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Introductiontc \l1 "
INTRODUCTION
As a Complex Community Council Treasurer, you have assumed a position of significant financial responsibility.  The funds you will be handling are important to students residing in your hall and can be quite substantial in amount.  This Complex Community Council Treasurer's Manual will provide you with the information you will need to do your job.

In the pages that follow, we have described the operation of this financial system.  Please read through this information carefully so that you will be thoroughly familiar with this system.  If you have any individual questions as the year goes by, please contact Michele Kane, Assistant Director of Residence Life at 831-8496.

Responsibilities of the Complex Community Council:

Expectations of the CCC

Complex Community Councils Should…

1. Be committed to social programming, leadership skill development, community service and representation to RSA.

2. Understand that through its actions it represents the Office of Residence Life and the University of Delaware.  As such, the actions of the Complex Community Council must be in accordance with University policy.

3. Coordinate one service/volunteer project each semester.

4. Represent its residents on issues when input or suggestions are solicited on behalf of the student body.

Advisor Expectations:

1.   Meet regularly with Complex Community Council president, executive committee, or leadership communities to provide understanding, communication, evaluation, and to review agendas prior to each meeting.

2. Manage Complex Community Council budget with treasurer by meeting monthly to balance books and reconcile accounts.  Will also attend audits with Laird Area Senior Secretary.

3. Attend all executive board/project or committee chair meetings and general meetings.

4. Attend and actively participate in Complex Community Council activities.

5. Actively recruit candidates for Complex Community Council offices.

6. Create strategies for an in-house reward system for Complex Community Council executive board/project or committee chairs, representatives, and efforts.

7. Maintain contact with floor representatives or council members.

8. Actively work with the RAs to monitor their relationship/utilization of floor representatives or council members.

9. Interpret University regulations and policies.

10. Serve as a community resource for executive board.

11. Ensure attendance on a rotating basis of RAs at Complex Community Council/community meetings throughout the year.

12. Meet with executive board/project or committee chair on a weekly basis.  Meet with the President weekly.

13. Explain/clarify role of RA at meetings and functions (i.e. non-leadership role).

Expectations of Complex Community Council Officers/Project Managers, Committee Chairs:

1. Maintain open communication with the Advisor, RAs, other officers/project managers or committee chairs, and most importantly the residents of the buildings.

2. Represent the building in a positive manner through words and actions.

3. Act as a leader and a role model by setting a positive example for other residents to follow.

4. Abide by all policies and procedures of the University and exhibit acceptable behavior (i.e. role model) within the residence hall, on campus, and within the community.


5. Actively involve the residents of the building in activity planning, decision making, and all other Complex Community Council functions.

6. Meet with the advisor and executive officers/project managers or committee chairs on a regular basis and work to create a learning environment.

7. Establish clear goals for the organization.

8. Follow through on all commitments.

9. Regularly attend all Complex Community Council functions.

10. Provide input to the advisor, executive officers/project managers or committee chairs, floor representatives, and residents for the continuous improvement and development of the organization.

11. Come to meetings prepared with topics/issues that will be discussed.

12. Encourage residents to attend meetings and get involved with activities.

13. Accomplish all duties expected of individual positions listed in “Descriptions” Section.

14. Maintain a 2.0 GPA.

15. Be on time for meetings and activities/programs.

16. Turn in all paperwork on time.

17. Ask for help and ask questions.

18. Attend required training session in September and attend one in-service in the Spring.

Treasurer/Fiscal/Financial Manager Expectations:

1. Attend all executive meetings and general meetings.

2. Attend all functions.

3. Meet with Advisor and executive officers/project managers or committee chairs prior to each meeting to prepare agenda.

4. Balance and reconcile account on a monthly basis; maintain a working budget.

5. Consult with Advisor on all financial matters.

6. Keep accurate, neat records of all hall finances and give a financial report at each executive and general meeting.

7. Meet regularly with all executive board members and Advisor for advisement.

8. Attend and be prepared for the audit at end of fall and spring semester.

9. Other duties as assigned by Advisor.

The Complex Community Council Treasurer is responsible for administering all accounts of the Complex Community Council, maintaining complete and accurate fiscal records for the hall, observing all University of Delaware fiscal policies and procedures as outlined in this manual, and informing the residence hall of the status of the treasury at any time.

Records and Reports
A.  Every Complex Community Council Treasurer/Fiscal/Financial Manager will keep, in a timely and accurate manner, the following records:


1.
Ledger sheets


2.
Bank statements and canceled checks


3.
Budget of the current fiscal year


4.
File of invoices, receipts, bills, etc.


5.
Bank deposit slips


6.
Official receipt books

B.  All of these financial records must be turned in to the Office of Residence Life at the end of classes in the Spring or at the end of the treasurer’s term in office.  These records will be returned to the Complex Community Council Treasurer at the appropriate time, normally at the beginning of the next academic year.

C.  The Complex Community Council Treasurer/Fiscal/Financial Manager is responsible to      
     present all records and to attend the twice-yearly audit held at the end of each semester.

D.
The Complex Community Council Treasurer/Fiscal/Financial Manager will maintain an accurate inventory of the Complex Community Council equipment.

E.  The Complex Community Council Treasurer/Fiscal/Financial Manager will pay all bills incurred by the Complex Community Council on a timely basis.

F.  The Complex Community Council Treasurer/Fiscal/Financial Manager will meet monthly with the advisor to review the Complex Community Council checking account and all other financial records.

Complex Community Council Funding Procedurestc \l1 "
HALL GOVERNMENT FUNDING PROCEDURES
Funds for Complex Community Councils are provided by the Office of Residence Life.  The following guides the disbursement of these funds:

Budget Restraints
You may not use your Complex Community Council money for the following:

· Expensive permanent items.  Purchases are limited to $200.

· Items that should be paid for by Residential and Conference Facilities, such as tarring driveways, painting rooms, etc.

· Alcohol.

· T-Shirts and other "for every resident" items.  These things should be paid for via fund raising or direct sales.

· Charity Donations.  These are prohibited by University policy unless the Complex Community Council holds a separate fundraiser for this purpose, or the organization provides a service to the hall.

Fund Raising: This is another way to get funds for your Complex Community Council.  The Complex Community Council manual that the advisors have contains a great number of ideas about fund raising.   All fund raising must be conducted in accordance with University Policy as explained in the Student Handbook and this manual.

Left Over Funds: At the end of the school year, unspent money remaining in the Complex Community Council accounts will carry over to the following year, however no Complex Community Council will be allowed to carry over more than $150.00 from one school year to the next.  You must keep at least  $10.00 in your account at all times.  

Budget Processtc \l1 "
BUDGET PROCESS
Each fall the Complex Community Council Complex Community Council Treasurer/Fiscal/Financial Manager, President, and Advisor must submit a written budget to the full Complex Community Council.  This budget must be approved by the Complex Community Council and forwarded to the Assistant Director of Residence Life by October 24.  Failure to submit an approved budget may result in the "freezing" of the Complex Community Council account.

Budget Timeline
September: 

· Fall Semester allocation placed into account.

· Advisors and Complex Community Council Treasurer/Fiscal/Financial Managers are trained in budget preparation.

· After gathering ideas from students and Residence Life staff, the executive committee drafts a budget.

October: 

· The Treasurer, President and Advisor prepare a final draft of the budget.

· Advisors and Executive Committee present the budget at a well-publicized open meeting. This budget must be approved by majority vote (50% + 1) of those attending the Complex Community Council meeting.
· The budget may be revised at any time.  The revision should be approved following a discussion by a re-vote at a Complex Community Council meeting.   A Revised Budget must be submitted at the end of February.
· October 25th  -The Fall budget is submitted to Assistant Director for Residence Life.

December: 

· First mandatory audit occurs.

February: 

· Allocation requests for the Spring semester due to Michele Kane (michelon@udel.edu) by 2/18/05.

· Second allocation is deposited into Complex Community Council account.

· February 28th – The Spring budget is submitted to Assistant Director for Residence Life

March:
· Second audit completed by March 18, 2005.
May :

· Last audit occurs and treasurer materials are all returned to the Office of Residence Life.

Checking Accounts For Complex Community Councilstc \l1 "CHECKING ACCOUNTS FOR Complex Community Councils
A.
Checking accounts have been established for all University of Delaware registered student organizations, including Residence Complex Community Councils, with the Citizens Bank.  All Complex Community Council accounts must be maintained in Citizens Bank.

B.
All Complex Community Council accounts must be in the name of the residence hall (the words "University of Delaware" may not in used in the name) and must be addressed 5 Courtney Street, Newark, DE  19716.  All checks must have two signatures, those of the Hall Treasurer and the Hall Director.  The signature of an Assistant Director of Residence Life is acceptable in place of that of the Hall Director.  Complex Community Councils are not authorized to change the account name.  There is a $20.00 charge for changes.

C.
Every time there is a change in the Complex Community Council's Treasurer or Advisor, Citizens Bank must be given a new signature card.  Please notify the Senior Secretary for Residence Life (831-8496) who will then coordinate the change with the bank.

D.
All bank statements and canceled checks are first sent by the bank to the Senior Secretary.  These materials are reviewed and then forwarded to the Advisor/Hall Director who will also review them before giving them to the Complex Community Council.  It is the responsibility of the treasurer to reconcile the account and retain the statements with the Complex Community Council records.  The Advisor/Hall Director will review reconciliations monthly.  A copy of each Complex Community Councils's bank statement is kept on file in the Office of Residence Life. 

E.
A Treasurer’s  box (with ledger sheets) for record keeping is provided by the Office of  Residence Life.  In addition, there should be a sufficient supply of blank checks with the materials provided for each Complex Community Council.  If additional checks need to be ordered, please contact the Senior Secretary (831-8496).  Blank checks should only be ordered through the Office of Residence Life.  Please do not order checks directly from Citizens Bank.

F.
All financial transactions must be made by check.

G.
The Assistant Director of Residence Life will intercede whenever necessary if internal problems arise in transactions involving a University service and a Complex Community Council.

H.
The advisor and treasurer must never sign to authorize a check issued to him/her self.

I.
Checks may not be made out to cash.

J. A Complex Community Council Treasurer may not commit monies for the next fiscal year.

K. Members of a residence hall may not incur financial obligations that would have the effect of binding subsequent residents to debt for future fiscal years.  

L. There can be no loans between residence halls!

Depositing 

Complex Community Council Fundstc \l1 "DEPOSITING HALL GOVERNMENT FUNDS
A.
All monies received, whether cash or check(s), must be deposited in the checking account set up for the Complex Community Council at the Citizens Bank; the deposit must be made within 24 hours of receipt. 

B.
Upon request, students who make payments to the Complex Community Council should be issued a receipt, indicating the date and amount paid and the purpose for payment.  The Complex Community Council must purchase receipt books.  Receipts books are provided in the Treasurer’s tote.

C.
To insure proper credit, bank deposit slips must always be used and copies maintained as part of the Complex Community Council's financial records.  In the event that a deposit is not posted*, or is incorrectly posted to the Complex Community Council account, the deposit slip may be the only proof that the transaction was made, especially if the deposit made was cash.  Without proof of deposit, Citizens Bank has no legal responsibility to correct the error in posting.

D.
All checks received by a Complex Community Council must be endorsed as follows:

     For Deposit Only To: 
     Bank Account Number
     Name of Complex Community Council Account

      Please note that only the top one and one-half inch of the back of a check is to be used for the payee endorsement.  

E.
If the check is made out to an individual, the individual should first endorse it, following it by the endorsement in item D above.

* Posting is defined as the transferring of accounts to a ledger; the process of recording transactions to a ledger.  In this case, the term posting refers to the procedure through which the bank records financial transactions to the proper account.

Expenditurestc \l1 "
EXPENDITURES
A.
Expenditure of any money a Complex Community Council may receive from the University must be approved by the Assistant Director of Residence Life.  This responsibility is delegated to the Complex Community Council Advisor to ensure proper use of these funds.

B.
All expenditures must be made by a check drawn on the checking account set up for the Complex Community Council.  Under no circumstances may cash be used to pay a bill of the Residence Complex Community Council.  Payment of all bills must be from the checking account.

C.
Expenditures are to be recorded in the ledger.

D.
Every check drawn on the account must be deducted from the balance brought forward in the ledger.

E.
Each Treasurer must establish a file to retain all bills, receipts, statements, invoices, etc.; the check number of the check issued to pay each bill must be entered on the supporting material before it is filed.  By maintaining accurate records, the Complex Community Council Treasurer will easily be able to justify any check that has been issued.

F.
If for any reason a bill or receipt cannot be obtained for an obligation, the Treasurer must write a file memorandum clearly stating the purpose for which the check has been issued and the reason why a bill or statement cannot be obtained.  This file memorandum must be retained with all other bills and statements.

G.
All reimbursements made to anyone making purchases for the hall should be made by check within ten days of purchase to avoid errors in record keeping.

H. When accounts are reconciled, monthly bills should be stapled to the checks that have cleared the checking account.

Keeping an Accurate Ledgertc \l1 "KEEPING AN ACCURATE LEDGER
The Office of Residence Life has provided each Treasurer with a ledger in which to record transactions made throughout the academic year.  Listed below are a few suggestions that will help you to keep the best ledger possible.  A sample ledger has been provided for your reference. (See next page)  CHECK BOOK REGISTERS WILL NOT REPLACE THIS FORM.

A.
Always fill in the headings of your ledger sheets completely.  In the event that a ledger sheet should fall out of your notebook, there will be no difficulty in determining what academic year and what section of the ledger it belongs in, provided that the headings are filled in properly (e.g., date, hall, balance forward). 

B.
Double space between entries.  This will make finding specific transactions much easier.  Also, double-spacing between entries helps to prevent errors in addition.  Additional copies of blank ledgers can be obtained from the Senior Secretary at the Laird Campus Office.

C.
Keep balance columns in pencil.  This allows for simple, neat corrections.  

D.
Be precise.  List accurate, complete descriptions of every transaction made.

1. Deposits:  Write "deposit" in the description column and in parentheses, describe what the source of income is.

2. Expenditures:  When you have written a check, write in the description column who the check was written to (be sure to use first and last name), and the nature of the transaction.

E.
At the end of each page, total the balance column.

F.
At the top of each page, bring the balances forward from the preceding page.

G.
Keeping neat, orderly records will make your job as Treasurer much easier.  When the Complex Community Council ledger and records are kept in order, bank statements are easier to reconcile, receipts are easier to find and anyone who needs to look over the books should have no difficulty in following each and every transaction.  Remember, the Complex Community Council accounts are audited in December, March and May, so please keep all records in order.

Basic Accounting Procedurestc \l1 "BASIC ACCOUNTING PROCEDURES
Writing a Check: Checks must be written in numerical order and must always be written in ink. 

Voiding a Check: Whenever a check has been voided, make a note of it in the ledger.  The Complex Community Council Treasurer is responsible for accounting for every check that has been issued and every check that has been voided.  After making a note in your ledger, write the word "VOID" across the front of the check and tear away the signature portion of the check.  Each voided check must be retained.

Correcting Math Errors:  Errors may be corrected in one of two ways.

2. The first method is probably the simplest, provided that the error in addition is caught soon after it has been made.  This method consists of simply erasing and correcting the figures in the balance column(s).

2.
The second method of correcting an error is to make an adjustment in the ledger.  This method is generally used when the error is caught long after it was made.

Reconciling a Bank Statementtc \l1 "
RECONCILING A BANK STATEMENT
Reconciling the bank statement with the ledger is the single most important part of maintaining any type of business or personal account.  Statements should be reconciled with the ledger as soon as the Complex Community Council Treasurer receives them.  If there is a discrepancy between the balances of the bank statement and the ledger, notify the Senior Secretary at 831-8496, immediately.  Any discrepancies should be reported to the bank as soon as they are noticed.  Citizens Bank is not responsible for correcting mistakes if they are not notified within sixty days of the date that the bank statement in question was issued.  This means that if Citizens Bank accidentally subtracts $300 from the account, they are not responsible for refunding the money if they are not notified of the error within the sixty-day time period.

Be warned that Citizens Bank sometimes makes minor mistakes in administering their accounts.  Although these mistakes are minor, they must still be reported to the bank within the sixty-day time frame in order to be rectified.  In the past, Citizens Bank has inadvertently added a service charge or an analysis fee to some of the Complex Community Council accounts.  If there is any kind of charge or fee on your statement, report it immediately to the Senior Secretary for the Laird Campus Office at 831-8496.  Again, if you fail to report the error within the sixty-day time frame, the amount deducted for the service will not be refunded to the account.

Another very serious problem that can occur if the bank statement is not reconciled properly and within the sixty-day time frame is the risk of having an incorrect balance column.  This means that if you have made a math error, if you have forgotten to deduct for a check that was written, etc., you may have an inaccurate balance column.  Mistakes such as this could cause you to spend money that the Complex Community Council does not actually have.  For example, if you subtracted $100 for a check written to the University of Delaware instead of $300 (which is the actual amount of the check written), your balance column would claim to have $200 more than what it actually has.  This means that you could "bounce" $200 worth of checks without knowing it.  Citizens Bank charges $40 for each check that is returned due to insufficient funds.  Simple arithmetic will tell you that if you have written ten checks that "bounce" at a fee of $40 per check, your account will be charged a total of $300.

Reconciling the bank statement with the ledger is the key to successful record keeping.  When statements are reconciled properly and within the sixty-day time frame, there will be no problems with maintaining the account.  Please be sure to keep accurate records, and if you run into problems, have any questions, or just need some general guidance, do not hesitate to ask for help.

The Office of Residence Life will supply ledger-reconciling forms to each Treasurer.  Additional forms may be obtained by calling 831-8496.

The purpose of reconciling a bank statement is to compare those figures recorded in your ledger with those recorded by the bank.  Therefore, the best way to reconcile a bank statement with your ledger is to work only with those transactions made prior to the closing date of the statement.  

Any Treasurer experiencing any bookkeeping problems should contact the Senior Secretary for Residence Life immediately.  

Citizens Bank Statement

What To Do When Your Bank Statement Does Not Agree With Your Ledger

A. Have you checked your math?  This is the most common mistake made when keeping a ledger.    Check your addition starting with the last figure in your ledger balance column that agreed with your last bank statement.

B.   Have you correctly subtracted the amounts of your outstanding checks from the balance of the bank statement?

C. Did you subtract the correct amount for each check you've written?  Compare the amounts of the canceled checks with what you have recorded in your ledger and correct any discrepancies.

D. Have you accurately recorded all of your deposits?  Compare the amounts of your deposit slips with the amounts recorded in your ledger.  Make sure that every deposit made has been noted in your ledger.  If your deposit slips are maintained properly, there should be no problem in double checking your records.

E. If you still cannot get your bank statement to agree with your ledger after following the above steps, call the Senior Secretary for Residence Life immediately at 831-8496.

Audit Procedurestc \l1 "
AUDIT PROCEDURES
A.
Each Advisor is responsible for assisting the Treasurer in maintaining proper financial records and is jointly accountable for them.  The Advisor or the Assistant Director has the authority to confiscate the Complex Community Council books if the Complex Community Council Treasurer fails to fulfill his/her responsibilities.  Such action will be taken only if serious problems arise.

B.
The Office of the University Treasurer, with cooperation from the Director of Residence Life, may perform a periodic audit on the books of the Complex Community Council using these methods and procedures which are deemed necessary to insure the maintenance of proper accounting standards.

C.
The Assistant Director or Senior Secretary may perform spot audits from time to time and has the authority to call for the books of any Complex Community Council in order to insure that proper accounting standards are being maintained.

D.
Any resident of a hall may request an audit to be performed on the books and records of the Complex Community Council.  The request should be submitted to the Assistant Director.

E.
If the audit is performed and irregularities are found in the bookkeeping, or if any of the above policies have been violated, the Assistant Director will be contacted.  The Assistant Director will decide what course of action is appropriate.  Should there be any disagreement between the Complex Community Council and the Office of Residence Life regarding procedures in handling a case, the Director of Residence Life shall be consulted as to the proper course of action.  In such cases, the Director's decision will be final.

F.
Audits will be conducted in December, March and May.  You will be notified about scheduling and preparing for your appointment.

Complex Community Council

Sales and Fundraiserstc \l1 "
HALL GOVERNMENT SALES AND FUND RAISERS
If a Complex Community Council wishes to conduct any type of sale or fundraiser in the residence hall or community, approval must first be obtained from the Advisor.  The Complex Community Council Treasurer will be responsible for completing a sales and solicitation form for the purpose of monitoring the money collected.  A copy of this form should be submitted to the Assistant Director of Residence Life prior to the start of the fundraiser.  At the end of the event or sale, the cash must be deposited in the Citizens checking account.  In cases of sales lasting over a period of time, deposits must be made daily.  A copy of this deposit slip must also be given to the Advisor who will complete the form and give the Hall Treasurer a copy for the Complex Community Council records.

The following guidelines should be reviewed prior to selecting a fund-raising activity:

1. Door-to-door sales/solicitations are not permitted in the Residence Halls except by Complex Community Council representatives.  Please review the University’s Sales and Solicitation policy for more specifics.


2. Delaware State law regulates raffles, lotteries, casino nights, and other games of chance.  Please review such activities with a professional staff member before proceeding.


3. Delaware State law prohibits the sale of food that is not commercially prepared and packaged by a licensed food handler.

4. Off-campus individuals or firms are not permitted to conduct sales and solicitations on campus except when sponsored by a University department, Registered or Chartered Organization, or Complex Community Council.  If a Complex Community Council sponsors a group, their sponsorship must be evident on all publicity.  In addition, the organization will be held responsible for all actions of the group and the group will be viewed as the organization’s guest.

5. Authorization to sell on-campus does not constitute an endorsement by the University or the Office of Residence Life of either the product sold or the service rendered.

6. A professional staff member and the Development Office must approve all off-campus fund raising activities.  If you wish to conduct a fundraiser off-campus, please contact the Assistant Director of Residence Life before proceeding any further.

Following the Fundraiser:

1.   All funds derived from on-campus sales/solicitations must be deposited into the CCC checking account within 24 hours.  After expenses are paid from the account, the remaining funds may be donated to a designated charity or may be used for Complex Community Council programming efforts.

2.   The treasurer and advisor should complete the Sales and Solicitation form and submit a copy of the completed form to the Assistant Director.  Deposit slips should be attached to the original copy of this form and presented at the time of the audit.

If you would like to discuss a fundraising idea or would like help developing a fundraiser, feel free to contact Michele Kane, Assistant Director, at 831-8496.

Modified from the University of Delaware Financial Policies and Procedures Manual for Registered Student Organizations.

Inventory of Equipment

A.
Every residence hall must submit at the beginning of the year and at the end of the year an up-to-date, comprehensive list of all equipment and/or instruments that are owned (i.e., stereos, sports equipment, etc.) as well as the location which they are stored over the summer.  This list shall include brand names, models, serial numbers, colors, and any other descriptive material that will serve to describe the items clearly.  A copy is to be submitted to the Complex Coordinator and Advisor  (see sample) and submitted with the budget.
B.
The inventory list must be signed by the Treasurer.

C.
It is the responsibility of the Treasurer to update all inventory lists as new equipment is purchased.

D.
An end-of year inventory must be done as well, at the final audit the two inventories will be compared. 

Purchases/Contractstc \l1 "PURCHASES/CONTRACTS
All halls that wish to have a contract with a company, (such as a candy distributor) must contact the Assistant Director for Residence Life.  Contracts signed by students or student staff are illegal and the University will not be bound by such contracts.

Ticket Sales for Residence Hall Eventstc \l1 "
TICKET SALES FOR RESIDENCE HALL EVENTS
Any event that will involve the use of tickets (i.e., Mardi Gras, October Fest, Inner Harbor Trips, dances, etc.) must be approved by the Advisor and the Assistant Director.  A process similar to the sales form is used.  The treasurer will be required to use numbered tickets and fill out a ticket sales form (see example).  When the event is over, the cash must be deposited in the Citizens Bank account immediately.  In cases of sales lasting over a period of time, deposits must be made daily. 

Student Organization Use of University Vehiclestc \l1 "STUDENT ORGANIZATIONS' USE OF UNIVERSITY VEHICLES
The University of Delaware Motor Pool is maintained to provide vehicles for use by authorized members of the University community.  University vehicles may be used by registered student organizations only for University related business and activities.  Under no circumstances is personal use of University vehicles allowed.  Approval for use will not be granted unless the organization demonstrates that such vehicle use has been provided for within its budget.

The Motor Pool offers a wide selection of vehicle choices but if the Motor Pool cannot supply the proper type vehicle for your needs then a commercial rental can be arranged through the purchasing office.   

A.
A request for services form must be completed and signed by an officer of the organization and the appropriate professional administrator of the organization each time a vehicle is requested.  The following information must be specified on each request for services form:

    1.
Name of the registered student organization.

    2.
Name of organization member who will drive the vehicle.

    3.
Date(s) and time period(s) during which the vehicle will be used.

    4.
Exact destination of the trip and approximate round trip mileage. 

    5.
Purpose of the trip.

    6.
Proper signatures and account numbers as previously indicated.

B.
The request for services form (FAI) must then be brought to the Motor Pool Service Clerk in advance of the date of use.  The keys to the vehicle and University gasoline credit cards can be obtained.  The driver must present his/her valid driver's license before the vehicle will be released.  Drivers must be 18 years of age.

C.
The driver must note the mileage on the vehicle at both the beginning and end of the trip, and write it down on the car pool usage report provided by the Motor Pool Service Clerk when the keys and credit cards are returned.

D.
Billing and Payment for Motor Pool Use: Charges for each trip will be typed on the appropriate Request for Services (FAI) form by the Service Office.  At the end of each month, a direct accumulated bill will be sent to the organization's professional administrator, (Complex Coordinator or Assistant Director) who will pay for the rental.  These monthly bills will have a copy of each request for services form and corresponding pool car usage report attached to it. This will be copied to the Treasurer by the Complex Coordinator or Assistant Director.  Upon receipt of the bill, the Treasurer must write a check to "The University of Delaware" for the proper amount and give it to their Complex Coordinator or Assistant Director.

Graphic Communications Center Policies and Procedurestc \l1 "
GRAPHIC COMMUNICATIONS CENTER POLICIES AND PROCEDURES
A.
Policy:  The University's Graphic Communications Center provides for the duplicating and printing of necessary materials for the various academic and service units of the University.  All units of the University pay for the services received, therefore, the Graphic Communications Center is not to be used by students for their personal affairs or by non-registered student organizations.  

B.
Procedure:  In order to insure compliance with University policy, it is necessary for all registered student organizations to receive authorization from their appropriate professional administrator/Assistant Director before requesting the services of the Graphic Communications Center.  All requests for work to be done through the Graphic Communications Center must be submitted to the Area Secretary.

C. Billing and Payment for Graphic Communications Center: The Area Office will submit a bill to the Complex Community Council Treasurer for each Graphic Communications work request. 

Use of University Services by Complex Community Council

There are times when Complex Community Councils need to utilize the services of the university (renting a motor pool van is one example.)  In order to do this, it is necessary for a Residence Life Professional to sign the appropriate form, affixing an internal university account number. 

After the service is performed or the activity takes place, the University Department providing the service will debit the account indicated on the form.  The advisor and/or the Treasurer will then be informed (and provided with a copy of the bill).

The Treasurer will then write out a check (payable to the "University of Delaware") for the amount indicated.  This check will be deposited into the aforementioned appropriate University account.

Use of University Facilities

Complex Community Council Functions Held in the Residence Halls:

Functions sponsored by Residence Life Staff and the respective Complex Community Councils are primarily for University students, faculty, staff and invited guests (accompanied by their hosts).  If a Complex Community Council wishes to open its event to the general public, a representative (after first consulting with the Complex Community Council advisor) needs to consult with the area Residence Life professional.  This must be done before any plans are started on the program.

Complex Community Council Functions Held Outside of the Residence Halls:

Functions sponsored by Residence Life staff and the respective Complex Community Councils are primarily for the university students, faculty, staff and invited guests (accompanied by their hosts).

Generally, event sponsors may not advertise such events in the community to invite attendance by the general public.  In the event that a Complex Community Council wishes to organize program in a facility outside of the residence hall, a representative (after first consulting with the Complex Community Council advisor) needs to consult with their respective Area or Complex Coordinator.

In the event that the professional gives approval, the Complex Community Council will need to meet with the manager of the facility involved.  The manager of the facility, usually in consultation with the Assistant Director of Residence Life and the area Residence Life professional, will determine what restrictions will be placed on the event.

Organizers must arrange and pay for Public Safety, Plant Operation and Custodial services.  In addition, the manager of the facility will place a limit on the number of guests that will be permitted per University I.D.  Finally, the organization sponsoring the event may be held accountable for damages resulting from the event if specified procedures/policies are not followed.    
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