~ AC Transit Regulation No.1 7 s

' ADMINISTRATIVE REGULATION

Subject Category: Board & General
Administrative Matters

TII.

TELEPHONE USAGE

URPOSE

To establish guidelines for the use of AC Transit's telephone
systens and instruments.

PER AFFECTED

Al'l management enpl oyees.

REGULATI ON

Tel ephones in the District's admnistrative phone s¥st ens are
to be used to conduct official business. The use of District
tel ephones for personal calls should be kept to a m ni num
number and length since public pay phones are available at
most worksites for such purposes.

Additionally, telephone instrunents and equipnent are not to
be removed from District facilities nor used for private or
Rerso_nal pur poses, Care and caution should be used in

andl ing equiprment to avoid nonetary charges resulting from
abuse of tel ephone equi pnent.

RESPONSI BI LI TI E

Departnment Managers are responsible for assuring that _
enpl oyees in their departments are aware of this regulation
proviSion. Additionally, Departnent Managers are responsible
for reviewng sunmary reports of telephone calls and
expenses.

Reference:  Formerly Managenent Procedure No. 230
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