A board resolution to enact this policy should be made before distribution to employees.
This cell phone policy is being implemented for the _____Council Name,  Boy Scouts of America to comply with the IRS accounting and reporting guidelines.  

Councils should choose their method of reimbursement and then use one or more of the paragraphs below or write their own.

A. Employee-owned device
Reimbursement for business usage - Any request for reimbursement related to the business use of such a device must be supported by a service invoice for the device.  Only business-related usage is eligible for reimbursement. In order to be considered for reimbursement, each individual business use (a phone call, an e-mail message, or a text message) must clearly include the following documentation: date, time, person contacted, business relationship of the person contacted, and business purpose of the contact.  Notations on the submitted invoice such as “All business” or “No personal use” are not acceptable documentation.  Providing business use is properly documented, determine a reasonable allocation of the service cost as between business and personal use and submit the business portion only for reimbursement through the regular monthly expense reporting process.

 Flat fee reimbursement – the council will reimburse approved employees for use of their personal cell phone at the rate of $____ per month.  The request for reimbursement should be included on the monthly expense report. 

B. Company-paid device
If you have been assigned a company-paid personal communication device, the company will pay the invoice directly for the service cost of the device.  You will pay income and employment taxes each month equal to the value of the base service cost plus 15 percent to cover taxes and regulatory fees.  These taxes will be withheld from your paycheck and the appropriate portion will be included on each of your paychecks.  For company-paid devices, you are not required to document business usage as noted above.

  

