—) EXCEPT N REQUEST: Any exceplions io e polcy must be submited 1o fhe Vice President of Admink ration and Finance for consideration.

CAL STATE

LA| CAL STATE LA

WORKFLOW & SAMPLE GUIDE

Campus-lssued Cellular Mobile Device Agreement

VP Administration & Finance Signature is REQUIRED if 'EXCEPTION REQUEST' checkbox is checked. User
must provide detailed explanation and name of said VP Admin & Finance as well as the users Approver.

JCALSTATELA "

Cellular Mobile Device - University Owned Agreement
(Employee Receipt of Equipment)

Request Type [ ]

loyee Information:
Name: EMP LID:
Pasition/Title: Dept ID:
Business Unit: |[Campus Ext

tifi@tion Authorization: Selectall business ose(s) that a for a Unive Esued device.

Individu aks with a lead rolewho may be called upon fo address sensitive, mission-cifical iems that may arise in a fimelymanner (a,. emegenoy response team).
|__| Information Technology Services employees with a rok fhat may require supporting applcations and systems of-hours.

Ciue fo the nature of fheir assigned duties, employees whom mobile device ooud fumish evidence in a court of law (e.g. law enforcemant )

Individuals that work on campus and whose assigned dufies mquire them fo hawve a mobile device or mmole access (e.g. Resident Assetants, saff, and faculy).

Exampla - Dapat mant device request or mutipled evies outside the scope of employes use (Provide detal ssg e

niversity ksued Device:
University Carrier:  Verizon Select Device:
(Confirmed employee still possessesdevice. [ ] ves [ ] No
[Chartfields:
Bus Unit Account Fund Dept. D Program Class Project Manthly Service Charge
LACMP [

TERMS: The undersigned empoyes i being sued & University-owned oslubsrmobile devics'pln o be wed o oonduc scfvities consisent and condud ve o the businessof the
Unives ity The employee and administrans understand and agree (o the following:

-Mabile deviee i only for the wse of the remed employes and shall anly be used for university busines

- Erniploryes will seek appmval from emnployes’s adminiz tratar priorto indindng intemational changes

- Emiployes & prohlbited fam using maobile devic: while operating ave hicks

- Erniplosyess will safequand the as2et 3 gainst loxs ortheft. Employes will contact his sdminstrame if mobile device s kot sioben, or demaged.

- Emplayee will return mobile device s dmin st ion prior tosepanstion from the Univessity.

- Pracurement reserves the dght to request the retum of e mabile device when dhanging service provider ardeviee option wighout prior natie

- This ageesrnent will be reviewed and @nfisned annually or urtll the employe e Bminate s enpbyment o banfes o anather deparment, whidhever ooours firs.

Employes has resd, understands, and agress to “Cal State Los Angeles Cellular Molile Device PolloyThe employes has nesd, understands, and agrees to "Cal Saate Los Angedes Cellular
Moitile Device Policy.” Ermployess shoull be swane that work-relsed e snd voice messsges on ol phones are public remonds subject o e Gelifornis Public Remeds Ac. The employes
shall make availabie to the Univesity, upon University mquest, recands of the businéss use necsss ary to complly with applicable kaw an d regulations, inchoding but not irnited to, $he

(alifomia Public Beoeds Ao Emnplopess provided with d st sendce foremnail will use only the campus -provide d emmaill sy to condwet Call Stase Los Angeles scadernic and adrminists See
[ i

Empoyes and adminEstor understand that Blue © Silow the processand proasdures will result in the immedisterevoation of the mokile deviae.

Employee Sgrature Date
Approver Sigrature: Level 3 orabove Approver Name / Date
VP Administration and Finance: Signature VP Adminand Fin. Mame /Date

(Ol required if em ployes Is reques tingan exception)
Ferm cute July 2019



.‘ﬁ CAI_ STATE L A Appendix 7.3., Plan 2

Cellular Mobile Device - University Owned Agreement
(Employee Receipt of Equipment)

Request Type I New
IEmponee Information:
Name: Jane Doe [EMPLID: 53555555
Position/Title: CEO of Testing [Dept ID: a99sss559
Business Unit: EACHE] Campus Ext. 1-2534
Justification Authorization: Select all business purpose(s) that apply for a University Issued device.

Individuals with a lead role who may be called upon to address sensitive, mission-critical items that may arise in a timely manner (e.g. emergency response team).
Information Technology Services employees with a role that may require supporting applications and systems off-hours.

Due to the nature of their assigned duties, employees whose mobile device could fumish evidence in a court of law (e.g. law enforcement.)

Individuals that work on campus and whose assigned duties require them to have a mobile device or remote access (e.g. Resident Assistants, staff, and faculty).
EXCEPTION REQUEST: Any exceptions to the policy must be submitted to the Vice President of Administration and Finance for consideration.

Example - Department device request or multiple devices outside the 1ﬁe of employee usi (Provide detail explanation):

Business services is requesting 12 mobile devices for
scanning tickets using ITS approved software,

University Issued Device:

University Carrier: __ Verizon Select Device; Galaxy Al12 |
Confirmed employee stillaossesses ¢ - ! L‘J‘ \ _
Chartfields: ‘ ! m
Bus Unit Account De ‘; v
LACMP 604834 A pr
VL . 2
gned employd University-o e to be used activities consistent arf®onducive to the business of the

A pyee and ad d and agree!
de oy for the use d ee and shall é el ess
e will seek approval from d ator prior td y i a
aibited from using e perating a \
- d the asset pployee wil is d trator if mobile device is lost, stolen, or damaged.
-Empr8 bile device p separatid e University.

- Procuremen p right to r retd obile device when changing service provider or device option without prior notice.
- Thi ent iewed an( d a BT until the employee terminates employment or transfers to another department, whichever occurs first.
Emp ead ands, and

RO "Cal State Los Angeles Cellular Mobile Device Policy"The employee has read, understands, and agrees to "Cal State Los Angeles Cellular
oyees should be aware that work-related exts and voice messages on cell phones are public records subject to the California Public Records Act. The employee
e University, upon University request, records of the business use necessary to comply with applicable law and regulations, including but not limited to, the
Records Act. Employees provided with data service for email will use only the campus-provided email system to conduct Cal State Los Angeles academic and administrative

Mobi
shall md
California PuB
business.

Employee and administrator understand that failure to follow the process and procedures will result in the immediate revocation of the mobile device.

/Y720 A 11/10/2023
JaneDae (Qct 11,2023 16:17 PDT)
Employee Signature Date

T A John Jacob / 11/10/2023
John Jacob (Oct 11, 2023 16:20 PDT)

Approver Signature: Level 3 or above Approver Name / Date
PARTICIPANT IS NOW REQUIRED PARTICIPANT ISNOW REQUIRED
VP Administration and Finance: Signature VP Admin and Fin. Name /Date

(Only required if employee is requesting an exception)

Form date July 2019
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