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PDF Digital Signatures:  
1. The form must be completed electronically and routed for digital signatures via e-mail.  
2. The first time you electronically sign a PDF file, you will need to create a digital 

signature, as follows:  
 

o Click in the digital signature field you want to sign.  
o Select "I want to sign this document using"    "A new digital ID I want to create 

now"     "New PKCS#12 digital ID file"  
o Enter your Name and E-mail      Next      (if prompted) pick a password/confirm 

Finish  
o Sign Document     (if prompted) enter password      save file  
o Note: digital signature passwords cannot be recovered – if you forget your 

password you will need to re-create the digital ID.  
o Note: disregard the "at least one signature has problems" message (i.e. signers 

not added in your list of trusted identities).  
3. If you have questions, please contact the Help Desk at 919-530-7676.  

 
Notices:  

1. No access will be given without a completed form – e-mail and phone requests will not 
be accepted.  

2. The form must be completed electronically and routed for digital signatures via e-mail.  
3. Digital signatures must be original, no "signed for."  
4. Signatories will be held responsible for security violations if they approve forms that are 

filled out incorrectly.  
 

 N.C.G.S. §14-91 makes it a felony for a State employee who has been entrusted with 
State property to knowingly or willfully embezzle, convert, or misapply that property or 
otherwise abuse the trust. 
 

 North Carolina General Statute § 114-15.1 requires each agency (including universities) 
to report misuse of state property. Misuse of state property must be reported pursuant 
to N.C.G.S. § 114-15.1. 

 



North Carolina Central University 
Mobile Communications Device (MCD) Allowance/University Requested Device Justification Form 

 

With the exception of signatures, this form must be completed electronically.  Forms with handwritten changes will not be accepted. 
 

USER  INFORMATION      
Full Name:              Email:     Extension:     
Supervisor Name:              Email:     Extension:     
Department Name:                                                                                                                                                                                      Date: 
 

Justification for Mobile Communications Device Allowance/University Requested Device: (Check all that apply) 

   Safety requirements /job function dictates that having mobile/remote communication capabilities is an integral part of performing job duties. 

   More than 50% of work is conducted away from the employee’s work station and the employee is required to be contacted on a regular basis.  

   Employee is on‐call outside of normal work hours. 

   Employee monitors and administers mission critical information systems during non‐business hours.  

   The job requires the employee to be immediately accessible to receive and/or make frequent business calls outside of working hours. 

   Other special circumstances approved at the Vice Chancellor level as justified below. 

 
    

 
NOTE: A Cellphone allowance is the default.  Users must justify the need for a PDA or smart device (Blackberry).  Type PDA justification below. 

 
 

 
Transfer NCCU cellphone number to My Personal Cellular plan:     YES      NO 

 
Operating Parameters:   
1. NCCU’s MCD allowances will be paid through payroll as an unaccountable taxable fringe benefit according to the IRS (no documentation of 

business use is required).   Annually, employees and management must recertify MCD allowances using this same approval process by May 
31st to be continued into the new fiscal year.   

2. Since the allowance includes equipment depreciation, the University will not purchase nor replace cell phone or PDA equipment for 
employees receiving a MCD allowance.   

3. For involuntary employment terminations (e.g. RIF, dismissal), the University will pay applicable service cancellation fees. 
4. Employees receiving a MCD will be required to have their cell phones and/or PDA with them, charged and operational at all times, with the 

cell phone number listed on the NCCU directory.   
5. The allowance and records of associated business use will be subject to the Public Records Act.   

 
SIGNATURES MUST BE ORIGINAL, NO STAMPS OR “SIGNED FOR”. 

I certify that I have completed this request fully and accurately to the best of my knowledge.  I have read and agree to comply with the MCD policy 
concerning the usage of the Mobile Communication Device.   I further understand that the use of the allowance  in any manner contrary to  local, 
state, or  federal  laws will  constitute misuse, and will  result  in  immediate  termination of  the mobile communication device allowance and may 
result in additional administrative or legal action. 
 
User Signature:      Date:     
 
 
Signature of Supervisor:      Date:     
 
 
Signature of Vice Chancellor:      Date:     
 

Committee Use Only: 
 

Mobile Communications Plan Approved   
  Cellphone allowance 
  Personal digital assistant (PDA) or Smart device (Blackberry) allowance 
  University‐provided device (Cell or PDA) ____________________________________________________________________ 

 
Approval of Committee:      Date:     
 
Note to Committee: Forward to Payroll office when complete 
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