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1. Introduction

This document outlines the policy surrounding the Communication Account Charges that the Division of Information Technology imposes on all Faculties and Divisions of the University for the provision of communication services.
2. Scope
Pertains to charges and charging management in relation to the provision of the following services.
· Connection of a device to the University data network. (PC, Laptop, Printer, etc)
i. Monthly network access levy.

ii. Device data charges.
· Provision of a telephony service (Phone, Fax, IP/Soft phone, etc)
i. Monthly line rental
ii. Call charges
· Individual user internet access

i. User data charges

3. Objectives

· To provide a clear understanding of what services are included in the Communication Accounts Charges.
· Outline the responsibilities of the Division of IT and budget centre managers (or their delegate) when dealing with the Communications accounts system.
4. Timing

Applies form January 1, 2008 
5. References

DIT charges Document – outlining rental charges for Data and Phone as well as call and data usage charges.  
6. Responsibilities

· It is the responsibility of DIT staff involved in the registration of a device on the network to ensure the device is registered with the correct cost code / account code..
· It is the responsibility of DIT staff involved in the setup of a telephony service to ensure the device is registered with the correct cost code / account code.
· It is the responsibility of budget centre managers (or their delegate) to    provide cost code information when requesting adhoc user access.  This is used for charging user internet data.

· It is the responsibility of cost centre managers (or their delegate) to check monthly account statements and ensure that the charges on the account relate to devices and staff that they expect and are prepared to pay for.

· It is the responsibility of cost centre managers (or their delegate) upon finding a device or user charge on their account that they no longer wish to pay for, to use the comms-services self help web page to transfer the charge to the appropriate cost code after consultation with the manager of that cost centre. http://comms-services.csu.edu.au  
· It is the responsibility of DIT to respond to problems relating to charging and make recovery adjustments where appropriate if an error outside the control of a cost centre manager has occurred.

· It is the responsibility of DIT to process monthly accounts and have them distributed to cost centre managers.

· It is the responsibility of DIT to set charges.
7. Method

· Devices are to be added by DIT staff using the netreg interface. http://networks.csu.edu.au/netreg/netreg.pl 
· Any device added or modified is to have the appropriate cost code associated with it.

· Accounts are processed monthly and sent to cost centre managers by email.  

· Cost centre managers are able to use the comms-services self help web interface to check and modify details or an account

· Cost centre managers requiring devices or usernames to be removed from their cost centre are to use the comms-services self help web interface.

· Cost centre managers needing assistance or reporting a problem are to log an incident with the IT service desk.
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