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Subject: USE AND SECURITY OF PROPERTY

1.

PURPOSE

To outline the university's policy toward the use of university property and the manner in which it
should be safeguarded against possible loss or misuse.

. REFERENCES

Policy and Procedures 2-30)Conflicts of Interest

Policy and Procedures >-12] Key Policy

. POLICY

1. Administrative, college, and departmental offices of the university generally are open to the
public from 8:00 a.m. to 5:00 p.m., Monday through Friday. Certain offices and
departments are open at other times to meet particular needs.

2. It is the responsibility of all personnel using buildings after regular hours to see that lights
are turned off in the rooms they are vacating and that office doors and outside doors are
secured.

3. The Security Officer will investigate night use of all buildings to ascertain whether persons
in the buildings are so authorized.

4. Personnel should use all precautions in maintaining the highest level of security to protect
university property.

5. To facilitate the security of university buildings and property, keys to offices and buildings
may be obtained from Plant Operations Key Shop upon written request from dean or
department head. No deposit is required. Deans and department heads are responsible for
all keys issued to their department and should assure that keys are returned whenever
personnel leave the employment of the university.

6. All property, supplies, and services purchased with university funds should be used only in
the operation of the university. They may not be used for personal business, except in
circumstances explicitly allowed by university policy. Supervisors are responsible to ensure
university policy is observed.

7. The university telephone systems and equipment are provided for the conduct of official
business. Use of these facilities for personal business should be kept to a minimum.

a. Long Distance and other Toll calls for private business made through the
university telephone system should be charged to the individual's home telephone or
personal calling card. If this is not possible, a record of private calls made at
university expense must be kept and repayment must be made upon receipt of the
department’s telephone bill. Supervisors are responsible to prevent abuse and ensure
that repayment is made.
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b. If an employee requires a cellular phone in order to perform his/her duties, the
employee, with approval of the department head, will obtain a personal cellular
access plan and cellular phone and will receive an allowance from the University via
additional compensation, within approved limits. The additional compensation must
be justified by business requirements which necessitate the use of a cellular telephone
to perform official university business where such business cannot be accommodated
by the use of a landline phone, pager, or other less expensive communication device.
The cellular telephone is owned by the employee and may be used for personal
business. The approved allowance amount must be based on business requirements.
The employee may, at their own expense, elect to purchase additional service(s).
Approved procedures must be followed when providing additional compensation for
this purpose.

c. University departments shall not purchase or own cellular telephones except in
those circumstances where employee ownership of the cellular plan and telephone is
not practicable as determined by the department head and only with approval of the
Cognizant Vice President or Dean. University owned cellular telephones provided for
the conduct of official business shall not be used for personal business.

i. IRS published authority defines requirements for adequate substantiation of
the business use of university owned cellular telephones. Unsubstantiated cellular
use may be deemed personal use and therefore considered wages subject to
employment taxes.

ii. Adequate substantiation of business use includes the time, date, place,
business purpose, and amount of the expense. Substantiation of business use
should be in the format of a record or log made at or near the time the telephone
call was placed.

iii. An employee shall repay the University for incoming and outgoing personal
use of a university owned cellular phone. The reimbursement amount shall
include direct charges for personal use and a pro rata share of monthly fees and
services. Supervisors are responsible to prevent abuse and ensure that repayment
is made.

iv. If a department or individual user is not able or willing to comply with IRS
substantiation requirements for University owned cellular services and devices,
the department or individual must use the individual ownership option described
in paragraph 7.b.

8. Employees shall not use cellular telephones to conduct the business of The University of
Utah while operating a motor vehicle.

Approved: Board of Trustees November 15, 1996

Editorially revised: December 12, 2005
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