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POLICY:

The employees/Trustees of the SHSSA who regularly travel or conduct business from home on behalf of the
Authority may be issued telephone calling cards where the need for a calling card is deemed appropriate by the

Director, Finance and Operations.
RPOSE:
To provide for convenient communication as required.

To provide a process of accountability for the calling cards.

PROCEDURE:

1. Employee completes application for telephone calling cards and submits to Employee’s Director for

recommendation. Trustees are required to sign the Billing Card Sign Out Sheet.
2. Applications are submitted to Director, Finance and Operations for approval.
Upon approval, telephone calling carda are ordered from supplier.
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4. Employee is responsible for safeguarding the calling card and responsible for paying for any unauthorized

charges.
Charges from calling cards will be expensed to the employing department.
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6. The employee’s Director ensures that the card is returned to the General Accouting Department upon the

employee’s termination.
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