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4.14 Cell Phone Usage & Re-Imbursement 
 
4.14(a) PURPOSE  

 
This policy is established for the purpose of establishing guidelines for the acquisition, 
use, maintenance, and reimbursement of cell phone equipment and services utilized for 
conducting Township business and services. It is intended to minimize Township 
expenses while maximizing efficiency and convenience for employees. 

 
4.14(b) POLICY 

 
It will be the policy of Hamburg Township to establish guidelines for the proper use of 
cell phones owned by the Township for employee use. The Township will also issue a 
stipend or reimbursement to employees for time and equipment based on the criteria 
established in this procedure. It is also the policy of Hamburg Township to comply with 
all Internal Revenue Service guidelines for income tax withholdings for personal use of 
equipment and services. 

 
4.14(c) DEFINITIONS 
 
Employer-Owned Cell Phone & Equipment - Shall be defined, for purpose of this 
policy, as any cell phone, charger, holder, mount, wireless service agreement, obtained 
by and/or paid for by Hamburg Township. 

 
Employee-Owned Cell Phone & Equipment - Shall be defined, for purpose of this 
policy, as any cell phone, charger, holder, mount, wireless service agreement, obtained 
by and/or paid for by a employee of Hamburg Township. 

 
Cell Phone Stipend - A monthly payment made to a Township employee based on the 
established stipend category recommended by an employee's department head and 
approved by the Township Board. 

 
Cell Phone Reimbursement - A payment made to a Township employee based on a 
standardized calculation of use or a receipt itemizing business usage of an employee's 
personal cell phone equipment and services. 

 
4.14(d) CELL PHONE STIPEND LEVELS 

 
Cell phone stipend levels are as listed below. Department heads may make a written 
request for an employee to receive a cell phone stipend to the Township board. Positions 
that have been approved for a stipend do not need individual approval. The request will 
include a stipend level recommendation by the Department head and the employee's 
position, responsibilities, and need for business related cell phone services. All cell phone 
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stipends will be established by a majority vote of the Township Board. Cash amounts for 
each stipend level will be established by the Board and reviewed or adjusted at their 
discretion. 

1. Administrative Stipend; an executive level or critical employee that "must have" 
cellular phone service for emergency contact. This position or work assignment has a 
high level of responsibility and accountability for delivery of government services. This 
employee requires an extremely high volume of demand for communication with 
subordinates, business partners, and citizens. 

2. Supervisory Stipend; a management or supervisory level employee who "needs to 
have" cellular phone service while either on call or in a position to give 24-hour work 
direction to others. These employee responsibilities require regular and ongoing need 
for accessibility and communication either throughout the workday and while off duty. 

3. Staff Stipend; a front-line employee where it is convenient to have cellular services 
to enhance the productivity and efficiency of Township services. 
 

4.14(e) EMPLOYEE OWNED CELL PHONES 
 

1. Employee participation in the cell phone stipend program is voluntary and can be 
canceled by the employer or the employee at any time for any reason. 

2. Employees receiving a cell phone stipend shall do the following: 
a. Provide their cell phone number to their immediate supervisor. 
b. Maintain their cell phone in active service. 
c. Have cell phone turned on and available for contact according to requirements 

of the stipend level and/or job requirements to which he/she is assigned. 
d. Maintain a sufficient amount of cellular minutes available to conduct the level 

of business appropriate to the job requirements to which he/she is assigned. 
e. Assume responsibility for all charges for cell phone services and equipment. 

3. Hamburg Township retains the right to determine eligibility and participation in 
employee owned cell phone stipend program. 

4. Personal use of employee owned cell phones shall be kept to a minimum during 
business hours or while the employee is on duty. 

4.14(f) TOWNSHIP OWNED CELL PHONES 
 

1. Department heads may make a written request for an employee or work group to be 
issued either single use or multi use Township owned cell phone to the Township 
Board. The request will include a type of use, the employee's or work groups position, 
responsibilities, and need for business-related cell phone services. All Township-owned 
cell phone levels will be established by a majority vote of the Township Board. 
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2. Township-owned cell phones will be designated by the following two types: 
a. Multi-user or On-call phone assigned to a work group or division that uses the 

phone for business only while performing a specified task 
b. Single user Township owned phone assigned to a specific person that is utilized for 

both business and personal use. 
c. Monthly personal use fees for Township-owned phones will be determined by a 

monthly review of the phone bill. Any personal calls will be totaled and the total will 
be given to the Accounting Department for inclusion in the employee's taxable 
income. 

d. Any employee authorized for use of a Township owned single user phone may 
use the phone for personal use and will be taxed on the personal usage on a 
monthly basis. Personal calls should be kept at a minimum and should not 
interfere with Township business. 

 
Employee Owned Cell Phones 

 
Stipend Level Monthly Stipend Rate 
Administrative $50.00 
Supervisory $35.00 

Staff $20.00 
 

Township Owned Cell Phones 
 

Assignment Type Monthly Use Rate 
Single User Basic $15.00 

Multi-User Signed Statement 
“No Personal Use” 

 
 
4.15 Automated Clearing House (ACH) Arrangements and Electronic Funds 
Transfer (EFT) Policy 
 
4.15(a)  PURPOSE 
 
The following policy shall govern the use of Automated Clearing House (ACH) and 
Electronic Funds Transfer (EFT) arrangements for Hamburg Township. 
 
4.15 (b)  DEFINITIONS 
 
Automated clearing house or “ACH” - means a national and governmental 
organization that has authority to process electronic payments, including, but not limited 


