Division of Information Technology

Policy Document No:


	[image: image1.png]CHARLES STURT

UNIVERSITY

[*x]

X





	Title:

Policy for Reimbursement of Broadband Connection 


	Version
	Version 6.1

	TRIM file number
	

	Short description
	DIT Policy for Reimbursement of Broadband Connection

	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 January 2005

	Date(s) modified
	19 October 2007

	Next scheduled review date
	19 October 2010

	Related legislation
	

	Key words
	


Policy for Reimbursement of Broadband connection
11.
Introduction


12.
Scope


13.
Objectives


14.
Timing


15.
References


16.
Responsibilities


27.
Method


28.
Author History


1. Introduction

This policy is to inform Executive staff members of the process to be reimbursed for the cost of linking broadband or the internet to the private homes of executives.
2. Scope
Deputy Vice-Chancellors, Pro Vice-Chancellors and Executives Level 1, 2 and 3.

3. Objectives

To outline the responsibilities of Executive staff and processes for reimbursement of linking broadband or the internet to the private homes of Executives.

4. Timing

Effective from 1 January 2005 until revoked.
5. References

Nil
6. Responsibilities

It is the responsibility of the Executive staff member to arrange the installation of broadband or additional data line to a private residence.  Under no circumstances is the installation to be in the name of the University, it is the personal responsibility of the Executive staff member to meet the installation and all call costs incurred through the line.

7. Method

The University will reimburse the Executive the sum of up to $600.00 per full calendar year (or pro rata if not employed for the full year) where an Executive arranges such installation.  The reimbursement will be processed on the submission of a “Reimbursement for Broadband or Additional Data Line Claim Form” by the Executive, attaching relevant copies of statements from the supplier of the service (where available).

Submissions for reimbursement should be lodged as early in the current year as possible, claiming the previous year’s charges.

This policy is not retrospective and only charges that have been incurred after 1 January 2005 will be reimbursed.
Supporting Documentation

Reimbursement of Broadband or additional Data Line Connection Claim Form hereunder.
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	REIMBURSEMENT OF BROADBAND OR

ADDITIONAL DATA LINE CONNECTION CLAIM FORM



Name:
…………………………………………..……………………...…………………….………………..
Position:
…………………………………………..……………………...…………………….………………..
Date:
…………………………………………..……………………...…………………….………………..
ISP Provider:
________________________________________________________________
Account Number:
________________________________________________________________
Type of Package:
________________________________________________________________
Email Address:
________________________________________________________________
I claim the sum of $……………….……… (maximum $600.00) being a contribution to the cost of broadband or an additional telephone line to my private residence for direct connection to Charles Sturt University to enable me to carry out my official duties from home.

…………..…………………………………..…
…………..…………………………………..…
Claimant
Authorised Officer

PAGE  
 Page 1 of 4

