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ORGANIZATION OF AMERICAN STATES

GENERAL SECRETARIAT

ADMINISTRATIVE MEMORANDUM No. 115

SUBJECT:  Policies and Procedures Regarding Cellular Telephones and Mobile  

                Communication Devices 

CONSIDERING,

That Executive Order No 05-03 Corr. 1, as revised by Executive Order No. 05-13, assigned to the Office of Technology and Information Services (“OITS”) in the Assistant Secretariat for Administration and Finance, responsibility for administrative matters related to the plans, policies, procedures, and standards governing the utilization of technology resources of the General Secretariat, including telecommunications,  voice, data, and video communication services and,   

That the requisition for and the use of all GS/OAS mobile communication devices such as cellular telephones, personal digital assistants (PDAs), and blackberries, etc. must comply with the policies and procedures established by OITS and also with GS/OAS’ procurement, budgetary, and financial rules.

THE DECISION:

1. To issue Policies and Procedures for the acquisition, use, and payment for cellular telephones and mobile communication devices; and

2. To revoke as of the date of this Administrative Memorandum any and all provisions contained in prior administrative issuances of the General Secretariat that are inconsistent with the Policies and Procedures attached hereto.

Frank Almaguer

Assistant Secretary 

Assistant Secretariat for Administration and Finance

Original: English

February 6, 2006

Attachment A: Policies and Procedures Regarding Cellular Telephones and Mobile Communication Devices 

Attachment B:  Mobile Communication Device Request Form
ATTACHMENT A
POLICES AND PROCEDURES REGARDING CELLULAR TELEPHONES 

AND MOBILE COMMUNICATION DEVICES

1. INTRODUCTION

1.1 The Office of Information Technology Services (“OITS”) has the responsibility of managing the relationship with vendors for all mobile communication and cellular phone services, including: 

a) the selection of qualified service providers and standards in accordance with GS/OAS competitive bidding requirements in coordination with the Office of Procurement (“OPS”); 
b) centralizing communication about billing and payment in coordination with the Department of Budgetary and Financial Services (“DBFS”); and 
c) supporting end users (hereinafter referred to as “User” or “Users”, as appropriate). 

1.2 The centralization of management for mobile communication and cellular phone services in coordination with OPS and DBFS is required in order to: 

· standardize mobile device equipment and services for the Organization 
· minimize operating costs; 

· ensure that the GS/OAS negotiates volume discounts and other savings;

· maintain clear lines of responsibility; and 
· ensure that adequate budgetary funding is reserved to cover the costs of these services.

1.3 The main contact for mobile services and other related communication issues is the OITS Network Applications and Communications Unit which is responsible for all communication services. All questions, comments, corrections, feedback and requests about new services should be routed through the online service request system to the OITS Network Applications and Communications Unit.

1.4 Detailed information about OITS policies, standards and procedures for communication services is available on the OAS Intranet.  Any updates or modifications to this information will be made through the OAS e-mail system and posted on the OAS Intranet.

2. POLICY

The following Policy centralizes the management of mobile communication devices and cellular phone services in the OITS, assigning to that Office full responsibility and authority for dealing with all aspects of the mobile communication and cellular phone services, subject to OITS’ compliance with GS/OAS competitive bidding and budgetary and financial rules. 

a) Other than OPS, OITS is the only other authorized area of the GS/OAS to contact vendors and service providers to request, initiate, change or terminate mobile communications and cellular phone services. Other than the OPS and OITS, no other GS/OAS area may acquire mobile communications or cellular phone services directly from vendors on behalf of the GS/OAS.  OPS will not process any purchase of mobile communication equipment without the prior written approval of OITS.  

b) The use of GS/OAS cellular telephone equipment is reserved primarily for official GS/OAS business. However, incoming non-collect calls, emergency notifications, and other calls of minimal duration and frequency which cannot reasonably be made in another manner, are permitted without cost to the User if the total monthly cost of the User’s non-official calls plus the cost of minutes used for official GS/OAS business calls do not exceed the User’s basic allowable charges for the month as set out in the selected service plan.  However, if a User’s monthly mobile or cellular charges exceed the User’s monthly allowable charges for that month, the excess portion that is attributable to personal calls or any other unauthorized use must be reimbursed by the User to GS/OAS within no more than 15 business days after the User receives his/her the monthly bill. The reimbursement, when received by GS/OAS, shall be credited to the User’s Operational Area.
c) The existing GS/OAS policy regarding personal long distance calls on land lines also applies to personal long distance calls made on cell phones.

d) Requests received by the OITS Network Applications and Communications Unit for connection of mobile communication devices to the OAS Network will be considered and granted, if appropriate, by OITS’ network administration area.
e) The terms “GS/OAS Operational Area” and “Operational Area” refer, as applicable, to the various Secretariats, Departments, Offices, and other entities of the General Secretariat.
f) All GS/OAS Operational Areas are required to comply with this Policy and with all applicable GS/OAS Contracting and Budgetary and Financial rules and Administrative Memoranda in requesting mobile communication and cellular phone equipment and services.

g) Telephone numbers associated with mobile communication devices and cellular phones are considered to be GS/OAS property, and upon separation from the Organization, Users will not be allowed to have the assigned numbers transferred to their personal telephones. 
3. RESPONSIBILITIES 

3.1 OITS is responsible for reviewing, and approving justifications submitted by the Operational Areas for the use of mobile communication and cellular phone devices.  OITS is also responsible for reviewing and approving documentation related to the purchase, repair, maintenance, and the monthly access charges for mobile communication services prior to OPS processing the purchase requisitions into purchase orders.  
3.2 OITS will maintain information on all new equipment related to mobile communications and cellular telephones in a control database that will be updated whenever there is a change of service suppliers, equipment and/or authorized Users
 and will ensure that all appropriate records, including the justification and certification, are kept and readily available for audits.
3.3 OITS will notify the Assistant or Executive Secretary, Director or Chief, as appropriate (hereinafter collectively referred to as “Director”) of each Operational Area about the costs of mobile communications and cellular phones as well as all related equipment and service costs, and will advise each Director in a timely manner of any material changes in relation to the equipment, the services, and their related costs.

3.4 The Department of Budgetary and Financial Services (“DBFS”) is responsible for the prompt payment of monthly billing, by drawing from the OITS Communication Account.  

      3.4.1 DBFS will work with OITS and the authorized User’s Operational Area when dealing with billing errors or discrepancies. 

3.5 Each Operational Area Director is responsible for overseeing the appropriate use of mobile communication and cellular phone services and equipment within his/her Operational Area by:

a) approving requests for mobile communication device and cellular telephone services only for personnel who require the utilization of such services in order to conduct official GS/OAS business; 

b) ensuring that mobile communication device and cellular telephone services will be and are used only for official GS/OAS business as stated in Paragraph 2.b of this Policy;  

c) authorizing personnel the use of a cellular phone or a mobile communication device and identifying the communication services deemed necessary for that individual’s use (e.g., roaming access, text messaging, international dialing etc); 

d) complying with this Policy and the pertinent Budgetary and Financial rules and administrative procedures for obligating funds,  acquiring the equipment, and paying  for the communication services; and 
e) certifying the Operational Area’s monthly summary charges for mobile communication services. Detailed billing information will be provided by OITS upon request.  

f) requesting, in writing, reimbursement for monthly changes from Users within the User’s Operational Area and ensuring that the reimbursements made by the  User are credited back to his/her Operational Area.

3.6  The Director of an Operational Area may delegate to his/her Area’s Administrative Officer the day-to-day responsibilities of  fulfilling and following up orders for mobile communication and cell phone services and devices, reviewing monthly billing and payments, and informing the OITS of any discrepancies or corrections on the billing or changes in the services.   Provided, however, that each Director remains responsible for ensuring that his/her Operational Area’s responsibilities under this Policy are fully complied with by his/her Area.
3.7  Authorized Users are responsible for:

a) reviewing and signing the  Certification of  Usage of cellular phones and mobile communication devices
 
b) reimbursing the GS/OAS for the repair or replacement cost of damaged, lost, or stolen equipment, and any charges not covered by the optional insurance policy; 
 
(1)  If the User claims that the equipment was damaged or stolen through no fault by the User, and if the User timely supplies OITS, [i.e. within no more than 10 working days of the theft or damage], with a written, notarized statement  setting out how and under what circumstances the equipment was damaged or stolen, OITS will, based upon the evidence submitted and any other relevant information, consider whether to charge the User all or a portion of the repair or replacement cost.  Provided, however, that where the OITS determines that a User is not personally responsible for all or a portion of the repair or replacement cost, that portion of the repair or replacement cost shall be paid by the User’s Operational Area. 
c) Reviewing his/her individual monthly charges; verifying the accuracy of the billing; and, where the monthly billing charge exceeds his/her allowable basic monthly allowance; identifying any calls that were not made on official GS/OAS business; and reporting to his/her Operational Area’s Director or to the Area’s Administrative Officer, as appropriate, for final certification of the cell phone charges; Detailed billing information will be provided by OITS upon request. 
d) reimbursing the GS/OAS at cost for any charges that exceed the monthly allowable service costs which are attributable to personal use of the equipment and/or any other unauthorized use (including use by other individuals) or unauthorized charges, within no more than 15 business days after receiving the monthly billing, and 

e) returning the device and all corresponding accessories to the Operational Area’s Administrative Officer or to the OITS Network Applications and Communications Unit when the User is no longer authorized to use or no longer requires the utilization of the device or the accessories to conduct official GS/OAS business. 
(1) (Except as provided in Paragraph 3.7.b)(1), above, Users must reimburse the GS/OAS for the purchase price of the device and/or accessories if any of these are lost or not returned in working condition).  
4.  PROCEDURES

4.1 The Director of an Operational Area or that Area’s Administrative Officer must follow the procedures set forth in Paragraph 4.2, below, in order to request or reassign Mobile Communication Device services and equipment.

4.2  Documentation necessary for requesting equipment and services:

a) Supporting requests for cellular phone or mobile communication equipment and services must indicate the type of device and the vendor to be used to procure services, as selected from the GS/OAS Standard list of equipment, services, and suppliers published on the OAS Intranet.  
(1) OITS will maintain information on companies and services previously reviewed and/or tested. 

(2) Prior to providing its the approval, the OITS will review the Operational Area’s request for supplier, equipment and services based on the Area’s requirements and, if necessary, OITS will recommend changes in supplier or equipment to maximize utilization versus cost.  

b) The documentation referred to in Paragraph 4.2.a), above, shall also include: 

(1) An approved Purchase Order (“PO”) made out to the supplier, OITS Cellular Phones, to cover the cost of the equipment and to cover costs for a 12-month period of services. 
(a) OITS will not place an order for any mobile equipment or services on behalf of a requesting Operational Area without the approved PO made out to “OITS Cellular Phones” , and
(2) A completed cellular phone or mobile communication device Request Form. (See Attachment B, hereto).

c) If a special requirement for the device, cell phone, or services is required by the User (for example, radio, text messaging, long distance, Internet access, accessories, special insurance, etc), the User’s Director or Administrative officer should send this information to OITS for review and approval. All charges associated with the equipment or service requested must be covered in the initial PO.  Standard available programs do not include the cost of international dialing services. If the acquisition of these services results in additional costs, the Operational Area must obligate the necessary funds, including for example, the minimum fee for international dialing in the PO in order to cover these non-standard services for the remaining of the fiscal year.  The Operational Areas must obligate this money at the time of the request, or for existing Users, no later than 15 business days after the financial system (“OASES”) is opened. 

d) Within no more than 15 business days after OASES is opened each year, existing Users must have submitted a Purchase Order (“PO”) made out to the supplier “OITS Cellular Phones” and approved by OPS in order to cover the renewal of cellular phone or mobile communication device services for  the next 12-month period.  

e) In order to receive a prompt response from OITS, and in order to ensure proper request registration and follow-up, all requests related to cellular phone or mobile communication services should be made  through the online service request system by selecting the service type “Cell/Mobile Comm. Device”. Service requests will be routed to OITS’ Network Applications and Communications Unit.  All requests, including those for renewals, upgrades or new equipment or services must include a PO number.

4.3  Acquisition

a) Upon reviewing and approving an equipment or service request, OITS will proceed through OPS with the necessary steps for its acquisition.

4.4
 Inventory

a) All mobile communication devices and cellular phone equipment is owned by the GS/OAS.

(1) Each Operational Area Director and, as appropriate, that Area’s Administrative Officer, is/are accountable for the equipment inventoried under that Area’s responsibility. 
(2) Each Operational Area Director or that Area’s administrative officer must require all authorized Users to sign the copy of the Request Form to verify receipt of the equipment before a User may take possession of the equipment. 
b) Each Operational Area Director or, as applicable, that Area’s Administrative officer, must promptly provide the OITS Network Applications and Communications Unit with a signed copy of the Request Form  and each Operational Area Director or its Administrative officer must notify OITS Network Applications and Communications Unit about any changes in equipment assignment within five (5) working days of the change.

4.5  Equipment repairs and other services

a) Each authorized User is responsible for the care and maintenance of the equipment assigned to him/her. If any of the devices develop problems or require repair, the Operational Area’s Administrative Officer must notify OITS Network Applications and Communications Unit, which will then make arrangements for delivering the equipment to the vendor-authorized repair center for servicing. Pick up from OITS Network Applications and Communications Unit will take place once a week. If the equipment is not covered by an insurance policy, and it is determined that the damage is beyond repair, the Operational Area, and/or the User, as applicable, will be responsible for covering the cost for equipment repairs and/ or replacement costs.  (See, also, Paragraph 3.7.b)(1), above.)
4.6
  Lost and stolen cell phones

a) If an authorized User loses his/her GS/OAS cell phone or his/her GS/OAS mobile device is stolen, the OITS Network Applications and Communications Unit should be notified within 24 hours in order to avoid unauthorized use of the cell phone.  The Mobile Service Request Form should be filled out, and the OITS Network Applications and Communications Unit then will start the cancellation process with the service provider and the insurance company. 

b) In an effort to expedite the cancellation process, the User or the Operational Area’s Administrative Officer may notify the Director of OITS in writing, via e-mail, with a copy to the Director of the Administrative Officer’s Area of the loss prior to completing and submitting the required Mobile Service Request Form. 
c) Whenever a User loses mobile equipment and whenever any such equipment is stolen,, the circumstances of the loss shall be investigated by the OITS Network Applications and Communications Unit, and the appropriate action will be taken to replace the device, including charging the User for the replacement cost of the device.   However, see, also, Paragraph 3.7.b)(1), above.
4.7 Billing

a) Each month, each Operational Area’s Administrative Officer will receive a report on services utilized by the devices allocated to that Operational Area. An Excel spreadsheet will include total charges, as well as a summary of individual charges.  Detailed billing information will be provided by OITS upon request.  
b) If billing errors are found or alleged, the Operational Area Administrative Officer concerned must notify OITS within no more than 15 days of the report’s receipt so that OITS can proceed to determine the cause of the alleged error and, if appropriate, to correct the disputed charge. If OITS has not received a billing area notification from the Administrative Officer within this 15-day period, it will be assumed that all charges are accepted as valid.

c) Operational Area Directors and their corresponding Administrative Officers are responsible for monitoring the use of communication services in their respective Areas. 

4.8
  Fund Allocation

a) At the end of each year, each Operational Area will receive a summary report of that Area’s cellular phone and mobile device usage over the preceding 12 month period.

b) Each fiscal year, the Operational Area’s Administrative Officer must create a requisition and ensure that there is an approved PO made out to the supplier “OITS Cellular Phones” in the amount corresponding to the costs incurred by the Area for the previous 12 months' usage in order to renew the services.  The PO must be approved no later than 15 business days after OASES is opened for that fiscal year.   
c) At all times during the course of each year, each Operational Area must maintain a positive balance in its OITS Communications Account.

4.9  Non-payment

a) If an Operational Area does not transfer sufficient funds to cover the Area’s monthly cellular phone and mobile communication services and does not maintain a positive balance in its pre-paid account, a notification will be sent by OITS to that Area’s Administrative Officer notifying him/her that the Area’s cellular phone and mobile communication services will be suspended within 15 days unless, before the expiration of that 15-day period, a new approved PO made out to the supplier “OITS Cellular Phones”  is created in order to transfer sufficient funds into the Area’s OITS Communications Account.  If adequate payment is not received, all privileges for use of all mobile communication services for the Operational Area will be revoked, and the account will be cancelled. All charges or fees related to service cancellation and/or reinstatement are the responsibility of the Area. No services will be reinstated until the situation has been rectified.  

b) If a User fails to reimburse personal charges or if his/her Operational Area fails to collect the reimbursement, the privileges of using the device will be revoked by OITS until payment is made.

4.10  Disposition

a) When it is decided by the User’s Director that an authorized User no longer has a need for, or is no longer authorized to use, a cell phone or a mobile communications device to conduct his/her work, the User’s Director shall retrieve the device from that person and may reassign the device to another person in the same Operational Area as long as sufficient funding is in place in order to cover the services as required in paragraph 4.2.b, above.

b) The Operational Area’s Administrative Officer or the User must notify OITS in writing of any change in the status or responsibility for the equipment.

c) If the Director of an Operational Area decides to cancel the services, that Area’s Administrative Officer must notify the OITS Network Applications and Communications Unit in writing and must promptly return the equipment and/or accessories in satisfactory working condition to OITS.   Upon verification of the equipment returned, OITS will send an email to the User of the equipment cancelled which will serve as a receipt for the former User. OITS will then proceed to terminate the services at the end of the billing cycle. 

Mobile Communication Device Request Form
	Requesting Area
	PO Number
	PO Amount
	Request Date

	     
	     
	     
	     

	Assign Equipment To:
	     
	Employee Number
	     

	Services Requested

	Sprint
	 FORMCHECKBOX 

	Nextel
	 FORMCHECKBOX 

	Satellite Services
	 FORMCHECKBOX 

	

	Verizon Wireless
	 FORMCHECKBOX 

	Cingular
	 FORMCHECKBOX 

	Other Specify
	     

	Type of Equipment
	Model
	Unit Cost
	Additional Information

	Cellular Phone
	     
	     
	     
     
     
     
     
     
     
     

	Blackberry 
	     
	     
	

	Trio
	     
	     
	

	i Paq
	     
	     
	

	Other
	     
	     
	

	Total Cost
	     
	     
	

	Accessories
	
	Received
	 Equipment Brand:
	Program
	
	

	Hands Free Set
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	LG
	 FORMCHECKBOX 

	400 min
	 FORMCHECKBOX 

	

	Leather Pouch
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Motorola
	 FORMCHECKBOX 

	600 min
	 FORMCHECKBOX 

	

	Desk Charger
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Nokia
	 FORMCHECKBOX 

	800 min
	 FORMCHECKBOX 

	

	Power Supply
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	RIM
	 FORMCHECKBOX 

	1000 min
	 FORMCHECKBOX 

	

	Battery
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Erickson
	 FORMCHECKBOX 

	1500 min
	 FORMCHECKBOX 

	

	Other
	 FORMCHECKBOX 
            Specify :
	     

	
	
	

	Additional Services

	Services to call  to:
	
	
	
	

	International from US(Int Dialing)
	 FORMCHECKBOX 

	Insurance
	 FORMCHECKBOX 

	

	International receiving in a foreign country  (Int Roaming)
	 FORMCHECKBOX 

	TXT Messaging
	 FORMCHECKBOX 

	

	International Dialing outside of US(Int To US)
	 FORMCHECKBOX 

	E-mail
	 FORMCHECKBOX 

	

	Requested By:     
	DITS Approval By:
	     

	Approved By:     
	Phone Number or IP Address:
	     

	Approval Date:     
	Date:
	     

	Cancellation Request

	Reason for the Request:
	
	Description:

	Damage
	 FORMCHECKBOX 

	     

	Lost
	 FORMCHECKBOX 

	

	Upgrade
	 FORMCHECKBOX 

	

	Requested  Date
	     
	


� “Authorized users” are the GS/OAS personnel authorized by the Director of the GS/OAS Operational Area in which they work to possess cellular phones and/or mobile communication devices and any corresponding services under the terms of this Policy.


� The monthly Certification of Usage for Cellular phones is a document similar to the Certification of Long Distance telephone charges, sent to the Operational Areas every month.    


� The optional insurance policy is offered by the service providers.  Details on the available policies and costs are available on the OAS Intranet.  
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