Division of Information Technology

Policy Document No:


	[image: image1.png]CHARLES STURT

UNIVERSITY

[*x]

X





	Title:

Policy for the Purchasing of   Mobile Phones 




	Version
	Version 7

	TRIM file number
	

	Short description
	DIT Policy for the Purchasing of Mobile Phones

	Relevant to
	

	Approved by
	Executive Director,

Department of Information Technology

	Responsible officer
	Executive Officer of Information Technology

	Responsible office
	Office of Executive Director of Information Technology

	Date introduced
	1 August 2006

	Date(s) modified
	20 September 2007

	Next scheduled review date
	20 September 2010

	Related legislation
	

	Key words
	


Policy for purchasing Mobile Phones
21.
Introduction


32.
Scope


33.
Objectives


34.
Timing


35.
References


36.
Responsibilities


37.
Method


68.
Author History


1. Introduction

University Mobile phone purchasing policy

2. Scope
This document covers the categories of mobile phones and the purchasing procedure.
3. Objectives

The objectives of this policy are to ensure that prospective purchasers are aware of the University’s requirements for the purchase of mobile phones.
4. Timing

Whenever a mobile phone is purchased
5. References
Nil
6. Responsibilities
The Executive Director, Division of Information Technology is responsible for the approval of unrestricted mobile phones.
The relevant Cost centre manager is responsible for the approval of restricted mobile phones.
7. Method
See Appendix 1 for guidelines for staff entitlement to communication equipment and services.
Service Connections

Currently the University has an agreement with Telstra who provide substantial discounts for rental and call charges.  Accordingly, all phones MUST be connected to Telstra under the NSW Government Rate Plan.  This will be done by DIT on your behalf.

Billing

The University receives a consolidated account for all mobile phones each month.  The account is paid by the University and recoveries from each cost centre made accordingly.

A copy of each phone’s calling details is forwarded to the user.

Definitions

Mobile Phone - Digital Cellular Mobile or G3 phone service
Unrestricted access - Call access allowing the user to initiate calls locally, nationally and internationally, when activated, and to receive calls.
Restricted access - Call access allowing the user to initiate calls to a restricted set of numbers) and to receive calls.

Primary Cost Centre Manager - As defined in the Administrative Manual Section E1 ‘Financial Delegations’ Typically Deans, Executive Directors, Principals, Pro Vice Chancellor(s), Deputy Vice Chancellor(s), Vice Chancellor.

Choosing a Mobile Phone

Currently the University supplies Digital GSM Mobile phones and G3 Mobile Phones.  

Additional items such vibrating batteries, data kits and fast chargers can also be supplied by DIT.

Installation of car kits can be organised through local service agents know by the Division of Information Technology.
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Appendix 1

CHARLES STURT UNIVERSITY

GUIDELINES FOR STAFF ENTITLEMENT TO COMMUNICATION EQUIPMENT AND SERVICES
	Line Item
	      Position
	Unrestricted Mobile Phone
	Restricted Mobile Phone
	Unrestricted Mobile Phone and Internet Access 

(by connecting a phone to laptop)
	Data Card 

(used to connect laptops to the internet)
	Blackberry
	Other Devices and Services 

(eg. ADSL connections, PDA’s etc)

	1
	Executive Level 3 and above
	
	
	
	
	
	Approval required

	2
	Executive Level 4 and 5 

(on the recommendation of Executive Level 3 or above)
	
	
	
	
	
	Approval required

	3
	All other staff

(on the recommendation of Executive Level 3 or above)
	Approval required
	
	Approval required
	Approval required
	Approval required
	Approval required


() indicates approval is automatically granted to obtain this device
Approval required indicates the joint approval of the Executive Directors, Finance and Information Technology is required to obtain this item
· All requests for the above devices should be logged with the Service Desk
· Where approval is automatically granted (indicated by ), the Service Desk request will be actioned through normal process

· For all other requests the Service Desk request will be sent to the Executive Directors of Finance and Information Technology for adjudication and approval
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