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	IMPORTANT INFORMATION/NEW GUIDELINES: REGARDING USE OF COUNTY BLACKBERRIES, IPHONES AND CELLULAR PHONES
This FYI replaces FYI 10-54 (REV 2), Important Information/New Guidelines: Regarding Use Of County Blackberries and Cellular Phones, issued 09/27/10.  Please take note of the new and additional guidelines included in this revision.
This FYI is to advise staff of important updates on the use of County issued BlackBerry devices, iPhones and cellular phones (The term “County Issued Phone” includes both cellular phones, BlackBerrys and iPhones).
Staff shall adhere to the folowing:
1. County Issued Phones should only be used for County business calls. Emergency personal calls will require reimbursement from the assigned user. 

2. Phone bills for each County Issued Phone that indicate usage in excess of the base plan rate by $20.00 will be identified and forwarded to the appropriate manager with instructions to review the usage with the employee.  The employee must pay the costs incurred for usage determined to be personal.  Payment must be submitted to DCFS Accounts Payable within two weeks of the date indicated on the instruction letter issued by Accounts Payable.
3. Call forwarding to and from County Issued Phones is prohibited.  

4. Requests for changes to County Issued Phones must be submitted to DCFS Procurement Services in writing on a Procurement Request form (DCFS 250) with appropriate approval levels and signatures.  Verbal requests will not be accepted.  

5. Staff shall not make any changes to County Issued Phones.  Staff who make changes on their County Issued Phones without following proper procedures will be held liable for all costs associated with the change.  
6. Exchanging of County Issued Phones between staff and/or offices is a violation of DCFS Procurement policy and is prohibited.  
7. Reassignment of County Issued Phones is the responsibility of DCFS Procurement Services; staff are not authorized to reassign County Issued Phones.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |
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IMPORTANT INFORMATION/NEW GUIDELINES: REGARDING USE OF COUNTY BLACKBERRIES, IPHONES AND CELLULAR PHONES
8. Requests for a County Issued Phone for eligible staff must be submitted to DCFS Procurement Services on a DCFS 250 with appropriate approval levels and signatures.  

9. To receive a County Issued Phone, the approved eligible staff person must complete and sign a Mobile Telecommunications Equipment Agreement form, which indicates that they received the County Issued Phone as approved.  

10. Staff who are assigned a County Issued Phone are responsible for their specific phone until it is returned to DCFS Procurement Services.  

11. Staff who is assigned a County Issued Phone must immediately report the loss or theft of their County Issued Phone to DCFS Procurement Services and to their respective manager/supervisor.  DCFS Procurement Services will cancel or suspend lost or stolen County Issued Phones immediately to avoid fraudulent calls.  

12. Staff who fail to report the loss or theft of their County Issued Phone will be responsible for all costs incurred for non-County business calls associated with the lost or stolen County Issued Phone.  

13. DCFS Procurement Services no longer issues group phones.  Each County Issued Phone must correlate to an employee’s name, employee number, etc.  

14. Limited text messaging is approved on County issued cellular phone devices. The maximum text messages allowed for each device is 300, including incoming and outgoing text messages. 

15. County issued iPhones and Blackberry devices have unlimited text message allowance.
16. Directory assistance (4-1-1) usage is rising on a monthly basis and costing the Department/County a considerable sum of money.  To minimize this cost, the Department is requesting staff to call 4-1-1 only when it is absolutely needed and only for County related calls.  Accounts Payable section will monitor the usage of 4-1-1 calls on a monthly basis.

17. Use of County Issued Phones for personal international calls is a violation of DCFS Procurement and County policy.  Staff are prohibited from using County Issued Phones to make personal international calls.  

18. Staff who violate policies, procedures, and guidelines regarding the use of County issued BlackBerrys, iPhone devices and Cellular phones may be referred to the DCFS Risk Management/Internal Affairs for investigation and recommendation for proper disciplinary action.  

19. Please note that the replacement costs for lost County Issued Phones are as follows: iPhone-4S $40.50, iPhone -5C $41.49, iPhone -5S $149.49, Black Berry $45.99 and Cellular Phone $18.89.
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