Department of Administrative Services
Personal Home Internet Service Allowance Agreement
The Department of Administrative Services (Agency), Division of  has determined that <<Employee's Name>> (employee) must have home internet service for the following business reasons:
(For example:  "The employee must be able to initiate the PTS nightly cycle from home in the event of an emergency.” OR “ The employee must be able to monitor and resolve any PTS cycle problems from home when the employee is on call.")
<<Business Reasons Justifying Allowance for Home Internet Service>>
The Agency has determined that the most cost effective means of providing home internet service is to give the employee a recurring allowance for using their personal internet home service periodically for business purposes. The allowance amount is based on the cost of services needed for business purposes and doesn’t include an allowance for extra services used only for personal reasons.
[bookmark: _GoBack]Allowance Amount Calculation:  (for example:  "Monthly cost of home internet service is $50. However, the maximum allowance allowed by the Agency is $30 per month X 12 months = $360 / 26 pay periods = $13.85 allowance per pay period.") <<Allowance Amount Calculation>>
The following conditions apply:
· The employee agrees to use their personal home internet service for the business purposes stated above.
· The employee agrees to abide by any applicable security policy or rule issued by the agency or by the Department of Technology Services.
· This allowance is taxable to the employee and will be paid through the state payroll system as a taxable item.
· The employee will notify the employer if the home internet service cost drops below $30 per month.
· Allowances under this agreement will be discontinued when the business need for home internet service is no longer justified or if the employee is no longer employed by the agency.
· This agreement will be reviewed and updated or initialed by the employee and agency annually.
· The employee will keep copies of their monthly home internet service bills for 1 year for audit purposes.
· A copy of the bill used to calculate the allowance is attached to this agreement.
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