limits.

Copies of the signed contracts shall be kept by the person responsible for Supply Chain Management (Asset Management) 


6.3	Permissible Limits on Allowances

The scale provided below consists of amounts that are all inclusive:






Cell phone:

	EMPLOYEE’S RANK
	MAXIMUM AMOUNT PER MONTH
	QUALIFICATION

	Chief Executive Officer
	R 1 800.00
	Automatic 

	Senior Managers
	R 1 500.00
	Automatic

	Officers/ Project Managers/Other
	R 500.00
	Application Needed



3G/DATA:

	EMPLOYEE’S RANK
	MAXIMUM AMOUNT PER MONTH
	QUALIFICATION

	Chief Executive Officer
	R 500.00
	Automatic

	Senior Managers
	R 400.00
	Automatic

	Officers/Project Managers/Other
	R 250.00
	Application Needed



6.4	Airtime Limits 

Airtime limits are subject to review by the Chief Executive Officer (or by the Chairperson in case of the CEO) when so deemed necessary

When the airtime charges have exceeded the permissible limits as indicated above, the Splitting Billing Model by the service provider shall be implemented, where the users shall be held responsible for the excess call charges on their accounts and exceeded amount shall be deducted directly from individual personal account for all exceeded calls by the service provider

Where applicable and on written request of the Chief Executive Officer, a soft lock will be arranged with the Service Provider to enforce the limit.  However, it remains the official’s sole responsibility to ensure that he/she is not exceeding the limit.

6.5	Deviations

The Chief Executive Officer (or Chairperson in case of the CEO) may grant a deviation from above limits:

· If reasons for the circumstances which lead to exceeding of the limit have been provided; and

· If proof of availability in the budget is provided

· A copy of the approval in that regard must be submitted to the Finance Department for filing and audit purposes

6.6	International Calls

International roaming is for officials travelling abroad and must be activated on the day the official leaves the country and after approval has been granted by the Chief Executive Officer (Chairperson in case of the CEO) or relevant authority.  Only official international calls made will be paid.  A limit of three (3) private calls per week no longer than 10 minutes per call is permitted for users to contact family. 

6.7	Cell phone Disposal
At the end of the contractual term, the user will be given an option to purchase the Cell phone at market value obtained from the service provider.
6.8	Personal Calls
It is expected that employees would from time to time use their company cell phones for private phone calls but to prevent abuse random spot checks shall be conducted by responsible Divisional Heads to ensure that this tool of trade is not abused and that it is mainly used for business purposes.

7.	GENERAL 
7.1	Monthly Accounts
Cell phone and 3G/DATA accounts will be dealt with as follows:
· On receipt of the monthly Cell phone/3G/DATA accounts, the Finance Department will make copies of the relevant accounts. These copies will be forwarded to the employees concerned for approval.	
· The account must be certified and submitted to the Finance Department within 7 days after receipt. 
· In the case of a Cell phone, private call costs shall be declared in the account for recovery purposes. Money for private calls will be deducted from the salary of the employee.
· When calculating the costs, employees must keep in mind that the cost as shown on the itemized bill does not include the 15% VAT.  It is therefore necessary to add 15% to the total amount for official and private calls.
· If an employee neglects to return the certificate or to pay the money for private calls within 30 days after receipt of the account, the Cell phone will be soft locked till the account has been updated.
7.2	Allowance Withdrawal
The Chief Executive Officer may in the event of the following withdraw the Cell Phone and 3G/DATA device.
· Continued abuse or misuse of the Cell phone/3G/DATA
· If the Chief Executive Officer or the Senior Manager is of the opinion that no need exists for the continued use of the Cell phone/3G/DATA.
7.3	Maintenance of Equipment
Batteries and Chargers will be replaced at the cost of the Agency provided that the responsible Senior Manager is satisfied that the equipment was not misused.
Damaged or faulty Cell Phones/3G/DATA must be reported in time and under no circumstances shall employees temper or attempt to make any repairs to the cell phones.
If a Cell phone/3G/DATA needs to be repaired or a battery needs to be replaced, the employee must contact the office of the MANAGER: FINANCE to make the necessary arrangements.
The employee will be responsible for delivery of the equipment to, and collection from the supplier.
For payment of the above, a TAX INVOICE signed by the Senior Manager concerned, is required. A cost done must be supplied in order to process the payment.
7.4	Loss, Theft or Damage
Loss/Damage through negligence will result in the employee being responsible for the full replacement and ancillary costs of replacing the same or similar handset/data card.
If a Cell phone and 3G/DATA device is lost or damaged, the employee shall report such a loss or damage immediately to the MANAGER: FINANCE.
If the loss or damage is due to the negligence of an employee, an employee must pay the insurance excess.
The MANAGER: FINANCE will on request by the section concerned, arrange for the cell phone to be replaced.
In case of loss or damage through carelessness or negligence the MANAGER: FINANCE must recover the loss and take steps against such a person in terms of HR Policy
In the event of robbery or theft of the Cell phone/3G/DATA, an employee must report it to:
· The South African Police Services, who will supply a case number of the reported case, and
· The MANAGER: FINANCE by completing the relevant form in order to register an insurance claim.
7.5	Suspension

3G/DATA and all Cell phone facilities will be suspended when employees are placed on suspension for purposes of the investigation of any misconduct.

7.6	Termination of Service
When an employee’s service is terminated (resignation, disability, retirement, etc) the allocated Cell Phone/3G/DATA and accessories must be returned to the immediate Manager.

8.	POLICY REVIEW

The Policy shall be reviewed as and when necessary.

9.	APPROVED BY:

	NAME
	SIGNATURE
	DESIGNATION
	DATE


	MR S SHABALALA

	

	CHAIRPERSON: BOARD
	




1

