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NETWORK 2 TELEPHONE CALLING CARD POLICY

1.  PURPOSE:  This VA HealthCare Network memorandum establishes a new Network policy governing the Management and use of FTS 2001 Telephone Calling Cards.

2.  POLICY:  FTS 2001 Telephone Calling Cards will be issued to employees in travel status when justified, for the purpose of conducting official government business. The card will be provided to ensure the employee has a means to communicate via telephone in order to carry out their official duties. The Telephone Calling card may be used within a limited basis to contact an employees home while in travel status. 

3.  RESPONSIBILITY:  

     a.  The Networking and Telecommunications Manager shall have overall responsibility for the management of FTS 2001 Telephone Calling Cards.

b.  The Local Care/Svc Line Managers have approval authority for use of FTS 2001 Telephone Calling Cards within the Care/Svc Line.

c.  The Local Telecommunications Manager has the responsibility of ensuring FTS 2001 Telephone Calling Cards are available at their respective facility.

d.  The FTS 2001 Telephone Calling Card user has the direct responsibility and custody of their assigned card. They will be held accountable and financially liable for abuse or use discovered to be of the unofficial nature.

4.  PROCEDURES:

a.  The prospective user shall provide justification for the need of a Telephone Calling Card to their Local Care/Svc Line Manager.

b.  The Local Care/Svc Line Manager shall communicate a request for a Telephone Calling Card to the Local Telecommunications Manager.

c.  The Local Telecommunications Manager shall request Telephone Calling Cards from the Networking and Telecommunications Manager, or designee. The Local Telecommunications Manager shall place the request in such a manner as to ensure they have the minimum number of spare Telephone Calling cards on hand for emergency travel requests. 

d.  The Networking and Telecommunications Manager, or designee shall ensure all facility requests are fulfilled, maintaining an inventory to provide for future requests. The Networking and Telecommunications Manager, or designee will transfer the Telephone Calling Card to the Local Telecommunications Manager via registered mail.

e.  The Local Telecommunications Manager shall accept custody of the Telephone Calling Cards designated for their respective facility, acknowledging receipt to the Networking and Telecommunications Manager, or designee.




f.  The Local Telecommunications Manager shall personally contact the prospective user to arrange the transfer of custody and provide training.

g.  The Networking and Telecommunications Manager, or designee will conduct a monthly audit of the use of the Calling Cards. Identification of suspected abuse, unusually high usage or any other abnormal conditions would be reported immediately to the Local Care/Svc Line Manager thru the Local Telecommunications Manager.

h.  Telephone Calling Card users shall notify the Local Telecommunications Manager in the event Telephone Calling Card services are no longer required. At which time the Local Telecommunications Manager shall make arrangements with the Networking and Telecommunications Manager, or designee for issuance of a disconnect order as applicable.

5.  REFERENCES; None

6.  RESCISSIONS: 10N2-119-00 dated October 10, 2000.

7. FOLLOW-UP RESPONSIBILITY:  Networking and Telecommunications Manager (NetCom), Rick Zigrosser, (518) 462-3311, Ext.2669, Author: Frederick Fitch, (518) 462-3311, Ext.2496.

8. AUTOMATIC RESCISSION DATE:  July 28, 2006.
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