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Phone Services Billing
Policy Number: Fiscal 07-01
Issue Date: 03/15/2007

Effective Date: 04/01/2007
1. Purpose:  
Define agency responsibilities for orders and changes to phone services or equipment; and subsequent billing.  

2. Revision History
	Revision Date
	Revision Number
	Change Made 
	Reviser

	02/08/2007
	01
	Draft 
	C. Bradley

	03/22/2007
	02
	Update
	C. Bradley 

	05/17/2007
	03
	General Revisions
	R. Bauchle

	7-15-13
	04
	Review for accuracy
	T. Bradshaw


3. Persons, Groups, Systems Affected

All agency personnel who order or approve payment for phone bills.
4. Policy

All agencies are responsible for monitoring charges for phone services provided through state contracts and determining the legitimacy of these services.  
5. Responsibilities 
5.1. Agency - Personnel with the authority to order and make changes to phone services.  Personnel who are responsible for approving payment of invoice for phone services. 
5.2. Indiana Office of Technology – Fiscal, Procurement, and Telecom staff. 
6. Detailed Responsibilities 
IOT establishes contracts for telecom products and services to leverage the buying power of all state agencies.  As part of this process, IOT establishes contracts with vendors to document how and what can be ordered under the various contracts.  
Agencies Shall: 

· Monitor and authorize requests for additional telecom products or services.  
· Monitor the use of services and set internal policies to address proper use of these services.  
· Establish a policy that addresses what products and services are typically used by the agency and who has the authority to request such products and services. 

· Research unusual charges to determine if they are legitimate. 

· Make requests for additional details on the billing from IOT as necessary.  

· Make requests for refunds or credits through IOT.

IOT Shall: 

· Create monthly bills for telecom products and services for each agency.  
· Monitor phone bills for unusual services.
· Notify agencies if unusual charges appear on the agencies’ bills such as third party provided services, unusual collect call usage, and non-standard services.  
Please note that IOT cannot make changes or adjustments for tariff charges such as USF and taxes.  
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