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g. Annual Review

Employees receiving pay allowances will verify they have an active cell phone number with
Human Resource by providing an updated "Cellular Device Allowance Request Form™ by
June 1st of each year.

h. Termination of Employment with the College
As part of the termination checkout process for the College, all issued cellular devices must
be returned to the issuing department before the employee receives his final paycheck. An
employee must reimburse the College for any abuse or loss of a College-owned device not
returned prior to the last day of work.

i. Violations and Enforcement
Employees who violate or abuse this procedure may be denied access to these resources

and may be subject to other penalties and disciplinary action, both within the College and
from outside agencies, including dismissal from employment.

New: 04/08/2008



CELLULAR DEVICE ALLOWANCE REQUEST FORM
(Submit Form to the Human Resources Department)

This form is to be used by employees of Lake-Sumter State College who are deemed to be in a position



CELLULAR EQUIPMENT DEPARTMENTAL REQUEST AND SIGN OUT FORM
(Submit Form to the IT Department)

This form is to be used by employees of Lake-



