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1.0    Policy

Telephone equipment and long distance costs for official state business are expenses of the state Judicial Branch. Telephones and cellular phones are provided to Judicial Branch employees for official business use and essential personal use. Cellular phones are issued when the benefit of such phones outweighs the cost. 

2.0    Appropriate Use of State Telephones

The use of state telephones must be limited to state business and essential personal calls.   Such calls must be kept to a minimum and not interfere with the conduct of Judicial Branch business. 

2.1 If an employee uses a state landline phone to place an essential personal long-distance call, the employee must charge the call to a personal credit card or must call collect.  Employees who inadvertently charge a personal long-distance call to a state phone must reimburse the state for the cost of the call. 

2.2 If an employee uses a state cellular phone for essential personal calls that result in an additional charge to the state, the employee must reimburse the state for these calls. 

3.0 Requirements for Issuing Cellular Phones
Cellular phones may be issued when the Financial Services Division determines it is more cost effective and efficient than landlines, pagers or state calling cards.  A cellular phone may be issued to an individual employee or a workgroup. 

3.1 
An employee may request a cellular phone when the employee:

a. Has a job that requires fieldwork where landline phones are not available or where a cellular phone is required for safety reasons;

b. Has a job that requires immediate or on-call availability; or

c. Has a job that requires travel and availability via the phone.

3.2 
Judicial Branch employees must use the existing state contracts for cellular phones unless there are compelling reasons to do otherwise.  The Financial Services Director must approve any exceptions to the state contracts. 

3.3
Requests for a new cellular phone must be approved by the employee’s supervisor or supervising judge.  The request must be submitted on the attached form to the Financial Services Division. Requests are subject to available funding. 

4.0   State Cellular Phones – Responsibilities 
4.1
Employees with a state cellular phone must:

a. Notify a supervisor immediately if the device is lost or damaged;

b. Avoid using the cellular phone while driving a motor vehicle on state business or do so in a safe and prudent manner;

c. Check monthly billing statements for errors or problems;

d. Reimburse the state for personal calls resulting in a charge to the state; 

e. Submit the monthly statement to a supervisor for approval; and

f. Return the cellular device when it is no longer needed or upon termination.

4.2  
Supervisors must:

a. Ensure that employees with cellular phones have read this policy;

b. Review individual phone assignments to ensure there is a continuing need for the assignments and the cost is justified; 

c. Review monthly statements for errors or problems; and

d. Submit the approved monthly statements in a timely manner.

5.0
Reimbursement of Private Cellular Phone Costs

The Judicial Branch may reimburse employees for approved use of private cellular phones for state purposes.   The reimbursement will be for verifiable costs in excess of the employee’s plan and other fees and taxes incurred as a direct result of the business use. 

5.1 
The Judicial Branch may also provide monthly reimbursement to employees, who are approved for a state-paid cellular device but have opted to use a personal phone for state business. The reimbursement is subject to approval and contingent upon available funding. The monthly fixed rate for reimbursement shall be the lowest rate defined on the state’s contract plan.  

6.0
References and Authorities

3-5-901(1)(i), MCA

Questions about this policy should be directed to Supreme Court Administrator’s Office at the following address:

Montana Supreme Court

Office of the Court Administrator

Room 315, Justice Building

215 North Sanders

P.O. Box 203002

Helena, Montana 59620-3002

Phone:  (406) 444-2621

MONTANA JUDICIAL BRANCH

CELLULAR PHONE REQUEST AND AUTHORIZATION FORM

Request Date: ___________________

Job responsibilities that justify issuing a cellular phone: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Select your preference below and initial on the line. 

_____  I would like a state-issued cell phone. 

_____  I would like to be reimbursed $15/month for use of my personal cell phone. It is my responsibility to submit a travel claim requesting reimbursement. I understand that I will not be reimbursed more that $15/month regardless of the amount of my phone bill. 

All employees assigned a cellular device or receiving reimbursement for using a personal phone are responsible for reading the policy and signing here. 

I have read the Use of Telephones and Cellular Phones (#760) and agree to its terms and conditions. In addition, I agree to follow all employee responsibilities as described in the policy.

Employee signature: ______________________ Date: ​​​​​​​​____________________

Supervisor’s signature: ____________________ Date: ____________________
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