
Administrative Policies – Non-Negotiated-Personnel​ NNP-25 
 

TELEPHONE SERVICES 
 
Each employee will be assigned a personal long distance code by the Accounting 
Department.  The code is to be used only for business calls.  If an employee must make a 
personal long distance call, they must use their personal cell phone, charge the call to 
their home telephone or use a calling card.  Monthly long distance bills will be reviewed 
and approved by the District Office/principal/director prior to payment. 
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