Lackland Independent School District

Receipt & Use of District (Cell Phone) Property



Guidelines: Lackland ISD has made available to you a district-owned cell phone, listed below. Specific approval must be obtained prior to removal of the assigned school district owned cell phone from LISD other than for official school activities. This cell phone is assigned to you for use in communication via voice, text, and other electronic features in support of your school district job. This receipt is to identify the cell phone and associated phone number and establish guidelines for its use.  You are to ensure the assigned cell phone is charged, secured, care for, and available for use. The cell phone remains the property of Lackland ISD and must returned upon request by authorized district administrators.
The district policy is that personal use of the district-owned cell phone is prohibited except in emergency situations. Personal use in emergency situation could include calling for assistance or returning a call to a family member when prompt communication is required. In the event that personal use occurs, the personal use shall be documented and submitted to your immediate supervisor within the next business day. According to the IRS, to be able to exclude the use by an employee from taxable income from employer-owned equipment, the employer must have some method to require the employee to keep records that distinguish business from personal use. Charges related to the personal use [if any] shall be subject to employment taxes, and will result in disciplinary actions. Note that a monthly report is provided by the carrier which includes all phone calls and other data resource uses. 
You are not to provide your assigned cell phone to non-district employees except for school district business purposes. 
I acknowledge that I have been assigned the equipment listed below for school business use only. I understand that personal use of the equipment is prohibited, that personal use [if any] must be documented and submitted to my immediate supervisor, and that charges related to personal use [if any] will be subject to employment taxes and may result in disciplinary actions.
	Equipment
	Model/Serial #
	Ph # (210)
	Condition
	Location
	Value

	Cell Phone

	
	
	(X)New (  )Good

(   )Poor
	
	$79.00

	
	
	
	(   )New (  )Good

(   )Poor
	
	

	
	
	
	(   )New (  )Good

(   )Poor
	
	


I agree that by signing this receipt that I am responsible for securing and providing reasonable care of the above listed resource and that you will abide by the guidelines identified above and other related Lackland ISD Policies. You are also advised to secure property insurance against loss or theft of the equipment while off campus.
Print Name: ___________________________

Date:______________________________
Signature: _____________________________

Campus/Dept: _______________________
Issued by: _________________________

Date: ___________________________
Copy distribution: Original – Issuer

Copy – Telephone Monitor
