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I.  
BACKGROUND
In an attempt to reduce our long distance phone bill, all employees are directed to assure than any long distance phone calls made are work related.

II. POLICY

A. Phones in the Technical Services Section are available for use by department personnel (and citizens with the aid and approval of T.S.S. employees).  However, all long distance calls MUST be work related.

B. All long distance calls will be logged in a Long Distance Phone Log.  They are kept in the Records area, 311 and at the Headquarters Desk.  This includes calls made by non-Technical Services Section personnel.

III. PROCEDURES

A. The Long Distance Phone Log will be kept readily accessible in the Records area, 311 and at the Headquarters Desk.

B. Any T.S.S. employee making a long distance phone call will fully complete an entry in one of the Long Distance Log books.

C. Any employee who becomes aware of anyone using a T.S.S. phone to place a long distance call will advise the person of the above policy and direct the person to fully complete an entry in one of the Long Distance Log books.

D. The section secretary will do a monthly comparison of the phone log and the phone bill to insure compliance.  Reimbursement may be sought from the employee for non-documental and/or non-work related calls.

See attachment A – Copy of Long Distance Phone Log

�Note: This module is no longer applicable due to technological advancements in the telephone industry, basically module is outdated.






