Best Practices in Monitoring Long-Distance Phone Calls
1. Authorization codes and cards should be issued only to those individual employees whose positions require long distance vendor/institution contact.

2. Each month, the fiscal officer should review all of the unit’s telephone invoices for reasonableness and appropriateness. This review should include SUVON calls.

3. If this review identifies a meaningful amount of calls placed with a single user’s long distance code, then the fiscal officer should provide him/her with a copy of the detailed phone invoice received from UITS listing all long distance calls placed with that user’s long distance code.

4. If individual has a cell phone, the bills should be copied and forwarded to the individual staff member and their immediate supervisor (supervisors should know what regions their staff are working with, where their projects are taking place, etc.), for review.

5. Each individual either returns a signed copy of the invoice, or sends an e-mail, to the fiscal officer attesting that all calls are business-related..

6. Only business-related long distance calls are permitted on IU accounts and the SUVON network. Any personal calls appearing on the statement must be reimbursed by a personal check made payable to Indiana University.

7. If a grant account includes funding for long-distance phone calls, it is best to charge calls directly to the grant by issuing a long distance authorization number to the grant account. If a grant related call is listed in step 2 above, the fiscal officer should transfer the charge to the grant.

8. If a problem cannot be addressed by the staff member or if the supervisor, it is forwarded to the fiscal officer.
9. If the fiscal officer cannot address the problem, it goes to the unit supervisor.

10. Each year, a global e-mail should be sent explaining that personal telephone calls are prohibited.
