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Introduction

This policy is to comply with IRS regulations regarding employee use of state-owned property
for personal use. The policy applies to all employees who have been required by the University
to carry a wireless device so as to be available to the University while away from campus and/or
to use a wireless device as an integral, non-optional tool in performing their assigned duties.
Examples of wireless devices are cell phones and personal digital assistants.

The decision of whether an employee is required to be available while away from campus or to
use a wireless device while performing assigned duties is entirely up to his/her MPP
administrator. The administrator and employee will complete a mandatory authorization form
(California State University, Stanislaus Wireless Devices Authorization Form) that provides
specific information concerning the required device type and usage.

The policy does not apply to employees who may occasionally use personal wireless devices for
work-related uses (e.g., use of personal cell phone for a work related call). If the occasional use
has a cost, and the employee is able to support that cost with the appropriate invoice
documentation from the service provider, with department approval the employee may submit a
claim for reimbursement for that particular and specific use of the employee’s personal
equipment.

Compliance with Tax Law

The IRS tax code characterizes wireless devices as “listed property” which imposes stringent
detailed recordkeeping requirements particularly if there are components of business and
personal use. Under the tax regulations, deductions for expenses attributable to the business use
of wireless devices are disallowed unless it can be substantiated by adequate records. In
addition, this substantiation rule does not permit an employer to adopt “de minimis” personal use
policies. Relevant tax codes are: Internal Revenue Code (IRC) §280F(d)(4)(A)(v), IRC
§274(d)(4), Treasury Reg. §162.2, Treasury Reg. §1.274-5T(e)(general), Treasury Reg. §1.274-
5T, IRC §274(d), Treasury Reg. §1274-6T(2)(2) and 1.274-6T(a)(3)(general).

Two Options for CSU Stanislaus Employees

For those employees who have been assigned to carry such a device, the university offers two
options. The decision regarding which option to use will be determined by the employee and
his/her administrator. The administrator and employee will indicate which option is chosen by
annually completing the California State University Wireless Device Authorization Form.
However, if an agreement cannot be reached, the default option will be the University-owned
device (Option One) which prohibits personal use (IRS Policy).
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Option One; University-Owned Device

The University department has or will establish contracts with the service provider(s), or
use an existing University contract, for each device type.

The use of the device is for business use only. Personal use is prohibited. Personal use
will result in cancellation of the service and the employee must immediately return the
device and pay for past personal usage.

Employees will be required to certify on each monthly bill that there was no personal use.

Option Two: Personally-Owned Device

The university will provide expense allowances for/toward (a) acquisition of the initial
device and (b) for/toward service fees. The amounts are determined by the administrator,
based on his/her judgment of the type of wireless device warranted (e.g., phone or
phone/PDA). The administrator may not use this expense allowance as a salary
supplement. If the employee disagrees with the amount, the administrator will requisition
a university-owned device, as detailed in Option One.

In accordance with IRS regulations, the expense allowance will be reportable as taxable
W-2 income, and is not repayable to the university, unless the employment relationship is
severed. :
As long as the provider’s plan supports and is compatible with the business-related use by
the university, the employee may choose the device and the service plan he/she wishes to
use. The arrangement is between the employee and the provider; the university is not
involved in the contract with the provider. However, the employee may elect to consult
with Procurement to determine discounts available to individuals from service providers
of University-owned devices and plans, as those discounts may be significant.

Device: An expense allowance toward the cost of acquiring the initial device will be paid
to the employee. The maximum expense allowance will be determined annually on the
California State University, Stanislaus Wireless Devices Authorization Form. The
replacement of a device for which an allowance has been provided will be the decision of
the employee’s MPP administrator. The employee may upgrade the device at his/her
own cost.

Monthly Service Charges: The expense allowance for/toward service fees will be paid on
an annual basis and will be reported as income on the employee’s W-2 each year. No
stipends will be paid between October 15 and December 31 of any calendar year due to
W-2 reporting requirements. If an employee separates before the end of the year for
which payment was received, the employee will return the unused portion of the stipend
and the W-2 for the calendar year of the refund will reflect the reduced amount. The
employee need not provide documentation of business vs. personal use. The amount for
monthly service charges will be determined annually on the California State University,
Stanislaus Wireless Devices Authorization Form.

Exceptions: An administrator may request an exception to the above limits, if an
exception is necessary to support unusual usage. These requests must be supported by
plan and cost documentation and approved by the division’s vice president and by the
University CFO (or designee).

Because this arrangement is consistent with the absence of a requirement to report
business vs. personal use, no further expense allowances or reimbursements pertaining to
wireless devices will be made.

Cost of changes in phone numbers are the employee’s responsibility, unless required by
action of the University.
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CSU, STANISLAUS WIRELESS DEVICES AUTHORIZATION FORM

This Wireless Device Usage Policy applies to employees who have been required by the University to carry a wireless device so
as to be available to the University while away from campus and/or to use a wireless device as an integral, non-optional too! in
performing their assigned duties. The decision of whether an employee is required to be available while away from campus or to
use a wireless device while performing assigned duties is entirely up to his’/her MPP administrator. Completion of this form is
required annually. Stipends will be issued once per year upon submission and approval of this form.

UNIVERSITY EMPLOYEE INFORMATION:
Date of Request: Calendar Year:

Employee Name: Employee ID #:

Position/title:

Campus Telephone Number (extension):

CSU Stanislaus Department: and Chart Field String (fill in below)

Account: Fund: Dept: Program: Class
Administrator Name:

Wireless Device/Usage Justification: Provide specifics about the particular responsibilities that can only be
accomplished with this wireless device. “Used for business purposes” is insufficient justification.

Option I: University-Owned Device (1 Sign below and attach this form to purchase documents.

I have read, understood, and agreed to “CSU Stanislaus Policy Regarding Wireless Devices for Business

Use.” I understand that the device is used SOLELY for business purposes. No personal use of the device

is permitted. I will certify each month’s bill attesting that no personal use has been made of the device.
Employee Signature: Date:

Administrator Signature: Date:

Attach a copy of the service provider contract.

Option II: Personally-Owned Device (O (Complete items below)
Personal device acquisition and use:

Device Allowance: O Phone (up to $100) O Phone/PDA (up to $300)
Annual Service plan allowance (domestic only) (3 Phone (up to $480/year)
O Phone/PDA (up to $840/year)

Sign and attach this form to Direct Pay form for reimbursement.

Terms: [ have read, understood, and agreed to "CSU Stanislaus Policy Regarding Wireless Devices for
Business Use.” I understand that the device acquisition reimbursement and service plan expense stipend
will be paid yearly in advance and be reported as taxable W-2 income.

Employee Signature: Date:

Administrator Signature: Date:
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From: Filomena Wojciechowski

Sent: Monday, September 24, 2007 11:02 AM

To: Alison Wolz; Amin Elmallah; Amy Thomas; David Klein; Diane Feneck; Hildy Heath; Jean
Grech Conde; Jennifer Humphrey; Jessi Reyes-Murray; Juan C. Morales; Julie Benevedes; Julie
Fox; Larry Peters; Mariette Araya; Marjorie Jaasma; Mary Kobayashi Lee; Mary Stephens; Melissa
Borrelli; Melody Maffei; Michelle Legg; Milton Richards; Raul Alcala; Reggie Thompson; Robert
Bechill; Robert Gallegos; Robert Harris; Robert Pecot; Roger Pugh; Stacey Morgan-Foster; Steve
Jaureguy; Ted Wendt; Tiffani Burns; Val Heckendorf; Victor Whiteside; Brian Cypher; Brian
Duggan; Carl Bengston; Carl Brown; Carl Whitman; Carol Castillo; Carolyn Stefanco; Charles
Holmberg; Christine Hollister; Cliff Bailey; Clyta Polhemus; Daniel Berkow; Daryl Moore; Dave
Hamlett; Diana Demetrulias; Francisco Barron; Gary Novak; Jane Bruner; Jill Tiemann-Gonzalez;
Jim Phillips; Julia Fahrenbruch; Julia Reynoso; Kathleen Silva; Kirstin Wolfe; Kristin Olsen; Lauren
Gee; Lee Bettencourt; Lee Renner; Lisa Bernardo; Louisa Herrera; Matthew Lloyd; Matthew
Sanchez; Nancy Havens; President; Rebecca Phillips Abbott; Roger McNeil; Scott Phillips; Stephen
R. Thomas; Tina Lent; Travis Key; Vadon Mcllwain; William Covino

Subject: Wireless Device Policy notice to managers

NOTICE TO ALL UNIVERSITY MANAGERS

The attached policy has been executed by the President and should be put into effect
immediately. The Wireless Device Policy was written to comply with IRS regulations
regarding employee use of state-owned property for personal use. The policy applies to
all employees who have been required by the University to carry a wireless device so as
to be available to the University while away from campus and/or to use a wireless device
as an integral, non-optional tool in performing their assigned duties. Examples of
wireless devices are cell phones and personal digital assistants.

The decision of whether an employee is required to be available while away from campus
or to use a wireless device while performing assigned duties is entirely up to his/her MPP
administrator. The administrator and employee will complete the mandatory
authorization form (California State University, Stanislaus Wireless Devices
Authorization Form) that is the last page of the policy. This authorization form provides
specific information concerning the required device type, usage, and stipend to be paid to
the employee (if any).

The policy does not apply to employees who may occasionally use personal wireless
devices for work-related uses (e.g., use of personal cell phone for a work related call). If
the occasional use has a cost, and the employee is able to support that cost with the
appropriate invoice documentation from the service provider, with department approval
the employee may submit a claim for reimbursement for that particular and specific use
of the employee’s personal equipment.

If you have questions please call Financial Services, 667-3063.

Mary Stephens, Vice President, Business & Finance



