
SP 3-125b 
Page 1 of 2 

COLORADO COMMUNITY COLLEGE SYSTEM 
 

SYSTEM PRESIDENT’S PROCEDURE 
 

CELLULAR PHONE, PDA DEVICE AND AIRCARD USAGE 
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Approved: 
 
________________________________ 
Nancy McCallin, System President 
 
Application: 
This procedure applies to the central System staff employees. 
 
Basis: 
In conducting System business, employees sometimes find it necessary to use a Cellular 
Phone, PDA Device or AirCard. The following procedure shall govern the use of Cellular Phone, 
PDA Devices and AirCards that are owned by the System. 
 
Availability of Cellular Phone, PDA Devices and AirCards: 

A. System staff may use operating funds to purchase state-issued Cellular Phone, PDA 
Device and AirCard as provided below for use in conducting System business. 

B. System staff may at times use personal Cellular Phone, PDA Device or AirCard to 
conduct System business. 

 
The employee can request reimbursement for such use by submitting a copy of their phone bill 
on which the business calls can be documented. The regular travel expense reimbursement 
request form should be used. 
 
PROCEDURE  
Guidelines for Purchase 
In order to use operating funds to purchase a state-issued Cellular Phone, PDA Device or an  
AirCard, the following guidelines must be followed: 
 

A.  The employee must obtain written permission from his/her Vice President. The Vice 
President should determine that the state benefits by purchasing a Cellular Phone, PDA 
Devices or AirCard for the employee. Circumstances such as the amount of time an 
employee spends traveling and/or the need to contact an employee quickly should also 
be considered.  
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B.  The employee shall acknowledge receipt of a copy of this procedure prior to being issued 
the Cellular Phone, PDA Devices and AirCards. 

C.  Employee/Department will submit approval with copy of SP3-125b attached to IT 
Department for processing.   Selection of vendor will be done in consultation with the IT 
Department. 

 
Employee’s Responsibilities 
By using the State purchased Cellular Phone, PDA Devices and AirCards, the employee agrees 
to: 

A. Use the Cellular Phone, PDA Devices and AirCards to conduct state business only with 
only limited and incidental personal use. 

B.  Reimburse the state for all costs associated with personal use by attaching a check to 
the Cellular Phone, PDA Device and AirCard bill when it is presented for payment. 

C.  Make reasonable efforts to safeguard the Cellular Phone, PDA Devices and AirCards.  
D. Make reasonable effort to avoid late charges by promptly presenting all invoices for 

payment as soon as received by the employee or the department. 
 
Any violation of above use requirements may lead to the cell phone, PDA device or Air Card to 
be revoked. 

 
APPROVAL: 

Employee Requesting Cell Phone/PDA Device/AirCard:  
 

   

Print Name 

 

Signature 
 

Date 

 

 
( Check one) 

  CELL PHONE               PDA DEVICE    AIRCARD 

 

Vice President’s Approval: 

 
   

Signature 

 

Date 
 

Return the approved request  to Alice Dall, IT Department,  
1059 Alton Way‐Bldg. 758, Denver (303) 595‐1570 

 


