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1. GENERAL

1.01 This practice states the Southwestern Bell Telephone Company
policy regarding parking facilities and provides the procedures to
be followed when employees are required to pay the Company for
parking non-Company motor vehicles on property owned, leased, or
rented by the Company.

2. PARKING POLICY

2.01 The policy of Southwestern Bell Telephone Company is to provide
parking for employees of Southwestern Bell Corporation and/or its
subsidiaries as stated in paragraphs 2.02 through 2.06.

2.02 Company parking may be provided for employees in work locations
where adequate commercial or street parking is not available. The
proper parking fee may be charged to employees as outlined in
paragraphs 5.01 through 5.03.

2.03 Company parking may be provided at no charge to employees if the
work location is in a residential neighborhood where no public
parking is available and on-street parking has caused serious
public reaction.
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2.04 Many of the cities in which we operate have ordinances requiring
that parking spaces be provided with buildings located in the more
urban or “downtown” type locations. In these locations, parking
may be provided for those employees to comply with local
ordinances, and the proper parking fee may be charged to employees
as outlined in paragraph 5.01 through 5.03.

2.05 In an undesirable neighborhood, Company parking may be provided at
no charge for the safety of employees who are working evening and
night shifts.

2.06 Company parking will be provided for the handicapped in accordance
with applicable state and local laws. The state real estate
organization shall be responsible for determining the facilities
required, and fees may be charged in accordance with other parking
at that facility.

3. PARKING COORDINATOR

3.01 When Company parking is provided, the state building operations
group should designate the state and/or local parking coordinators
responsible for assigning parking privileges and establishing
parking fees.

4. PARKING ASSIGNMENT

4.01 Form SW-5001 (See Exhibit 1) or similar form shall be completed by
the applicant and forwarded to the parking coordinator for
approval or waiting number. Parking privilege will be assigned in
order of:

1. Salary grade indicated by job title, then
2. Date of request for parking privilege.

Note: Promotion to a higher salary grade will result in a new
request date. It is the applicant’s responsibility to
submit a new request upon a promotion. the “new request
date” shall be the day the new request is submitted, not
the effective date of the promotion.

4.02 Subleasing of parking privileges will not be allowed. Violators
will have parking privileges revoked.

4.03 Special parking privileges are reserved for Company vehicles and
for senior management.
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5. PARKING FEES

5.01 Parking will be provided to all senior managers without charge.

5.02 It is the intent of this practice that parking fees be charged at
all Company locations where commercial parking is also available,
thus insuring fair treatment to all employees.

5.03 All management employees below 5th level and all non-management
employees may be required to pay for parking their personal
vehicles on Company parking lots. The amount of the parking
charged will be determined by the local parking coordinator. This
charge may vary according to location, but should be based on
prevailing local commercial parking rates at facilities serving
our Company locations.

6. ESTABLISHING/CHANGING/DELETING/PARKINGLOT CODES

6.01

6.02

6.03

The local parking coordinator shall notify the general
headquarters parking coordinator, in writing, concerning
additions, changes, and deletions to parking codes. The GHQ
parking coordinator shall inform the Comptrollers Department of
these requirements.

The local parking coordinator shall notify the general
headquarters parking coordinator, in writing, whenever a change is
made in the monthly rate at an existing location.

Whenever ~arkinq fees are changed, the local parking coordinator
shall prepare n;w SW-911O allo~ment cards (Exhibit ?). A new card
will be sent to each employee on the parking list. The new
SW-911O will be processed in the same manner described in
paragraphs 7.04, through 7.06. The local parking coordinator will
request the local payroll office to cancel old allotment cards
when new allotment cards are received in the payroll office.

7. HANDLING PARKING CHARGE REVENUES

7.01 Only the payroll methods described in paragraph 7.02 through 7.07
shall be permissible for collecting parking fees.

7.02 Comptrollers Department has implemented a uniform mechanized
procedure to allow payroll deductions for parking fees on Company
provided parking.
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7.03

7.04

7.05

7.06

7.07

Mechanized payroll deduction will be the only method allowed to
collect recurring monthly revenue for parking. Those who refuse
to sign allotment cards for payroll deduction would relinquish
their parking privilege. Partial or full payment for the
beginning or ending month of an employee’s occupancy may be
accepted at the discretion of the local parking coordinator.
Payment should be forwarded to the payroll office on Form SW-4490
(Exhibit 3). No partial-month refunds will be made.

When parking privilege is assigned to the employee, the local
parking coordinator will complete applicable information on the
allotment card, Form SW-911O and send it to the employee.
Individual parking spaces may or may not be assigned. Parking
lots may have a open parking policy.

Upon receipt of Form SW-911O, the employee will enter his/her name
and payroll number. Form SW-911O should then be signed, along
with the employee’s social security number, dated and returned to
the parking coordinator.

The local parking coordinator will forward the signed SW-911O to
the local payroll office by the 12th calendar day of the month for
which parking begins. If the coordinator is unable to meet this
requirement, the SW-911O should be corrected to apply in the next
month. The local parking coordinator may elect to take a direct
payment for the current monthly charges. The payment may be the
full monthly fee or a prorated amount. Payments should be
forwarded to the local payroll office on Form SW-4490.

If an employee wishes to discontinue parking privileges, he/she
should make a request in writing to the parking coordinator. The
parking coordinator will forward the written request to the local
payroll office and will reassign the parking privilege to the next
eligible employee from the waiting list.
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EXHIBIT 1

REQUEST FOR PARKING

@SouttwesternBell

REOUEST FOR PARKING
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EXHIBIT 2

SW-911O
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