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Introduction 
 

    The Financial Control Division recognizes that the so-
called “free minutes” granted under a cellular phone 
contract do have value. If an employee uses those minutes 
to conduct State business, and has authority to do so from 
his or her supervisor, the employee’s agency may 
reimburse the employee. This paper provides guidelines 
(standards) for making that reimbursement.   

 
Section 1. Calculating the Amount to 

Reimburse an Employee 
 
  

The reimbursement shall be calculated by 
multiplying the fixed fee for the free minutes by the ratio 
of the total number of minutes used to conduct State 
business over the total number of free minutes. For 
example, if the cellular contract provides 60 free minutes 
a month at a cost of $20 a month, and the employee 
used 30 of those minutes to conduct State business, the 
agency should reimburse the employee $10 (30/60 X 
$20), plus applicable taxes and surcharges. 

To receive reimbursement, an employee must 
provide a copy of his or her cellular phone statement. 
The statement must list calls in chronological order, 
itemizing all incoming and outgoing calls. The employee 
must clearly indicate on the statement those calls that 
were for State business and the name of the party 
called. 

If a statement includes charges for calls made 
under the cellular phone contract’s free minutes 
provision and charges for calls made in excess of those 
free minutes, an agency should calculate the 
reimbursement as follows: 1) calculate the 
reimbursement amount for the free minutes used, and 2) 
add the amount charged for the excess minutes used. 
Continuing our example from above, if the cellular 
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contract allows for a charge of $.30 a minute for excess 
minutes and the employee used ten excess minutes to 
conduct State business, then the agency would 
reimburse the employee $13 ($10 + 10 minutes X $.30), 
plus applicable taxes and surcharges. Under no 
circumstances should the State pay for excess minutes 
incurred for personal calls. 

Accordingly, this policy allows only for 
reimbursement of actual expenses. It does not allow, 
therefore, an agency to fabricate a rate (for example, by 
assuming all personal calls are free minutes and all 
excess minutes are attributable to the business calls). 
The rate an agency uses to reimburse an employee 
must be verifiable by reading the charges on the cellular 
phone statement. 

The following is an example of a cellular phone 
statement with the amount of reimbursement calculated 
to demonstrate the above policy, which is effective 
immediately. 
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Section 2. Use of Personal Cellular for 

 Business In General 
   

Beyond calculating the correct amount of 
reimbursement, agencies should closely scrutinize the 
use of personal cellular phones for State business to 
ensure that the use of the phones is in fact a benefit to 
the State and not a means of subsidizing an employee’s 
personal expenses. 
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