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The purpose of this Instruction Memorandum (IM) is to document Utah BLM policy and procedures concerning the management and use of government cell phones for users attached to the State and Field Offices.

Cell phones continue to be an integral component of BLM communications and operational support.  The procurement of cell phones and airtime charges associated with their use for official business in BLM are paid with government funds.   In Utah, it is our policy that the supervisors of individuals using government cell phones not only review the business need for their people, but also oversee cell phone use and expenditures on a regular basis.  Cell phones are not managed as a centrally funded program and as such, will be paid for directly from the user’s organizational funding.   To ensure consistent management, the current procedures now in effect are documented in the following:

A.  Cell Phone Procurement.  Once an individual has obtained approval from their supervisor to obtain a cell phone for official use, two steps are necessary to procure the phone:

(1) First, the employee must hold a government credit card issued by BLM to obtain a phone.  If the employee does not hold a government credit card, the supervisor will use their credit card.  All charges for the procurement of the cell phone and subsequent monthly airtime costs are processed against the individual’s government purchase card.  

(2) Next, the employee should contact Bob Richardson in the Utah State Office Division of Support Services, Administrative Services Branch (email or at ((801) 539-4175) for assistance.  The Administrative Services Branch maintains details on special plans and pricing available to State BLM employees and can assist in identifying which plan can work best to meet an individual’s specific requirements.  Once a plan is selected, the credit card number provided will be used by the Branch to order the selected cell phone.  When it is received, the card will 

also be used to activate the monthly account with the wireless carrier we have government contracts with.  In some cases, there may be a limited number of cell phones available within the 

Branch.  Those phones may meet your organizational needs.  If you elect to use one of these cell phones, the only charges against your government charge card will be for account activation and set up.

B.  Management Responsibility.  A key component of the State’s cell phone program oversight and management rests with the supervisor of those individuals using cell phones for official business.  In addition to approving employee requests to use cell phones, the supervisor also is:

(1) Responsible for reviewing monthly charges to ensure usage is consistent with the individual’s job requirements.

(2) Responsible for ensuring government cell phones are not being used for personal use except at the supervisor’s discretion.

Throughout the State a monthly review of cell phone use will be accomplished as part of the supervisor’s review and approval of their employee’s credit card statement.  In addition to monitoring use, the credit card statement allows both the employee and supervisor to monitor seasonal usage (fire season vs. off season, national vs. regional use, training/travel requirements in or out of the local area, etc.) on a regular basis to determine if a change between available plans is more cost effective.  Under our existing program, the Administrative Services Branch can often shift the employee between different plans to reduce the overall cost of the cell phone within an organization.

C.  Individual Responsibility.  Cell phones obtained using government funds are government property and provided to conduct BLM business.  Therefore:

(1) Cell phones should not be used for personal use except in case of special circumstances.  Employees must check with their supervisor to understand the guidelines and policies that are in effect for their organization before making personal phone calls.

(2) The individual employee is also responsible for ensuring cell phone charges (credit card charges) are processed in a timely manner.  Unless the inability to process cell phone charges occurs due to circumstances beyond the control of the individual, late or penalty charges will remain the responsibility of the individual.  Determination of whether or not the circumstances precluded timely payment of cell phone charges will rest with the employee’s supervisor.

(3) The individual employee is also responsible for monitoring the expiration dates on their government credit cards.  If a card is due to expire, notify the Administrative Services Branch of the change so the account can be adjusted.  This will prevent the account from being terminated or late charges from accruing if there is a delay in making the change.

(4) Safety.  Cell phones will not be used in an unsafe manner.  This includes while driving a motor vehicle, operating machinery or any other endeavor where distractions could lead to serious injury.

D.  Cell Phone Disposition/Turn-in.  If it is later determined a cell phone is no longer required for an individual due to a change in status (change in job, termination, transfer out of the Agency, etc.) the phone will be turned into the Administrative Services Branch and the account closed.  For those individuals checking out, turn-in is documented on the employee checkout form.

E.  Special Circumstances.  If cell phones should become unusable, lost, or stolen, please contact Bob Richardson in the Administrative Services Branch for instructions specific to your situation. 

This policy is effective immediately.  If you have any questions please contact either Bob Richardson, ((801) 539-4175) or Kit Collins, (801) 539-4173.) 
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