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500 - 501 

500 FINANCIALOPERATIONS 
501 Budgeting 

The develo_pment of the un1vers1ty Support (Operating ) Budget begins
approximatel_y one and one- half years before it 1s effective. The 
formation or the budget is based on t he concept of a Base Line Budget
CBLB), a Program Maint ena nce Proposal Budget (PMP) , and Program Change
Proposals (PCP}. 

A. Base Line Budget 

This proce ss consists of adjustments to t he previous year's
appropriation s, to provide for mandatory budget increases su ch as 
f)r1ce increases due to inflation, increa se s in staff bene fit 
rates, and cost of salary step adjustments of current employees.
Thus, t hi s process restates last year's operations in terms of 
this year's prices, and is addressed and calculated independent
of budget cons id eration for _prospective changes in student 
enrollment or fac1l ities. The Chancellor's Office of Budget
Planning and Administration staff asserrbles the Base Line Budget
based on information supplied by the Department of Finance 
regarding price and benefit 1 ncrea ses and from the campuses
regarding salary step adjustments. 

B. Program Maintenance Proposal Budget 

This proce ss identifi es those costs that are attributable to 
workload changes and to accommodate growth in student enrollment 
a.nd facilities. The calculation of tne costs of these workload 
and gro wth factors is essentially based upon formulas and 
sta ndard s prev1ousl_y used 1n support budgets approved by the 
execut1ve and legisTat1v e branches of state government. Th1s 
project1on , therefore, reflects all those costs that will be 
requ1re d t o ma-intain the quality of the program at approved work­
load standards. 

In the Spring of each year, various campus departments and 
off i ces are reguested to review budget 1nP-ut varfables for use 
in the formulas that generate the PMP Budget. These input
variables include such items as enrollment data , square footage,
applica t1on volume, etc., projected for the campus. Certain 
campus offices are contacted to provide other items for which there 
exist no PMP formulas. These items take the form of budget
notes which include such data as space rental, utility _projections,
communications projections, etc. CalT',.)us units are also asked to 
provid e pro.1ections, of personal services and operat1n~ expense
nee ds to aicf in the relative d1str ·lbution of funds alTocated on 
a campus-wide bas is. Based on these inp.uts a detailed printout
is develo ped and is suppl1e d to the campus, normally in April.
The campus 1s g1ven an opportunity to react to th1s material during
the budget dfscuss1ons held during the months of May and June. 
Depending on revised input data, the campus PMP budget deta11 
may undergo several adjustments before 1t is finaTized. In 
adoition, on a cont1nu1ng basis the Chancellor's Office of Budget
Plann ing and Adm1nistra t1on reviews existing formulas with t he help 
of campuses leading to periodic rev1s1ons and addit ions . 

C. Program Change Proposal Budget 

This process identifies those costs which are not rr~rely mandatory
~r1c e inc reases or technical budget adjustments for program size. 
It present s all costs for new programs, changes i n existing
P.rograms and trade-offs. Thus, thls projection defines changes
1n the real character of the program of the Cal 1forti1a State 
Uni var s 1ty. After campuses 1aen-t1fy and submit Program Change
ProP.osals and rank systemw1de proposals, these subm1ss1ons are 
rev1ewed by the Chancellor's staff. Those most crucial in meeting
ex 1st i ng _ and P.roj ected program requ 1 rements of The Ca 1 i fo rn i a 
State lJniv ers'lty are selected for inclusion in the Trust ee's 
budget request. 
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The System Program Change Proposal process takes place
s1multaneouslY w1tn the PMP process through system input to the 
Board of Trustees, The Chancellor's staff develops for 
consideration by the Executive Council, the Statewide Academic 
Senate, the Student Presidents' Assoc1at1on and the ca~uses, an 
1nft1al System Program Change Proposal listing. These groups are 
asked to rank the Qroposals and occasionally are asked to submit 
supportive materials related to the P.roposals. Ultimately, this 
list 1s compiled for inclusion in the Trustees' Budget request. The 
campuses are also afforded the opportunity to submit Program Change 
Proposals that are essentially unique to 1ndiv1duaT campuses. 
Individual Program Change ProP.osals are reviewed locally.
Those that are approved for submission by the campus are subject
to furthe r review by the Chancellor's staff. At this point, the 
Rroposal may be Joined with proposals from othet campuses to 
form a System Program Change Proposal, included in the Program
Maintenance Budget, modified and subsequently aQproved and 
incorporated in the list of campus Program Change Proposals, or
they may be rejected. 

D. The Chancellor's Office of Budget Planning and Administration 
staff consolidates the 1nd1v1dual campus budgets into a systen~
wide budget including the Base L 1ne Adjustments, the Program
Ma1ntenance Proposals and the Prog_ram Chan~e ProQosals. This is 
presented to the Trustees of The California State University;
after ap~roval by the Trustees it 1s presented to the State Depart ­
ment of Finance. 

E. The State Department of F1nance, under the direction of the 
Governor, prepares the statew1de budget for 12resentation to the 
Legislature, The budget enacted b_y the Legislature and signed
by the Governor becomes the officiaT Support (Operating) Budget for
the coming fiscal year. 

F. When the @proved Cal Poly, SLO budget fs received, the Vice 
President, Business Affairs provides each appropriate area with 
budget allocation information for the year. The Accounting
Records and Reports section of the Financial Operatio ns Department
maintains cumulative budgetary account balances for all
university areas. 

G. Proposed budget transfers w~th1nschools, division and program 
areas must be endorsed byte respective school dean, d1visfon head 
or program manager. Cl.e., Vice President, Academic Affairs;
Director of the Llbrary; Vice President, Information Systems). 

Proposed budget transfers ~etw,n schools, divisions and program 
areas administered by the V ce resident, Academic Affairs must be 
endorsed by the Vice President, ~ Academic Affairs. Likewise,
proposed budget transfers b~:twe departments and prog_ram areas 
adm1n1ste re d by the Vice res 1 ent for Univers1ty Relations,
dfv1s1on head, or manager rrust be endorsed by them (1.e., a budget
transfer request from the Placement cost center to the Counseling
cost center rrust be endorsed by the Dean of Stud ents . 

Proposed budget transfers ~fefn program areas administer ed by the 
Vice President, Academic a rs• Y-1ce President for Univers ity 
Relations; Vice President, Bus?ness Affairs; Vice President,
Information Systems; Executive Dean• Dean or Students and the 
Director of Personnel and Employee R'e1at1ons require approval of
the President. 

NOTE: The "use" of budgeted resources between schools, d1v1s1ons 
or other program areas is prohibited (i.e., Student Assistant 
payroll from one school being turned in under another school's 
account nurroer). · 

All requests for transfers involving funds related to regularly
established positions must be submitted to the Budget Office as 
soon as possfble, but no later than the 10th of the month 1n which 
the transfe r is to be effective. 
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Reguests for transfers of Operating Expense & Equ1pment budget
allotments and blanket positions (i.e., Student Assistants,
Temporary Help, etc.) shoulo be submitted on a monthly basis during
the fiscal year, with June 15th being the last day for the month of 
June. 

502 Accounting Services 

The Accounting Services Office of the Fiscal Operations Department
records, summarizes, and reports on the fiscal transactions and related 
operating statistics of the university. 

502.1 Transaction Control 

The Transaction Contt'ol Unit is responsible for l'-ece1ving and 
organizing accounting source documents, keypunching, and verifying data 
from the source documents, evaluating batch and edit proof runs against
batch control totals to ensure the accuracy of systems lnput,
coordinating with campus Computer Services Center Data Control Offlce,
maintenance of in put registers to provide controls for the review of 
co'!lPuter-genera ted output, distr1oution of management reports, and 
maintenance of software used in generat111.Q management reports.
Information concern1n_g management report ava1rab111ty or distribution 
may be obt a in ed from Tran sac~ 1on Cont ro l, extension 1186. 

502.2 F1nancial Reports 

The F1nanc1al Reports Unit is respons1ble for the preparation of 
adju st ing journal entries, ma1ntenance of financ1al and accounting
record s, confirmation or reconc111 at1on of subs1d 1 ary accounting
record s to control accounts and of campus accounts to records 
maintained by the Chancellor's Office and the State Controller, 1r,
prepar ation of periodic financial staten.e nt s and other financial and 
statistica .l r-eports as required. 

Information concerning financial data or management reports may be 
obtained from Financial Reports, extension 2242. 

502.3 Collections and Disbursements 

A. Accounts Payable 

State Claims Schedule (bill paying) procedures are substantially
similar to Accounts PaY.able processes associated w1th commercial 
systems of acc ounting . The Accounts Payable Unit processes for 
paY.rr~nt by the State Controller all State obligations for materials 
ancl services 1ncluding reimbursements for 'travel expenses, and 
other Revolving Fund disbursements. Information concerning the 
payment of Stal:e obligations may be obtained from the Accounts 
Payable Unit, extension 2291. 

B. Cashiering 

The University Cashier is responsible for the receipting of all 
cash rece1 ved by the uni varsity. The Cashier, Adm1nrstration 
131-E, has bus1ness hours between 8:00 a.m. and 4:30 p.m., Monday
through Friday. 

The Cashier 1s respons1b1le for assent>ling for d1str1but1on the 
checks (pay roll warrants) for n~nthly and hourly university
pers onne l . Payroll warrants for monthly personnel are ava1lable on 
payday at the Cashier's Office. Depar'tmental batching of payrol 1 
warrants f or d1str1but1on and procedures for issuance of warrants 
d1r ect ly to the employee's bank are descr1bed in CAM323.l. 

C. Housing Accounting 

Accounting for Dormitory Revenue Fund--Housing is the respons1b11-
1ty of tfle Housing Accounting un1t. Information concerning the 
status of student resident accounts may b~ obta1hed f~Offi the 
Housing Accounting unit, extension 2812. 
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D. Parking Accounting 

Accountin_g for Parking Revenue Fund is the responsibility of the 
Parking Clerk. Information concerning Parking Accounting may be 
obtained from the Parking Clerk, extension 1428. 

502.4 Accounts Receivable 

University invoices are prepared and submitted by the Accounts 
Receivable unit. Information concerning invoices received from or 
amounts due the university may be obtaineo from the Accounts Receivable 
unit, extension 1428. 

502.5 Property Accounting 

A. Responsibility 

Accountab 1l 1ty for the location of all nonexpendab le property and 
equipment owned by the State is vested 1n the Property Accounting
Superv1 sor. The Property Accounting unit processes al 1 necessary
transactions and ma1nta1ns detailed records and documents essential 
to the proper control of un1vers1ty-owned property and equipment . 

All accountable property is assigned a property identification 
nurrber with a tag. a decal, or by etching_ as soon as feasible upon
delivery of the ftem to the university. Property 1dentification by
nurrber 1s the responsibility of the Property Accounting Supervisor. 

B. Inventory 

An i~ortant control device and one required by Statewide 
regulations is the perpetual property and equipment inventory
record maintained by the Propert~ Accounting Un1t. This inventory
record reflects the status of all university property and equiQment 
of record at any time. In order to certify to the accuracy of the 
inventory, a ptiysical ver1f1cat1on 1s made at least once each 12
months. 

C. Disposing of Property and Equipment 

Accountability for nonexpendable property and equ1fment can be 
relieved only by authorized transfer or survey. Al retirements 
other than off-campus transfers of location must be accounted for 
by a Property SurveY. Report, Form 152, which 1s prepared by the 
Proper ty Accounting Supervisor. On-campus transfers are to be made 
by means of memoranda addressed to the Property Accounting
Supervisor . Off-campus transfers are accounted for on a 
Transfer of Location of Equ1pment Report, Form 158. 
1. Procedure, General 

Notify the Property Accounting Supervisor, through the depart­
ment head, of the property or equipment to be surveyed.
Surveys should be requested on "Request for Property Survey
Report " form, ava11 ab 1e from the Property Account 1ng
Supervisor. A complete description of an equifment item,
including the equipment number and serial nurrber, f available 
should be given. A Property Survey Report w111 be prepared 
by the Pro~ert_y_ Accounting Supervisor 1n accordance w1th 
Sections 8656-8657 of the State Adm1nistrative Manual. Direct 
any questions to the chairperson, Property Survey Board,
extens 1 on 223 4 • 

Replacement of surveyed equ 1 P.ment can be accomp 11 shed on 1 y
through the budget process. The Property Accounting Super­
visor forwards t~e completed PropertY. Surve_y Report to the 
appropr1 ate meni>er of the PrQperty Survey Board. The Chair­
P.ets on of the Property Survey Boarcr, receives an.d aQproves the 
oocument and forwards 1t to the Property Account1ng Supervisor. 
It 1s then the respons1b111ty of the Procurement and Support
Servic es Officer to coordfnate the disposal of surveyed
property and equipment. 
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2. Procedure, Vehicle 

a. On receipt of approved authorization to dispose of a 
vehicle, the Property Accounting Supervisor w111 notify the 
Purchasing Off1ce. The Purchasing Office 1n conjunction
with th~ Transportation Services section of the Procurement 
and Support Services Department will set a date for 
removing the vehicle from service, based on the expected
receipt of the replacement vehicle. When the vehicle is 
removed from serv'fce, it w11l be stored 1 n a designated 
area within the TransP.ortat1on Serv1ces yard, and the keys
turned over to the Transportation Services Supervisor,
pending final d1spos1t1on. 

b. If, after a vehicle has been renoved from service, a 
university representative deems it expedient to return the 
previously surveyed vehicle to service, the representative
~.'111 submit a written request detailing the need for this 
vehicle to the Procurement and Support Services Officer. 
If the n1placernent vehicle has been ordered, it must be 
determined by the Procurement and Support Services Officer 
if that order 1s to be cancel led, another vehicle be 
1dent1f1ed to be surve yed or ff the purchase of the replace­
ment vehicle 1s to proceed, n~an1ng add1ng a veh1cle to the 
un1vers1ty's 1nventory . 

c. If the Procurement and Support Services Officer deems it 
to be 1n the best interest of the State to return a 
previously surveyed vehicle to service w1th1n the 
un1vers1ty' s ad~fn1~trat1ve jurisdiction, the cha1rperson
of the ProQerty Survey Board w111 notify the PropertY.
Accountin__g_ Supervisor by copy of the Procurement ancl 
Support OTficEir' s authori zation, who w111 amend or revise 
the original author1zed dispo sition of the surveyed 
vehicle . 

d. If returning a previously surveyed vehicle to service 
results in an fncrea .se fn the number of vehicles appearing
on the university's inventor~ records, the Procurement ana 
Support Services Officer will submit a written request to 
the Aux111ary and Business Services Office, Office of the 
Chancello r, with a .iustif1cat1on for the addition. Pending
a~Qrova1 by the Of r1ce of the Vice Chancellor for Business 
Affairs , the ~reviously surveY.ed vehicle will remain 1n the 
custody of Transportation Servic es. Upon receipt of 
written approval, the vehicl e w111 be returned to service 
to the university representative who initiated the request. 

3. Surveys - Lost and Stolen Property and Equipment 

As soon as poss 1blf., cfter determining that university property 
or equ1prr~nt has been lost or stolen, the ind1v1dual who is 
accountable for the property or equipment should notify the 
Director, Publ 1c Sarety (extension 2281) and then make a 
complete written report through the department head or 
superv1sor to the sc~ool dean or divi si on head for transmittal 
to the Property Accounting Supervisor. A copy of the report
should be sent to the Publlc Safety Departme nt. (See CAM553.) 

Survey reports are prepared by the Property Accounting
Supervisor and ~igna~ures obtained in the usual manner. 

Property or equipment lost or stolen must be charged aoainst 
the responsible fnd1vidual unless the fact can be estaolist1ed 
that the loss was due to circumstances over which the individ­
ua1 had nu contro·1. 

http:fncr-ec:.se
http:surveY.ed
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4. Property, Responsfbilfty for 

State-owned property and equ1P-ment consigned to a depart­
ment or other OP.erat~ng un1t of the university 1s subject
to the custodial responsib111ty of personnel within the 
particular area of consignment. Designated personnel will 
sign official 1nventor_y records and assume primary
custodial accountability for listed Rroperty. The Property
Accounting Supervisor will immediately be notified of the 
Rroposed transfer of custodianship of property or equipment
from one person to another. 

D. Fabricated Equipment 

All items of equipment, additions to equ1ptnt3nt, and additions to 
structures, constructed locall_y either as a class project or 
by university personnel, should be reported to the Property
Accounting Supervisor as soon as possible after the job has been 
COl!J)leted. Such items must be placed on the property records .
Information needed includes: 

1. Cost to construct, including labor and material 

2. A concise description of the item 

3. Where the item is located 

503 Student Accounts (Financial Afd) 

As a guiding principle, all student financial aid activities (scholar­
ships and loans) are administered by the university. All student 
financial aid awards and/or loans are coordinated and approved by the 
university's Director of Financial Aid. 

The disbursement and collact1on of financial aid funds are handled 
by the Student Accounts Section of the Fiscal Operations Department.
F1scal 1nformat1on concerning the program may oa obtained from the 
Student Accounts Office, extens1on 2773. The Student Accounts Office
1s located in Administration 211. 

Relief of accountab111ty for uncollectible loans receivable (other
than National Direct Student Loans) is obtained fol lowing the 
authority and Rrocedures in SUAM3720.12. A1>proval for relfef of 
accountability 1s made by the Financial Aid loan Committee. 

504 Payroll Services 

The Payroll Services Office of the Fiscal Operations Department is 
located in Admfn1stratfon 109. This office is responsible for 
documentation and support of salary payments to all faculty, staff,
and students emplc,yed under the State payroll plan. Another function 
of the Payroll Services Office is tne mafntenance of attendance 
records. These records are updated monthly by recording the sick 
leave and vacation time used and cred1tfng the time earned. 

Information concerning payroll, such as leave records, payroll
1 rregul ar1ties, payroll deductions, may be obtained from the Payroll
Services Office, extension 2605. 



512 

510 - 512.1 

510 PURCHASING, FUNDSSTATE 
511 Function and Authority of University Purchasing Office 

The University Purchasing Office Superv1sor reviews all requests for 
services or materi a l s and determines if the request 1s app,ropriate 
and 1n accordance with university and State purchasing policY.. Each 
department 1s given a copy of 1ts approved operating buaget. The 
operating (OE) funds are controlled by amount, while eQuipment (P&E) 
funds are controlled by a def1n1te 'Item number as well as amount. 
All purchase orders, purchase estimates, contracts, etc.. are 
prepar ed by the Purchasing Office. ( See CAM 590, Foundation 
Services . ) 

Purchasing Procedures 
512.1 Requ1sition1ng 

All purchases are initiated on a purchase requ1s1t1on form available in 
the Purcha s ing Office. The re~u1s1tion must show department
requesting the purchase, the vendor, items to be purchased,
including nuooer of units, unit cost, total amount, date wanted,
budgetary designation against which the charge 1s to be made and 
contract nuooer if appncable. The requisition is signed by the 
depart ment head and routed 1n accordance w1th the department and/or
school/d1v 1s1on del~ation of authority. After approval, route all 
requ1sit1ons to the P-urchas1ng Office. 

A. Support Budget Equ1pment 

Instructional 

At the ons et of each fiscal year the Vice President, Academ1c 
Affa1 rs rel eases to the 1 nstruct ional deans the approved school 
priority 11sts for Instructional Heplacement Equipment and the 
dolla r allocations for Regular Equipment. Both the Instructional 
Replacement pr1or1ty lists and the Regular Equipment dollar alloca­
t1ons are based on models wh1ch serve as a guide to the Vice 
President, Academ1c Affa1 rs and the School Deans. If any subst1-
tut1on or addition 1s desired for the Instructional Replacement
Equipment 11st, a written explanation of need (with a copy to the 
Budget Office) must accompany the purchase requ1s1t1on and be 
approved by the appropriate school dean. Savings which are 
realized from the purchase of approved items may be applied toward 
the purchase of additional 1tems after notifying the Budget
Office. Items on the Instructional Replacement Equipment Hst 
are restricted to equipment used directly in the instructional 
proc ess and each item purchased must be related to an 1tem of 
equipment being surveyed. Items purchased from the Regular
Equipment alloca tion may be additional or replacement equ1Qment
for instruct1ona1 or office use. The University Property Clerk 
will process the necessar_y survey forms (Standard Form 152) and 
w111 oversee the d1sposaT of the property after approval by
the University Property Survey Board. Proceeds rece1vecl from the 
sale of surveyed equipment 1s purchased only if the equipment was 
or1g1nal ly budgeted for trade-in or sale. 

Non-Instructional 

The appro ved non-instructional Regular Equipment dollar alloca­
tion s are released by the Vice President to the program managers,
1.e., Vice Pres1dent.t Academic Affairs: Vice President of Un1ver­
s1ty Relat1ons; and ~tudent Affairs at the beg1nn1ng of the fiscal 
year . The allocations are based upon equipment lists supplied by
the 1ndfv1dual areas and pr1orit1zeo by the program managers. 



512.1 - 512.2 
B. Capital Outlay Budget Equipment 

Subst1tut1ons and proposed use of savings from capital outlay
equipment funds may be made at any t1me our1ng the year, subject to 
certain conditions. Substitutions not exceeding_ $10,000 may be 
approved locally. Substitutions in excess of ~10,000 must be 
forwarded to the Chancellor's Office. Justification should 
accompany the requisition and include (a) an explanation of the 
need ano urgency of the newly requested item, Co) why we should 
forgo budgeted eguipment, and (c) the reason the requested item was 
not budge'ted. The requisit1on w1ll be routed to the appropriate
school dean/division head for approval and then to the Vic e 
President, Business Affairs for further processing or final
approval. 

512.2 Purchases 

Purchase orders will be issued by the university Purchasing Office 
or by the State Office of Procurement in accordance with the following: 
A. Purchases under $1,000 (Informal Bid) 

Price quotations should be obtained on all purchases of less than 
$1,000 or less unless the Procurement and Support Services Office r 
determines that it is not in the best interests of the State. The 
need for quotations will be based on ava11ab111tY. of vendors,
delivery requ1rements and estimated savings through competitive
purchaslng methods. 

B. Purchases of $1,000 to $5,000 (Informal Bid) 

Price quotations ,rust be obtained on all purchases where t he dol lar 
amount is $1,000 up to (but not includ1ng) $5,000. Quotat ions w111 
be solicited from a minimum of three (3) vendors (including vendors 
suggested bv the campus orderina department). Efforts w111 be made 
to fnclude ftsmall business" or ffminority-owned firms . " 

C. Purchases of $5,000 and Over (Formal Bid) 

Purchases of $5,000 and over must be formally bid and awarded to 
the lowest bidder meeting specification. 

To ensure full co!TIJ)et1tive bids, the campus will sol 1c1t bids froni 
as many res~onsible bidders as oossible. Every effort will be made 
to include small bus1ness" or r1minority-owned firms." 

D. Contract Purchases 

The State of Cal1forn1a has contracted for many categories 
of equipment and supplies . A complete list of contracts i s 
maintained by the university Purchasing Offi ce . Add1t1onal ly , 
copies of cont racts ar e issued to known usfnq depar tments . I f the 
particula r equipment or supplies are ava1lab1e on a contract, th e 
contract source must be used unless an exemption 1s granted by
the un1vers1ty Purchasing Office. Order contract items in
accordance witfi CAM 512 . 1. 

E. Splitting of Orders 

Splitting of orders into a series of amounts less than the various 
monetary limits 1n an attempt to circumvent established proce­
dure cannot be permitted. Departments should plan their supply
requirements and consolidate orders, thereby obtaining the 
lower prices which normally can be secured through quantity and
consolioated purchasing. 
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F. Request for Sole Source Purchase (No Substitutions) 

Requests for sole source or no substitution ioost be accompanied by 
a written just1f1cat1on which will include the following: 

1. The unique performance factors of the product specified 

2. Why these specific factors are required 

3. What other products have been examined and rejected and why 

Reguests submitted without adequate information in support of a 
sole source or no substitution purchase will be returned to the 
requisit1oner. 

G. Rush Orders 

If the normal ordering procedures as outlined do not meet the 
needs of a given situation, contact the university Purchasing
Office for assistance. 

512.3 Subscriptions and Memberships 

Requests for subscriftions and ment>ersh1ps are prepared on a purchase
requis1t1on and subm tted to the Periodicals section of the Library.
The library personnel will place the order and upon receipt of an 
invoice forward it with the purchase requis1t1on to the Purchasing
Office for processing. Direct all inquiries regarding subscriptions
and memberships to Li~rary Periodicals. 

512.4 Petty Cash Purchases 

If an item 1s 1mmed1ately available locally and Gosts $50 or less,
exclusive of sales tax (and acquisition is not otherwise controlled or 
restric ted as 1t 1s for printing, textbooks, etc.), t he using decart­
ment may buy for cash and submft the sales receipt marked "paid to 
the Purchas1n~ Office for re1nt>ursement. Submission of the rece1pt is 
limited to thfrty days from date of purchase, and not more than $50 of 
suppli es may be purchased from one vendor 1n one day by one 
department. In case a student assistant presents a receipt, payment
must be approved by a faculty me.mber. Cash w1ll not be maned. 
Splitting of purchase s to avo1d ~he $50 lim1t cannot be permitted. 

512.5 Office Supplies 

Standard office supplies are stocked in the University Warehouse. They
may be ordered through the departmental secretarfes. Each depart­
mental secretar_y has supply orcler forms and a catalog listing
standard suppT1es which are available through this purchasing
system. 

512.6 Printing 

A. Pr1nt1ng Requests 

Requests for printing are to be made on a purchase requisition,
showing quantity, size, color, and copy oesired. Tne Purchasing 
Office will then place the order with t~e State Printing Office, 
or may secure the services of a local ~r1nter 1f the Job 1s of an 
urgent nature and does not exceed $1,0 0. When the un1vers1ty has 
pr1nt1ng requirements in excess of 1,000 which the Office of 
State Printing 1s not equipped to produce or for which they
cannot meet a deadline, the Purchasing Office w111 request
approval from the State Printer to use a private printing
service. This approval must be obtained Qr1or to aQY commit­
ment to a private printing service. (See CAM 590, Foundation 
Services .> 

B. Duplication and Reproduction 

See CM1 531. 
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C. Graphic Convnun1cation Department Services 

The Graphic Convnun1cation Department sponsors a Foundation funded 
student printing project group known as University GraP.h1cs 
System. The university's Graphic Convnun1cation Department is 
limited by law as to what it may print. Examples of printing Jobs 
which may be accepted include: projects considered essent1aT to 
student activities, student body operations, and other non­
State fund pr1nt1ng such as that needed in the operations of the 
Foundation. All such jobs must be acceptable to the Graphic
Corrrnunicat1on Department on the individual job's instructional 
value. Charges for print1ng are based upon cost of production.
Billin g ana collectin_g_ are handled through the Foundat1on 
Business Office. The fonow1ng procedures apply to pr1nt1hg jobs
to be handled by the Graphic Communication Department: 
1. Any faculty/staff member or student organizat1on des1r1ng

off1cial printing to be done in tne university's Graph1c
Co1TmJnication Department w111 take complete copy ann layout
of the job to the Graphic Communication Department, obtain two 
copies of "Application for Printing" form and ao estimate of
the cost of the job. 

2. After the form has been correctly filled out in duplicate 
and s1gned by the faculty adviser or sponsor of the organi­
zation or department requesting the pr1ntfng, they will submit 
copy and layout to the D1rector of ?ubl1c Affairs for 
admfo1strat1ve approval. The Director of Public Affairs 
retains the original and sends the duplicate to the Graphic
Corrrnun1cation Department. 

3. An A.S.J. or student organization purchase order 1n an amount 
suff1c1ent to cover the estimated cost of the pr1 nt1 ng job 
for these organizations must be secured and submitted along
with the copy of the approved appl1cat1on, copy, and layout to
the Graphic Convnun1catfon Department. 

4. Printing jobs which recur periodically on a def1n1te schedule 
can be approved for pr1ntfng on the basis of the total job on 
one application form. 

512.7 Servfcing and Repair of Equipment 

Repairs to office equ1P.ment (whether or not under annual 
service contract) are requested by phone through the Purchasing Office. 
The proper vendor w111 be contacted and necessary paperwork prepared. 

ReP.airs to equipment wh1ch 1s to be shipped off campus w111 be 
-1n1t1ated on a purchase requ1sft1on and necessary information provided
to accomplish the repair. Requ1s1t1ons will be sent directly to 
the University Warehouse where sh1pp1ng documents will be prepared.
Upon co~le tion of the repair ano receipt of an 1nvo1ce, a
confirm1ng purchase order will be prepared charging the 
appropriate department for costs involved. 

512.8 Surplus Property 

Such 1tems as hardware, tools, veh1cles, and construction material 
are examples of items which are ava1lable through the State agencY.
for surplus property. Warehouses are located 1n Sacramento anoFullerton. Items are secured from this ag_ency at 10% to 15% of "fair 
market value" wh1ch covers cost of handling and transportation. All 
contacts are to be made by the University Procurement and Support
Services Office r, who 1s accredited to vfs1t all sUrplu~ depots.
However, author1zat1on may be obtained for any un1vers1ty employee
to v1s1t the depots by requesting written authorization from the 
Purchasing Office in advance of the planned vis1t. After a 
selection is made, either by the coordinator or the designated
employee, the Purchasing Office will issue a purchase order to 
comP.lete the purchase. Additionally, a circular 1s fub11shed 
perfodically which offers surplus 1tems for sale. These tems are 
to be requ1s1t1oned 1n accordance with CAM512.1. 
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512.9 Rece1ving 

All 1tems purchased with State funds, except petty cash items and 
1tems p1ckea UP. by department must be received and examined to 
establish condition at t1me of receipt and conformance to invoice by
the Receiving section, which is located in the Universit.Y Warehouse. 
Th1s section is responsible for documenting all receipts of merchandise 
which have been ordered and for providfng this 1nformation to the 
Purchasing Office on a daily basis. All claims for freight damage are 
filed by the Receiving section. 

513 Contracts 

Contracts dfor public works, services, e~uiP.ment repairs, and rental 
are prepare and adm1n1stered by the Purc~as1ng Office. 

514 Furniture for New Budgeted Positions 

Furniture for new budgeted positions 1s ordered by the Purchasing
Office based on budgeted new pos1t1ons for faculty and staff and 1s 
stocked 1n the Un1vers1ty Ware~ouse. Requests for the furniture are to 
be made to the university Purchasing Office by the respective depart­
ment head. A memo outlining t~e department's needs 1s preferred. 
(See CAM 272.) 
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530 OFFICESERVICES 
531 Dupl1cat1on 

The Duplication Center in the University Warehouse is equipped and 
staffed to do complete copy work, using offset methods. Collating
and staP-11ng and special handl1ng such as stitching, cutting, ana 
photo offset can be accommodated. Also, there are many types of copy
machines located in departments on the campus. 

Only material classified as official university business may be
duplicated on these machines. 

531.1 Procedures 

Requests for duplication should be made suff1c1ently 1n advance to 
assure receiP.t of work by the tfme needed. A dupl1cat1ng request form 
should be fllled out coffl)letely, includ1ng account number to be 
charged. Copy submitted should be "camera ready" to insure proper
reproduction. Master copies will be returned to the originator. A 
destruction process is available fn the Duplication Center 1f it 1s
preferred to nave the masters destroyed. 

531.2 Author1zat ton 

For duplicated materials intended for distribution off cal)lpus,
authorization is required from a department head, d1vision head, 
or school dean, and the Director of Public Affairs. (See CN-1 720.) 

Teaching faculty may authorize duplication of instructional
materials intended for <fistr1but1on on campus. 

Requests for duplication of material for the Un1vers1ty Club and the 
Women's Club can be accepted as official university business upon
approval of the resP.ect1ve club fres1dent. Such material 1s to be
routed through the Director of Pubic Affa1rs who will arrange for its
reproduction fn the Duplication Center. 

531.3 Reproduced Instructional Material 

A 1 im1ted quantity of instructional mater1 als C1 n additf on to tests
and exams) may be rep roduced for d1str1but1o n to students at no 
cost to them. When 1nstruct1ona1 materials are needed 1n greater
quantity, they will be ordered through El Corral Bookstore under
procedures established for that purpose. (See CAM238.) 

Ind1v1duals, departments, and schools are responsible for complying
with copyright laws. 

Persons who have questions related to capab111t1es of the Dupl1cat1on
Center may phone extension 2195. 
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531.4 Copy Machines 
Copy machines for general university use are located in the following
areas:

Administration - 110, 115, 121, 125A, 128, 131D, 206, 212, 219, 
307, 313, 402 

Agriculture Building - 101, 212 
A1r Conditioning - 105 
Alumni House 
Architecture - 212
Business Adm1nistrat1on and Education - 114 
Chase Hall 
Civil Engineering Annex 116 
Computer Center - 101
Cottage #1 
Faculty Offi ce Bu1ld1ng - 13C, 35H 
Fisher - 282 
Health Center - 10 
Herron Hall - 109
Hillcrest 
Housing
Jou rn a11sm - 227 
Library - 222, 311 
Mathematics and Home Economics - 136A, 153 
Music - 129 
Physical Education - 122 
Plant 0Qerations
Public Safety
Receiving/Warehouse
Residence Hall Services 
Science - C36, Dl 
Transportation
University Union - 217 

The departmental copy machine meter is required and w111 
operate any of these machines. The · machines are for official 
university business only. Machines for personal use are located in 
the Library, Room 1108, and the the University Union. 

531.5 Test Scoring Machines 
Scan-Tron test scoring coq>uters are available at four locations on 
campus: 

Business Administration and Education Room 104 
Engineering West Room 5 
Er~art Agrlculture Room 203 
Science North Room114 

Forms for use in the machines are available from the university
Warehouse. If further information is desired, contact the Purchasing
Office, extension 2231. 

531.6 Microcomputer Software Packages 
There is considerable hazard to the university, particularly for 
reproducing of microcomputer software packages that the university
acquires. Rights of l 1censors nt1st be respected by al 1. ~ to 
enforce this r1ght is 1nd1cated below: 
A. Post notices explaining our policy on all units that have 

facilities for copying from the computer in transportable form. 
B. Require all university eq>loyees who acqu1re software to slgn a 

statement wherein they agree to protect the licensor's r1gnts. 
c. Inform students in computer classes that software piracy is a 

crime. 
D. KeeP. all copies of software secure from "borrowing" and paste a 

notice of campus policy on them. 
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532 Mail 
532.1 Addressing Service 

Addressing service using computer printed 1 abel s is ava 11 ab 1 e. If 
further lnformat1on 1s desired, contact the Duplication Center Supervisor, extension 2195. 

532.2 Campus Mail Delivery Service 

Service is provided for delivery and pickup of official university mail 
and interdepartmental correspondence twice daily, Monday through 
Friday; and one pickup and delivery on Saturday. Ca~us ma11 ls
addressed by department, not by room nurrt>er • . 

532.3 Calll)US U.S. Post Office 

For convenience in handling outgoing personal ma11, a U.S. Post Office 
substation (unmanned k1oskJ 1s located at the intersection of Campus
Way and the South Inner Perimeter Road, adjacent to the Science
bu1ld1ng. Outgoing ma11 services are available there 24 hours per day,
7 days a week. A direct, free telephone line to the downtown U.S. Post 
Office may be used to secure postal 1nformat 1on. Stamps, postcards,
stamped envelopes, postal scales, postal rate instructions, and mail 
deposit slots for both letters and packages are available in the kiosk. 

532.4 Mailing University Publications (2nd class and bulk mailings) 

All unive rsity publications (announcements, catalogs, brochures)
bearing the second class mailing permit or bulk mailings oost be mailed 
througn the Mail Center fn the University Warehouse. For information 
abou the prefaration of bulk ma111n__gs,and filing of appropriate forms
prior to mai 1ng, contact the Mail C'enter, extension 1492. 

532.S Outgoing U.S. Mail 

Outgoing ma11 serv1ce is P.rovfded on a regular schedule from convenient 
U. S. mai 1 boxes s1tuatea at various pofnts on the cam_pus. Outgoing
off1c i al univers1ty mail 1s collected twice da11y by tfle campus mail 
delivery service and 1s taken to the Ma11 Center 1n the University
Warehouse where 1t is sorted and metered. Mail and/or packages must be 
acco!'IJl)an1ed by a~pro_priate forms. Forms may be requested oy calling
the Mail Center rI492) or Warehouse (2872). 

All outgoing off1c1al university mail is metered in the Mail Center if 
rece1vea prlor to 4:45 p.m., Monday through Friday, and 11:45 a.m. on 
Saturday. University postage, may be used for off1c1al universitybusiness only. 

532.6 Use of University Postage Meter 

University postage and postage meter shall be used for official 
university ma11 only . For this purpose, official university mail is 
defined as that required to further the purpose of the university
and is limi ted to mail necessary for the conduct of the sender's 
off1c1al university responsib1llties, as contrasted to mail sent
primarily for the sender's personal interest or benefit. 

Official university ma11 also includes mail for official 
universi ty-related org_anizat1ons, such as El Corral Bookstore,
Associatea Students, ~nc., Cal Poly Foundation, Cal Poly Alumni 
Assoc1at1on , Bureau of Agricultural Education, and university­
sponsored workshops. A record of metered postage used 1s 
maintained and eacli organization is billed monthly. 

As a courtesy to other university-related organizations on campus such 
as the Cal Poly Women's Club, university-recognized student 
organ1zation s, or the University Club who have large mailings, the 
un1vers1ty postage meter is usea. A record of metered postage used 
1s ma1ntal ned ana the organ1zat1on 1s billed by the university. 
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532. 7 Incoming/Outgoing Mail 

Mail addressed to the university is picked up by campus ma11 service 
personnel at the U.S. Post Office three times a day; 7:00 a.m., 9:0 0 
a.m. and 4:30 p.m. At 11:00 a.m. the U.S. Postal Service makes one 
schedu led pick-up and delivery to the University Mail Center, which 
include s tne registered or insured mail for the campus. The balance of 
the daily outgoing mail is ta ken by caq,us mail service personnel to 
the U.S. Post Offfc e at 4:30 p.m. 

Because of the volume involved, faculty, staff, and students living
off caR'l)us are requested to have their personal ma11 addressee! 
to the1r homes or off-campus residences. 

533 Notary Public 

A Notary Public is available in the General Office section,
Administration building, room 125, and in the Personnel Office,
Administration building, room 110, for notarization of State 
documents. The Notary may notarize personal documents for faculty,
staff, and students, free of charge. 

534 Stenographic and Clerical Services 

University-provided stenographic and clerical services are made 
available to facilitate tlle conduct of official university business. 
Such services may not be used for work of a personal nature or work 
unrelated to offfc1 al responsibilities. . 

534.1 Schools and Departments 

Each school and department 1s staffed with stenographic and 
clerical personnel to assist the faculty 1n preparation and 
duplicat1oh of necessary off1c1al un1vers1ty correspondence and 
instructional materials. Also, most departments have student 
assistants to augment the regular staff and to assist with routine 
clerical work such as f111ng ana duplicating. 

534.2 General Office - Administration Building, Room 125 
A. Provides supP.ort1ng clerical services to the varfous instruc­

tfonal departmental secretaries and fnstructfonal clerical 
personnel on a high priority basis. The office also provides
support1ng clerical services to the various administrative offices 
when staffing permits. 

B. Provides mail delivery service to the Adm1n1stration Building on a 
twice-a-day schedule. 

c. Provides relief staffing_ for vacation and sick leave for 
instructional deP.artmental secretaries, instructional support
clerical personnel, and instructional administrative offices. 

D. Provides the services of a Word Processing system. Form 
letters to different addresses within reasonanle numerical 11m1ts 
can be prepared (ind1vidually typed) and the basic letter stored 
on tape for future use. Form letters with variable 1nformat1on 1n 
the content can also be prepared. If a letter win be used 
periodically, please notify the General Office Supervisor.
Rough drafts of original material can be prepared, returned to 
the or1g1nator for editing, and then typed in final form with 
greater speed and accuracy than 1f each oraft 1s manually typed. 

E. The General Office has a telecopier facs1m1le transceiver 
available for sending and receiving official university documents. 
This service P.rov1des the capab111~y to send or receive a copy of a 
document with1n minutes. 

Scheduling of clerical wotk in advance 1s required in order that 
all work can be accorrmodated. Requests for services should be 
directed to the supervisor of the General Office. 
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534.3 Dictation Service (Telephone) 

Dictation service 1s available through campus phones. The system 
may be used any t1me, day or night, anathe message is recorded on an
enaless belt machine. · 

The General Office, extension 2181, will provide information on how 
to use the phone dictation system. 

534.4 Correspondence 

Official university business correspondence should be handled by
department and school clerical personnel. Overflow stenographic work
may be scheduled through the General Off1ce. 
A. Letters 

For off-campus di rected letters, the or1g1nator 1s 1n1tials and the 
1n1t1als of the stenographer appear on the green file copy only.
When writing for ano'fher person, 1nitials of the writer should 
appea r on tfie green file copy and may also appear on the writer's copy . 

The green copy goes to the person signing the letter. Internal 
copy ais tributfon should show on all coples sent to persons for 
the1r information. Tissue letterhead is used for off-campus
directed copies and plain tissue copy paper for on-campus
distribution. 

B. Memos 

Memorandum forms are used for on-cal!lP.US correspondence, and 
usually for inter-campus correspondence (1.e., State Univer sity 
and College campuses and their adm1n1strat1ve offices). On-ca!Tl)US 
memoranda should list on the or1g1nal, and al 1 co_p1es, the names 
of the persons to whom copies are directed. Tissue memorandum 
forms are used when corresQondence 1s directed to more than one 
person. Plain tissue is used for the informational cop1es. 

Envelopes to be used for mailing the original and all copies of the
correspondence are to be provided by the office preparing the
correspondence. 

A green file copy is made for all correspondence. 
535 Telephone and Telegraph 

A Centrex and ATSS telephone system 1s in use on this campus. The 
campus switchbo ard is located 1n the lobby of the Administration 
Building at the Information Desk. The desk 1s open MondaY. through 
Friday, 7:30 a.m. to 5 p.m., unless special summer hours are fn effect 
for the un1vers1ty. 

535.1 Measured Line Service, ATSS and WATS 

The university 1s charged for local calls under the indfv1dual 11ne 
measured serv1ce provided by Paci fie Bell for all business customers.Curren tly each local call placed Monday through Fr1day, 8 a.m. to 5 
p. m. costs 4 cents for the first minute or less and 1 cent for each 
add1t1onal minute. Calls made Monday throu..9.h Friday between 5 p.m. and l l p.m. receive a 30 percent discount. Calls made at night 11 p.m. to 
8 a.m. or a11Ytime on weekends and certain holidays receive a 60 P.ercent 
discount . Charges for these calls are made to the individual aepart­
ment pl acing the calls. 

The university telephone system 1s connected with a system of State 
leased l fnes for long distance ca l ls known as the Automatic Tele­
chonm.,nicatfon Switchfn_g System (ATSS). This s~stem also permits us to 
ave access to the state WATS 1 ines (Wide-~rea Telephone Serv1ce).

These leased 1f nes provide an economical method for mak 1ng both f n­
State and out-of-State lon9 distance calls . Detailed instructions are 
printed 1n the front section of the Campus Directory. ATSS lines are
availabl e 24 hours a day, 7 days a week. 
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The univers it y is charge d for the use of the ATSS system and WATS lines 
through an automatic accounti ng system used for b1111ng and audit 
purposes. Each d@artment 1s al located funds for its long distance, 
ATSS and local call measured service and is responsible for calls made 
from telephones in its area. 

Personal long dist ance ca ll s s hall not be made from State telephones
unless arrangements are made with the long distance telephone operator
at the time the call 1s placed to have the call billed to the caller's 
calling card or to place the cal l ncollect." Personal lon_g distance 
calls ~hall not be made over State leased lines (ATSS or WATS). (See 
State Adm1n1strat1ve Manual, Section 4533.) 

Tel~phone calls 1nvolv1ng local call measured service and directory
ass1stance should be used only for official un1vers1ty bus1h~ss, 

535.2 New Telephones and Reassignment of Existing Telephones 
Requests for new service or changes in existing service should be 
directed to Telecommunication Services by the department head via the 
school dean or div1s1on head. 
Teleconmunication Services 1s budget to provide for the installation of 
the following services: 

1. Telephones in new offices. 
2. Additional telephone sets for new positions. 
3. Moves to new bu1ldings. 

Installations which are charged to the requesting departments include 
the following: 

1. Make sets modular,
2. Add jacks to sets or install seP.arate jacks for existing lines. 
3. Move existing telephones in offices. 
4. Move telephone numbers with faculty members who change offices 

unless their former office will no longer be used as an office. 
S. Add longer cords. 

All questions pertaining to _phone service and contacts with the
telepnone companies should also be directed to Telecommunication 
Services. 

535.3 Campus Di rectory 

The Campus Directory 1s published once a year. It gives full informa­
tion on how to use the university telephone system and ATSS State 
l eased lines and li sts campus extensions for all employees and 
departments. It 1s for use of universitY. personnel only ana is not 
available for off-campus distribution. All on-campus agencies and 
deP.artments should notify the Te1ecommunicat1on Services Office of 
add1tfons and/or changes of lis tings for their department 1n the campus
df rectory. 

535.4 Speakerphones 

SP.eakerphones are available in two conference rooms in the Admfnistra­
t1on Building, Adm. 133 and Adm. 301. Reservations for Adm. 133 should 
be made with the Business Affairs Office, ext. 2171, and reservations 
for Adm.301 should be made wfth the Educational Services Office, ext. 
2157. 

A portable speakerphone that can be used with an~ modular phone jack is 
available from the Telecommunication Services Office, ext. 2671. 

535 .5 Telegrams 

A Telex machine, located in El Corral Bookstore, affords the univer­
sity a dir ect line with Western Union. Both telegrams and mailgrams 
may be sent. All official university telegrams or maflgrams should be 
channeled through the General Office where a complete file 1s kept. 
Incoming and outgoing telegrams are handled dur1ng the hours from 8 
a.m. to 5 p.m. on weekdays. 



536 536 Paperwork Management Program 

The paperwork management program was initiated by the State 
DeP.artment of General Services to encourage systematic control of the 
maintenance, retention, and preservation of necessary State records 
(including correspondence), and for disposal of records no longer
needed. Coordination of the university's paperwork management is unaer 
the direction of the Procurement and Support Services Officer. 

The program provides for periodic transfer of essential records to a 
secure central storage place and makes available advice on efficient 
management of filing systems; a princiP.al function is to arrange for 
the disposal, on a regular basis, of records no longer neecfed in 
accordance with a promulgated set of disposal guidelines. Contact is 
maintained with the various deans, department heads, and division 
heads at periodic intervals for the P.Urpose of taking required
inventories; and for arranging for central storage or disposal action, 
as appropriate in accordance with the guidelines. 

Paperwork management reports, including records inventories, are 
periodically prepared for the State Department of General Services;
efficient management of paferwork must be demonstrated by the univer­
sftY. as a whole in just fication of requests for additional filing
and7or storage space. 
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540 GIFTS,GRANTS,RESEARCH 
541 Gifts 

541.1 General Policy Information 

Efforts toward augmentation of the university's educationa l resources 
through solicitatfon of private gifts by faculty and staff members for 
their departments, schools, or tfie university are encouraged. Because 
of the increase 1n the nunt>er of gift solicitations to alumni, national 
and regional foundations, corporations, corporate foundations, fam1 ly 
foundat"1ons, parents and friends of Cal Poly, there 1s a need for a 
coordinating procedure to minimize instances of overlapping requests by
different university areas being forwarded to the same potential donor. 

Therefore, for coordination purposes, proposed requests for gifts of 
any kind should be discussed with the Vfce Pres1oent for un-1vers1ty
Relations for clearance P,r1or to being forwarded to the prospective
donor. In this usage, 'gift" 1s defrned as an outright donation of 
cash or in-kind items with no donor expectation of return services. 
(See CAM 542 for information on Grants and Research Contracts.) This 
coordination procedure should be followed whether the solicitation is 
oral or written, and particularly should the gift request, if granted,
Cl) carry any reservations or restrictions, (2) be of substantial 
expense to operate or maintain, or (3) result 1n equipment or supplies
requiring floor space, housing or utilities. In these situations, the 
Vice President for University Relations will help secure prior clear­
ance from the university and assure comp11ance with current state
regulations. 

Generally, all student financial aids activities (scholarships, awards 
and loans) are adm1n1stered by the university. When this procedure is 
1n conflict with the spec1flc wishes of a potential donor or the 
gu1de11nes of an entity wh'lch providHs funa1ng for financial aid 
purposes, the Cal Poly Foundation w111 accept funds for financial aid 
purposes, invest them as apP.ropr1 ate, and adm1n1ster awards and/or
loans coordinated and approvea bY the unviersity 1 s Director of Finan­
cial A1d. (Refer to Unfvers1tY. P"ol1cies on Scholarsh1P,s and Awards for 
detailed information on development and adm1nistrat1on of student
f 1 n anc 1 a 1 aid. ) 

541.2 Policy for So11c1t1ng Gifts 

The Qrocedures for sol1citing gifts are contained in the Fund Raising 
and Public Affairs Policy and Guidelines. Solicitation of _gifts 1s 
decentral 1 zed but is coordinated by the office of the Vice P"res ident 
for University Relations. Because of the potential for an increase in
operating and~ maintenance funds when equipment for teaching, research 
or operations is solicited, the approval process is very specific. 

541.3 Policy for Accepting Gifts 

The universit~ President or h1s designated representative may accept 
gifts on behalf of the state providea the gifts are for unrestricted 
use by the un1vers1ty, restricted to a specific universfty academic 
program/activi ty or restricted for financial aid. The types of gifts
that may be accepted are: 
A. Cash or check 
B. Securities 
C. Endowments 
D. Deferred Gffts 
E. Gifts-in-Kind 

G1fts-in-k1nd must be off1c1ally accepted by the office of Business 
Affairs or the Foundation prior to receipting and acknowledging the 
gifts. 

The procedures for acc~t1ng gifts are contained in the Fund Raising 
and Public Affairs Policy and Guidelines. 
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541.4 Policy for Receipting Gifts 

The procedures for receipting gifts are contained in the Fund Raising 
and Public Affafrs Policy and Guidel1nes. Generally all g1fts will be 
centrally receipted by tne University Development Services Office. 

541.5 Policy for Acknowledging Gifts 

The procedures for acknowled_ging gifts are contained in the Fund 
Raising and Public Affairs Polley and Guidelines. Generally, acknowl­
edgements are prepared by University Development Services fn the 
Annual Giving Office or the Development Office, but if pe r sonal 
relationships or specific knowledge mal<es ft desireable or more func­
tion a 1, the ack nowl edgeroent may be prepared and sent with the g1ft
informat1on form to the Unfversfty Development Services Office. 

541.6 Po11cy for Works of Art 

University acceptance and placement determination of permanent works of 
art, for display 1n public areas (which are defined as all exterior 
portions of the campus academic core and interior lobbies, corridors,
and reception areas ) at this university, will be initiated by a univer­
sity spohsor. A sponsor is defined as any person or persons officially
connected with the university. 

Procedures relative to the acceptance and placement of works of art
for permanent display at the university are as follows: 

A. Donor or lender will acquire a university sponsor. A donor or 
lender officially connected with the university may act as the sponsor. 

B . The sponsor and the donor w111 produce presentation material on 
the work of art and ma_y include a proposed location on campus. The 
sponsor and donor w11T include, as fart of the presentation pack­
age, a cost breakdown for the 1nstal ation of the work of art and a
responsive source of funds. 

C. This material wf11 be presented to the Executive Dean's Of fice for 
conceptual approval and structural soundness. It w11l then be 
transmitted to the consulting architect and the Works of Art 
Comm1ttee for their review and recommendation. The Works of Art 
Committee will consist of one menber from the Art Department, from 
the School of Architecture and Environmental Design, from the
Executive Dean's Office, and a representative of the community. 

D. The Executive Dean will present the material and the recommenda­
tions of the consulting architect and the Works of Art Committee to 
the Campus Planning Conm1ttee. 

E. The CaOl)us Planning Committee will review the proposal and make a 
reco1M1endat-fon to tne university President who wfll accept or not 
accept the work of art. In add-1t 1on to the pol 1cy and procedures 
for acceptance and placement of works of art describeo 1n this
subsection, other pertinent provisions of CAM541 also apply
relative to acceptance, receipting and acknowledgement of gi fts. 

541.7 Gifts to the Foundation or Associated Students, Inc. 

Donors who wfsh to present gifts to the University Foundation or to the
Associated Students, Inc. may do so by contacting those offices 
directly. After acceptance nas been approved, the receipting and 
acknowledgement will follow the procedure outlined 1n the Fund Raising 
and Public Affairs Policy and Gu1delfnes. 

541.8 Gift Acceptance by the Chancellor 

Certain types of gifts, i.e., automobiles, buildings and trucks cannot 
be acce_pteo by the university President or his designated reQresenta­
tive alone and must have concurrence by the Chancellor. The Vice 
President for Business Affairs has responsibility for coord1nat1ng
cofll)liance w1th the gift acceptance procedures for these types ofgifts. 
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b. A faculty merrt>er may act as a consultant to a governmental 
or private agency and have access to university fac111ties 
Qrov1ded the funds are rece1ved by either the Cal Poly
Found.1tion or · the university. In such an arrangement, the 
faculcy member 1s not acting as a private consultant, but 
as a Foundation or university employee and is bound by the 
pol fcies and _procedures governing grants and contracts as 
aetailed in CAM 452. 

c. Faculty meni>ers may be private consultants outside the 
university, provided thfs actfvfty does not interfere wfth 
the faculty melrbers' obl1gat1ons to the un1vers1ty, which 
are primary. Normally consult1ng should not average more 
than one day a week during the appointment perioa. 

d. Whenever a faculty merrt>er acts as a private consultant, ff 
there is a written agreement between the consultant and the 
outside or gan1zat1on and/or 1f the nature of the act1v1ty
1s such that 1t can be construed to involve the university,
the faculty merrt>er should make it clear that he or she does 
not represent the university or the Foundat1on; that the 
university's name or the Foundation's name may not be used 
1n any way that would 1mply un1vers1ty or Foundation 
endorsement of the act1v1ty; and that there is no univer­
s1ty or Foundation 11-ab111ty for the faculty merrt>er's 
statements or actions as a private consultant. When acting 
as a 12r1vate consultant, a ficulty merrber cannot use 
state f ac111 ties, equ 1 pment, or suppl 1 es not normally
available to the commun1ty. 

e. Whenconsu;ting is handled throu~h a s~ata or Foundat1on 
agreement, the university faci,~ties used should not be 
readily ava1lable in private industry locally. 

f. If a faculty ment>er ts a consultant and also has a federal 
grant or contract, possible conflic~ of interest may become 
a serious problem. The Faculty should seek advice on any
i:,ossi b le conflict; the school dean, D1 rector of Research 
Development, or the Vice President for Academic Affairs may
be helpful. 

2. Faculty Additional Employment 

a. Faculty merroers en full-time appointments are considered 
to be paid for 100 perceni; of their time. If a faculty
ment>er is on released 'time, as part of the normal load,
this percentage of time must have been pa1d either from 
univers1tt resourc ~s and be approved by the Vice President 
for Academic Affa1 rs or from a grant or contract adminis­
tered by the Cal Poly Foundation. 

b. The university permits payment for additional el_!lPloyment
( 1. e., payment in excess of regu 1 ar salary for basic 
apoo1ntment) for the act1vit1es of a substantially dHfer­
ent nature from that of the primary employment. These 
activities may include the follow i ng: 
( 1) Teach1 ;,g through Extended Education; 
(2) Approved research or other grant/contract activities 

when payment is permitted by the sponsor; 
(3) Special Educational Programs, such as workshops or 

short courses that are not part of regularly assigned
duties; and 

(4) Consult1ng on a project that is formally accepted by
the university or Cal Poly Foundation. 

c. The total t1me permitted for additional effort related to 
all the above categories of act1v1ty is 25 percent of 
the equivalent fulT-time appointment (See CAM 324.2). 
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543 Indirect Costs--Definition 

0 , ~ Indirect costs are defined by the Department of Hea 1th and Human 
Cf Services (DHHS) as those costs incurred in the devel opment, adminis-

PI(? tration, and running of sponsored programs that go over and above the 
, , ,,: PJ direct costs of any specific project. These costs include expensesr .. a/ 0 r for space and facilities, office and laboratory equiP.ment, mainte-

~ o nance, uti 1 iti es, library use, accounting functi ans, depart-
.;:\ i-- mental and school adminis tration , university administration, and 
1 • co program development, as they are incurred on government and 

o0 , 1 privately sponsored research, development, instructional, training, 
~ / ~ service, and demonstration projects. 

The indirect cost rate is negotiated periodicall_y with the DHHS and 
changes to reflect shifts in costs. Project deveTopers should consult 
t~e Grants. Development Office to determine current rates before 
discussing indirect costs with prospective sponsors. 

543 .1 Policy on Indirect Cost Recovery 

The university will seek full indirect costs reirrbursement for 
each sponsored activity, whether administered through the university 
or through the Foundat i on. Because indirect costs are real expenses,
funds recovered thr ough indirect costs reirrbursement are not avail­
abl~ to provide additional support for the direct expenses of a 

I proJect. 
j 543. 2 Utilization of Indirect Funds 

A~ i ncire~t cost reimbursements for projects admi.nistered 
fiscally e1ther by the university or by the Foundation are 
acc~mulated, they may be utilized by the respective bus1ness 
offices to pay for the financial administration of the proJects
according to tne approved rate. All other f unds sh all be placed in 
appropriate Foundation or university trust accounts designated
"Unallocated Overhead," whic h is to be used for covering associated 
costs as well as for sharing throughout the university. 

'. 543 .3 Report on Expenditure of Indirect Costs and Proposed Utilization 

At the beginning of each fis cal year (or more frequently if reguired)
the Associate Vice President Graduate Studies, Research, and Faculty
De~elopment in cooper at ion with the Vice President for Business Affairs 
ana the Foundation Executiv e Director will develop a summary
statement that will include the following: 

A. Indirect cost income during previous fiscal year, incl~~ing ~ny
balance of unused indirect costs reirrbursements remaining in the 
trust accounts. 

B. Charges during the previous fiscal year for: 

1. University fiscal administration * 
2. Foundation fiscal administration and reserves 

C. The Associate Vice President for Graduate Studiei, Research, and 
Faculty Deve 1 opment wil 1 use the above statement as the basis for 
developing a proposal for the use of unallocated overheads during
the current year . The propo s al will be develof ed in consultatio n 
wi th the Acaa~mic Senate Researc h Committee . ts obj ective shall 
be to fund adequately each of the followin g in priority: 

1. Supplementary budget support for the Grants Development Office; 
* 2. Reserve for program development/contingency; and 
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3. Uncommitted funds for use by the university, including funds 
remaining after the termination of fixed-price contracts. 

The above summary statement and p roposa 1 wil 1 be reviewed and 
endorsed by_ the Vice President for Academic Affairs and sent to the 
President for approval. 

543 .4 Policy for Maintenance and Utilization of Reserve for Program
Development/Contingency 

The goal of the reserve for program development/contingency is a 
level sufficient to assure adequate resources for the continuing * 
support of the grants development activity. Its use will be restrictea 
generally to costs associated with major proposal development or grant
negotiation and to reserves necessary to ensure continuity in funding
for the Grants Development Office. Recommendations for expenditures 
are made by the Director of Grants DeveloP.rr.ent and approved by the 
Associate Vice President for Graduate Studies, Research, and Faculty 
Development. 

543 .s Policy for Allocating Uncommitted Indirect Cost Reimbursements 

Uncommitted overhead funds approved for allocation will be distributed 
in the following manner and for the following purposes. 

FHty Rercent of uncommitted indirect cost reirrbursements will be 
availab1e to the Academic Senate Research Committee, which will solicit 
proposals from the faculty for research, development, and other 
scholarly and creative activities and recommend grants subject to the 
approval of the Vice President for Academic Affairs. The program under 
which t:-ie Academic Senate Research Committee recommends Rroposals to 
the Vice President for Academic Affairs is called CARE, for Creative 
Activity/Research Effort. 

Forty percent of the uncommitted overhead will go to t he administrative 
unit directly sponsoring the project (e.g., department, dean's office,
institute, or center. These funds are not discretionary, but are 
restricted funds, intended to be used to reinforce and foster such 
activities as those that led to the grant that earned them, including
additional support to the individual project investigators. Ten 
percent will go to the individual project airector for professional
development ac~ivities. 

544 Patent Policy and Procedures 

The univers ity, b}" its very nature has an obligation to serve the 
public int eres~. In order to do this effectively, it is necessary that 
the univer sity have a patent program which will make inventions arising
in the course of university research available to the public interest 
ur.cer conditions that will promote effective development and 
utilization. 

The university also recognizes its need to assist faculty and staff 
members of the university in all matters related to patents based on 
discoveries and inventions developed in situations such as those in 
which the universi0 has no ves t ed interest, i.e., those which are 
develooed by a faculty or staff member on personal tir.ie and without the 
use of' university facilities. 

* 
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The un1vers1ty has an equ1ty fn all patents developed by faculty and 
staff men'bers us1ng un1versfty fac1 l 1t1as. It may also have an equ1tl
1n patentable 1nvent1ons developed by a student 1f In the process of 
developing an 1dea and reducing ft to practice, the student has used an 
extraord1nary amount of un1vers1ty resources 1n comparison to other 
students pursuing a s1m1lar instructional goal. 

The un1vers1ty has adopted this patent pol icy and procedures to 
appraise and determine relative r1ghts and equ1t1es of all patents
concernedi to fac1 l 1tate patent applications, 1 icens1ng, and equitable
d1str1but1on of royalties, 1f any; to obtain funds for researcn; and 
to provide a uniform procedure 1n patent matters wh1ch or1g1nate w1th1n
the un1vers1ty. 

It 1s recognized that 1nvent1ons frequently involve act1v1tes beyond
thos~ of tne inventor. The use of un l vars1ty fac111t1es or services,
the particular assignments of dut1es or conditions of employment, the 
~ossfble claims of a coooerat1ng agency, as 1n research supported
from extramural funds--these ano o~her s1tuat1ons give r1se to a 
complex of 1nterrelated equ1t1es or rights 1nvolv1ng tne inventor, the 
un1vers1ty, and a coopl'3rat1ng agency. Such r1ghts or equ1t1es ll'IJSt 
be appra fsed and an agreemen~ reached on the1 r proper d1spos1tion 1n 
accordance with the foTlow1ng procedures: 

A. Patentable research and 1nventfons ant1c1fated or resulting
from research conducted at the univers1ty wi 1 be reported to tne 
University Research Convnittee. 

B. The Director of Research Develo~ment, w1th ~he assistance and 
concurrence of the Foundation Executive Director, w111 _pursue the 
2a~ant and 11cens1ng fsaturas ~1th the Inventor and the Foundation. 
1 h1s agreement sflould be endorsed by the University Research 

Committee and the Vice Pres1d9nt for Academic Affairs. 

c. The patent and license rights will be assigned to the Cal Poly
Fou~aation with the inventor sharing the net returns. The 
Foundation may seek the servicss of a non-profit patenting
corporation to secure patent and licensing of the 1nvent1on. 

D. Research "Nork f1nancad wholly or in part by an outside sponsor 
comes under the special provisions of the contract covering such 
wo~. Staff merroars and students engac;ad 1n such research won< 
are bound by the provisions 1ncorpora~ed in the agreement cover1ng
~~e1 r wcrk. 

E. An invent:1cn 1n wh1ch the un 1versity has no vested 1nt arsst, 1.e.1 
one '#hich 1s deveiooed by the inventor on personal time and 
wi~hout: the usa of university fac111ties, may be voluntarily
suom1tted to the Un1vers1ty Research Ccmm1ttee and the Foundation 
for c:,nsideration as to 1ts patentab 1 l 1ty and for subsequent
procassing and exploitation if accepted. In such case, the 
invem:or w111 participate 1n the net profits d~rived from the 
patent on the bas1s ltlJ~ually agreeable. 

545 Discr9tionary Funds 

Discretionary funds are held by the Foundation and ll'llSt be used for 
act1v1t1es ~h1ch are supportive of the University's educational
m1ss1on. 

Expend1turs gu1del1nes are 1ssued by the Foundat~on which address how 
such funds may be used. Cross Reference Sources: Ca1. Adm in. Code 
Sec. 42403 anc CSU Manual of Policies and Procedures for Auxf11ary
Organizations, Appenc1x I. 
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550 PUBLICSAFETY 
The Department of Public Safety is co,rpr1sed of the Police and Parking 
Sections, Fire and Emergency Medical Section, Environmental Healtfi 
and Occui:>at1onal Safety Section, Rad1at1on Safety Section and Animal 
Control Section. The Department of Public Safety is responsibl e for 
t he protection of personnel and property; preserv ation th e Reace; 
parkfng and traffic control; fi r e pr eventfon and suppression; enforce­
ment of laws and regulations• envir onmental health and safety• and law 
enforcement and f1re protect , on rel ati onships w1th city , count y, sta te 
and federal ag_enc1es. Also, the Department is responsible for the 
University's ~mergency Disaster Preparedness Plan wh1ch outli nes 
apP.ropr1ate actions to be taken by certain Un1vers1ty personn e l dur1ng
critical s1tuat1ons which affect the safety of the university
COIJlllJnity. Copies of the _plan are available for review 1n the office 
of the Director of Public Safety. 

551 Parking 

These regulations are 
Vehicle Code and Sections 
Adm1n1strat1ye~-

1n accordance 
42200 and 42201 

w1th Section 
of Title 5 of 

21113 of the 
the Ca]1fom1a 

551.1 General Campus Parking 

General parking regulations are available each guarter in the Class 
Schedule and the "Parking Rules Booklet." In addition, a COQY of the 
current regulations are posted on the Offic1a1 Bulletin Board of 
the university which 1s located in the first floor lobby of the Admin1s­
tratfon Building. 

551.2 Special Staff Parking Privileges 

r- A. Students teaching
pr1v11eges. 

six units or more are entitled to staff parking 

B. other students are entitled to staff 
the case of the four official users 
and those few students who serve the 
caRacity where, in the opinion of the 
Affairs, such parking is warranted. 

parking privileges only in 
of the ASI-assfgned spaces
university in some special 

Vice President for Business 

C. Part-time nonstudent instructo rs and t emporary help appointment s 
to support staff positions (e.g . , clerical, technic al, etc . > 
w1ll oe entitled to staff parking Rrivileges . In these inst ances 
t he Payroll Section of the Fiscal Operations Department w.111 giv e 
the person a form wh1 ch w11 l indicate to the Cashi er tha t the 
individual 1s entitled to purc hase a st aff permit . 

551.3 Workshop, Conference, 
Parking 

Seminar and Other Special Education Program 

A. Wori(shop, conference, seminar 
part1c1pants are required to 

and other Special
pay for par-King. 

Education Program 

B. Sponsors of Workshops, conferences, seminars and other Special 
Eaucat1on Programs should make arrang ements in advance wit h 
Conference Services to provide them with Te!Jl)orary Parking
Permits to be issued to Rartic1pants of such programs . Sponsors 
w1ll be held accountable for the nu.mer of permits issued and be 
bi lled by the Accounting Section of the Un1vers1ty Fiscal 
Operations Department 1n accordance with current rates. 
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551.4 Payroll Withholding for Payment of Parking Fees 

The _payment of parking fees for four wheeled vehicles b_y eligible 
faculty and staff may be made by payroll w1thhold1n2. Indivicluals 
wishing to elect this method of payment may select ei .. her the twelve 
month or the nine month plan. 

A. Twelve Month Plan 

This plan provides for monthly withholding of one-t\'!elfth of the 
total cost of a twelve month annual permit. Annual permit P.rices 
are set periodically by the CSU Board of Trustees. Participants
in this _plan are provided with an annual parking permit for one 
four wheeled vehicle. The permit is valid for the parking year for 
which it is purchased. This period starts with the summer quarter 
and continues through the fall, winter and spring. 

B. Nine Month Plan 
This plan provides for monthly withholding of one tw~lfth_ of the 
total cost of a nine month annual permit. Annual permit prices are 
set periodically by the CSU Board of Tru~tees. (:'articipants i'n 
this plan are provided with an annual parking permit for one four 
wheeled vehicle. The permit is effective at the beginning of the 
fal1 quarter and remains val id through the succeedfng winter anci 
s pring quarters. 

Payroll withholding may be used to pay for al ternate or r.ool parking.
The vehicle for which parking fees are paid by payroll withholding must 
be a four wheeled vehicle. Payroll withholding may not be used to pay
f or ;:;tudent parkin_g. Additional infcrmc.:.tion may oe obtained from the 
Parking Clerk, Adm1nistration Building 106, extension 1428. 

552 Building Security and Use 

552.l Building Security 

Door and window checks of all university buildings are conducted by
the University Pol ice Officers when time permits and specifically on 
weekends and nolidays. 

All university personnel assigned to rooms are requested to lock the 
doors and winaows upon leaving at night. Every effort sh(?ul.d .be 
made to prevent loss of equ1pment. ""Areas and rooms con~a,ning
valuable property and equipment should be locked when not in use . Care 
should be exercised in providing or loaning keys. 

552.2 University Police - Night and Weekend Patrol 

University Pol ice Officers provide weekend and night patrol of 
university and farm areas. Requests for extra patrol may be submitted 
to the Director of Public Safety. 

552.3 After Hour Building Use 
Student "After Hour Building Permits" should be issued by depart ment 
heads for their areas to enable University Police Officers on P.atrol 
to verify authorized access to the department areas. A supply of 
permit forms may be obtained from the Department of Public Safety. 

552.4 Temporary Emergency Building Closure 
In the event of the need to close a building or any portion o.f a 
building for safety, health or any emergency situation where life,
health, fire or property protection is required, notify the Department
of Public Safety at ext. 2222 or 2281. 

Protective measures and appropriate notification wi 11 be initiated by
Public Safety Department personnel. 

Revised September 1988 * 
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553 Reporting Stolen or Lost Property and Equipment 

,3 .1 University Property and Equipment 

As soon as possible after discovery that University Property or 
equipment has been lost or stolen, the individual who 1s accountable 
for the property or equipment should notify the Department of 
Public Safety (ext~nsion 2281) to enable the filing of a report. The 
individual should then submit a complete written report through the d&­
partnient head or supervisor to the School Dean or Division Head for 

transmittal to the Property Clerk. If a report is taken within the 
school/department on lost property and the Departnient of Public 
Safety - is not notified, a copy should be sent to that office. It is 
important that stolen or missing property be reported promptly to the 
Departrrient of Public Safety for lnvestigative purposes. 

In reporting lost or stolen property, please give all the information 
possible, such as: 

A. Item and description including serial nunber and CPSU number, if 
known. 

B. Date when loss or theft was first noticed, location from which 
taken and under what conditions. 

553.2 Personal Property 

The State does not carry insurance on personal property (i.e., books,
teaching aids, cameras, academic gowns, etc.) keP.t on can~us by
employees and students. The respons1b11ity for such property rests 
with the 1ndividual owner. However, loss or theft of such property
should be reported to the Department of Public Safety. Where equipment
is involved, G record of make, n,odel and serial number facilitates 
recovery and identification. 

54 Police - Fire - Medical Emergencies 

554.l Reporting Emergencies 

In the event of a police, fire or medical emergency, dial extension
.22.22. If there is no answer or if the line is busy, dial 2.2fil... From 
outside phones, dial 756-2222/756-2281. 

Persons reporting police, fire, medical or building emergencies should 
give the following information, when possible: 

A. Nature of emergency: police, fire or medical. 

B. Building name and nurrber. 

C. Building location. 

D. Location within the building. 

E. Nurrber calling from. 

F. Street name or close location, if not in building. 

554.2 Elevator Emergency Procedures 

Except for freight elevators, all campus passenger elevators have an 
emergency r1 ng down telephone. Any_ person or persons trapped in an 
elevator and facing an emergency situation, need only pick up the 
phone to activate t~e ring of the elevator emergency phone line. Upon
contact w1th the Department of Public Safety dispatcher, the dispatcher
will require the caller to: 

A. Stay in communications (keep line open) until he/she is out of the 
elevator. 

B. Not to smoke. 
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C. Indicate the nurrber of per$ons in the: elevator. 

D. Indicate whether lights are on. 

E. Est1mate where the elevator is in relation to floors. 

F. ~<?t to touch or attempt to open doors \::ithout specific ir.struc­
~;ons from rescue personnel. 

G. Sit on the floor of the elevator, ifroomP.erniits(incase
there is a sudden change in the position of the elevator). The 
Public Safety d1spatcher will relay this inforn,ation to the Police 
and Fire units responding to the emergency. 

554.3 Disturbances and Demonstrations 
In the event of · demonstrations or other disruptive activities on 
campus, call the Department of Public Safety, extension 2281 (if 
emergencx, call extension 2222). If during_ regular business hours,
also notify the Dean of Students, extension 1~21. 

554.4 Emergency Transportation 

The D1rector of Health Services, a University physician or University
Fire personnel may request the University Pol ice Officer on duty tc 
transport an en~rgency case to a local hospital; this will be done only 
in a true emergency situation. No other person has such authority to 
act for the university. If time permits, the Director of Hea1th 
Services or a University physician is exP.ected to make trar.spcrtatJon 
arrangernents through Transportation Services. During off hou,rs, tney
may call for assistance from the University Police Officer on outy. 

Transportation Services personnel will make every possible effort to 
~c~onvnodate the needs for provi di ng transportation for sic~ or 
1nJur~d persons when requested by the Director of Health Services, 
a. University physician or University Police/Fire personnel~ The 
Director of Health Services, a University P-hysician and Un1vers1ty
Police/Fire personnel may call for an ambulance, if it is deemea 
necessary. 

554.5 Firearms on Campus 

No person, while on university property, s hall possess, carry or have 
control of any firearm, whether loaded or not, unless such person is 
transporting the firearm directly to the Department of Public 
Saf ety for storage and/or safekeeping , or has prior written appr:oyal
from the President of the University, or his desionee, and has notifie d 
the Directo r of Public Safety of suc h approval. y • 

Exception would be sworn peace officers of the State of California and 
where otherwise provided By law. 

555 Accidents and Reports 

555.1 Motor Vehicle Accidents 

Accidents involving State vehicles, whether or not there is actual 
physical impact or damage to the State vehicle, must be reported
i rrvnediately to the Supervisor of Transportation, extension 2451, ~nd 
if occurr i ng on campus, to the Department of Public Safety, extension 
2281. Accident report forrr~ and instructions are in the glove coffiP.art­
men~ of every State vehicle. The Procurement and Support ~ervices 
Officer and the Vice President for Business Affairs are responsible for 
complying with provisions of the State Administrative Manual regarding
the reporting of such accidents. 

555.2 Employee Accidents 

Accidents involving injury to State employees while on duty are 
covered by State Conpensation Insurance . Re~orts on the accident~ are 
to be made to the Personnel Office within 24 hours of the accident 
(See CAM372.1 and 380,1, E.b.). For those injuries requiring t~e 
seryices cf a phye1c1an, Supervisors are instructed to sen~the,r 
em~i oyee.s -cc,'th6 H60."i 'tl1 Cer.t:er ror trea-cmen-c. 
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555.3 Student and Visitor Injury Accidents or Death 

Accidents or deaths on university property involving any student(s) or 
vis1 t or (s) shall be formally reported· using the Unfversity's Student/
Visitor Accident Report Form. The original should be sent to the 
Office of the Vice President for Business Affairs, the second copy
(canary) retained by the _person making the report, the third copy
(pink ) sent to the Health Center, and tlle fourtti copy (gold) sent to 
t he Assistant Director, Public Safet_y - Environmental Health and 
Occupational Safety Section. Copies of the form are available in the 
Offices of the Dean of Students, Vice President for Business Affairs,
and Publ 1c Safety Department. The Office of the Vice President for 
Business Affairs will use the form to comQlete and submit the required
State of California Report, Standard Form 268 C See also CAM651). 

555.4 Injury Accidents or Death 

Accidents or s1m11ar occurrences which result in injury or 
death on university property are to be reported irmtediately as follows: 

A. Notify the Department of Public Safety, extension 2222. Do not 
call an ambulance unless requested to do so by University 
Police/Fire personnel or a University physician. 

B. In the case of situations involving students, notify the 
Dean of Students, extension 1521. 

C. In situations involving e~loyees, notify the Personnel Office,
extension 2236. 

o. Procedures Required for Work-Related Injuries 
1. The e~loyet lllJst report all work-related injuries to the

supervsorefore t~e end of the work day. Failure to do may 
result in nonacceptance of the injury report by the Personnel 
Office. 

2. If the services of a doctor are rurt required, the supervisor
must complete Personnel Form 1or.-Report of Minor Injury, have 
the ell'J)loyee sign it and forward it immediately to the 
Personnel Office. 

3. If the services of a doctor~ required, the supervisor must 
complete SCIF Form 67, Employer's Report of Occupational Injury 
or Illness. This form must be submitted to the Personnel 
Off1ce with1n 24 hours of the 1nJury. All initial med1cal care 
will be provided by the CamP.US~ealth Center. Further treat­
ment can be received either from the Campus Health Center or by
referral from the attend ing phys1c1an. 

4. The SUP.erv1sor will prov1de a Medical Serv1ce Order, Personnel
Form 104-D, to all injured employees. When med1cal care is 
necessary the injured employee must have the physician complete
the Medfcal Servi ce Order. This form will determine whether 
the e111>loyee can be released to full or mod1f1ed work. The 
in.1ured employee w1ll return the completed Medical Service 
Ora er to the supervisor who w11 l forward it to the Personnel 
Office w1thin 24 hours of the treatment. 

Injured students are normally taken to the Health Center. Employees
1nJured on the job are treated at the Health Center. Caf!lPUS 
v1s1tors may be taken to the Health Center only for emergency first 
aid. Other than for employees covered by state Worker's Coq>ensa­
t ion Insurance, the un1versfty assumes no responsibility for charges
for either students, employees or visitors admitted to a nosp1tal. 
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556 Emergency Disaster Preparedness Plan 

The University has an Emergency Disaster Preparedness Plan which 
outlines appropr1ate actions to be taKen by certain university
personnel during critical situations which affect the safety of the 
university community. Copies of the Plan are available for review 1n
the office of the Director of Public Safety. 

I111>lementation of the Emergency Disaster PreP.aredness Plan is carried 
out as a part of the assigned responsibi l it1es of the Department of 
Public Safety and Plant 0P.erat1ons, who will call upon other areas 
for assistance as the particular emergency situation requires. 

557 Environmental Health and Occupational Safety/Rad1at1on Safety 
557.1 Environmental Health and Occupational Safety 

The University is convn1tted to an active and ongoing program to 
ensure al 1 occupational and publ 1c areas of tne campus are 
ma1nta1ned and operated 1n a safe and healthful manner. The program 
1s administered oy the University Environmental Health and Occupation­
al Safet~ Officer with the consultation and advice of the Un1vers1ty
Public -Safety Advisory Committee (See CAM 172). For information 
concerning univers1ty pol icy on confined SP.aces, respiratory
protection and earthquake safety, call the Department of Public Safety,
extension 2281. 

557.2 Radiation Safety 

The University 1s co1TVT1ittedto an active and on_go1ng program for 
keeping exposures (ind1v1dual and co11ect1ve) as Tow as reasonably
achievabl e. The program 1s adm1n1stered by the Un1vers1ty Rad1at1on
Safety Officer with the consultation and advice of the University
Rad1at1on Safety Cof11Tl1ttee(See CAM 172, A.19.). 

558 Animal Pets (dogs, cats, etc.) on Campus 

A. Pets may not be on campus except when they are either: 

1. Secured to a leash or chain apP.roximately s1x feet 1n length, 
the other end of which 1s retained by a person. 

2. Securely confined 1n a vehicle. 

B. Pets may not be tethered on campus. 

C. Pets are not permitted in any campus building even though on a
leash, except: 

1. Seeing eye dogs servfng their owners. 

2. Service dogs serving their owners. 

3. Signal dogs serving their owners. 

4. Animals involved in authorized research or instructional 
programs, including social dogs. 

D. Dogs lllJst have a valid license which also serves as evidence of a 
current rabies vc:1cc1 nat 1 on. 

E. Pets found on camP.US in violation of these policies are subject to 
impoundment by Animal Control employees of the Department of 
Public Safety. They will be providea water and registered by the 
Department of Public Safety as to color, type, characteristics, dog
license, rabies vaccination, tag numbers, etc. 

If, 1n the process of impound1ng a pet, the owner a~P.ears, provides 
fdent1f1cat1on and claims the animal, it w11T be released to 
the owner by the Animal Control employee with the understanding
that the animal w111 be promptlY. removed from the campus and not 
brought back unt11 the owner cohl)l 1es with campus pol icfes . 
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F. Owners of impounded pets may claim the animals in case of the 
first offense by contacting the Department of Public Safety.
After 3:00 p.m. and in the case of a second or subsequent offense,
the animal may be claimed by its owner by contacting the San Luis 
Obispo County Department of Animal Control. 

559 Aircraft 

A. Piloted aircraft are permitted to operate on the University
airstrip only if all of the following five conditions are met: 

1. The aircraft is flown by a licensed or experienced pilot. 

2. The purpose of the flight is either 
a. experimental and/or developmental work on flight 

vehicles related to Unfversity or Foundation grants,
contracts or proposed developmental activities, or 

b. for demonstration purposes for the University Instructional 
Program. 

3. The flight is authorized beforehand by the head of the 
Aeronaut1cal and Mechanical Engineering Department who has 
responsibility for the airstrip. 

4. The craft is not piloted by a student of the university. 
s. Take off, landing and flight patterns of aircraft will be 

limited to the fmmediate airstrip area and the adjoining
parking lots and grazing land. 

B. Use of the airstrip is subject to Federal Aviation Administration 
regulations and enforcement procedures. 

C. Remotely piloted and nonpiloted vehicle flights may be flown only
if approval 1s obtained in advance from the head of the 
Aeronautical and Mechanical Engineering Department. The flying
of P-Owered model airplanes is permfttecl only on the airstrip.
The flying of rockets requires a permit which may be obtained by
contacting the Fire Section of the Department of Public Safety. 

D. A 24-hour notice should be given to the Department of Public 
Safety when landings and take offs will be occurring. 
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570 TRANSPORTATIONANDTRAVEL 

The provisions 1n this section regarding official business 
transportation and travel are based on Cal1forn1a State University
Internal Regulations Governing Travel Expense and Allowances. 

571 Transportation 

Reirrbursement w111 be made only for the method of transportation which 
1s 1n the best interest of the university, considering both direct 
expense as well as the employee's time. Provided the mode of 
transportation sel ected does not conflict w1th the needs of the
univer s ity , an en:iployee may use a more exP.ens1ve mode of transP.ortation 
and be re1rli:Jursed at the amount author1zea for the less expensive mode. 
Both modes of transportation will be shown on the travel claim, which 
must include a reference to California State University Internal
Regulations Governing Travel Expense and Allowances, Section llO(b). 

571.1 Bus, Train, Scheduled Airline 

Bus, train, or a1rl1ne travel may be used for off1c1al uni versity 
business . No more than actual fare can be claimed on Travel Expense
Claims . Claims for airline travel, Pullman accommodations, and tr avel 
by any common carr ier outside of the State must be support ed by
receipts. Extra fare and extra fare Pullman accommodatfons can be 
used, providing a full explanation of the necessity accompanies
Travel Expense Cl a1 ms, togetfier with receipts . Employees traveling 
on unive rsity business wf\o receive discount coupons or other sucn 
rebates applkable against the cost of future travel, are to return 
these ftems to the Unlvers1ty F1nanc 1al Manager's Office . 

571.2 Privately-owned Vehicles 

It 1s the po11cy of the university to encoura ge the use of State­
owned veh1cles for off1c1al univers1ty business travel. However, when 
authorized in advance by means of a Travel Request Form lA {Appendix X) 
by the Pr es1dent, a vice president, school dean, d1v1s1on head, or
designated department head, an e1J1Ployee may use a privately-owned
vehicle {motorcycles and motor-dr1ven cycles excepted) for official
un1vers1ty trave T. 

Current rates of refntiursement are provided fn the University's Travel 
Re1nbursement Rate Schedule which 1s available in the University
Accounting Office. Depending on the rate claimed, a certification of
vehicle operating costs may oe required on the travel clafm. 

E~loyees i~ho claim mileage reimbursements at a rate in excess of the 
rate for which a certification 1s required one or more times dur1ng
th ef. r tax (usually calendar) year, may not be regarded by the Internal 
Revenue Serv ice or the California Franchise Tax Board as havin g made a 
satis factory accounting of mileage expenses to their employer. When 
this is the cas e, increased record keep1ng and reporting rc,~u1rements 
are placed on the employee. It 1s recommended that 1nd1vHluals who 
plan to cla1m a rate for which a certff1cat1on 1s re~u1red, studY. the 
related income tax requirements and/or consult w1th tne1r professionaltax advisor. 

In advance of using a private vehicle on approved official un1wars1ty
busines s, the following informat1on 1s to be on file fn the approP.riate
dhepartment, school , or d1v1s1on office: Certification that the clr1ver 
as liab1 11ty insurance 1n force 1n at least the amounts of curr ently 

in effect for personal 1njury to, or death, of one person; for personal
injury to, or death of, two or more persons 1n one accident; and for 
proQerty damage; and that the vehicl e 1s adequate for the work to be
performed, egu1pped with seat belts1 and 1s 1n safe mechanical 
condition. Tflis will be accomplished by signing the cert1f1cat1on to 
be found on the reverse s1de of the Travel Request, Form lA. 
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571.3 Privately-owned Aircraft 

It 1s the pol1cy of the un1vers1ty to encourage the use of 
Stat e-owned veni cl es for official uni varsity business travel. 
However, when authorized 1n advance by means of a Travel Request
approved by the Vice Pres1dent for Business Affairs, e!l1Ployees may use 
a privat ely-owned aircraf t for official university business travel. 
Before the aircraft 1s used, the rules and regulations concerning the 
use of P.rivately-owned aircraft on State bus"fness as established by
the CSU InternaT ReQulations Governing Travel Expenses and Allowances 
rrust be met. I n acld1t1on to rules regarding use of privately-owned
aircraft, this section contains spec1flc restrictions on the use of 
rented aircraft and requirements for employees who wish to pilot
aircraft carrying passengers. 

Reimbursement w111 be allowed on a per statute mile basis, utfl 1z1ng 
departmental travel funds, computed on the basis of the shortest air 
route from origin to destination and using established airways whenever 
possible. 

571.4 State Automotive Equipment 

A. Introduction 

The use of State-owned vehicles to meet transP.ortation needs for 
official university business is governed by the following regula­
tions: 

1. It is required that all vehicles be operated safely and in 
conformance with the California Vehicle Code. 

2. Title 2, Chapter 1, Article 15 of the California Administrative 
Code regulates the use of State-owned vehicles. 

3. Section 4100 et seg, State Admin1strative Manual, further 
defines the use of State-owned vehicles. 

4. Additionally, the "California State University and Colleges 
State Vehicles" Booklet dated August, 1984, outlines the 
Chancellor's Office policy regarding the use of State vehicles. 
It is found in the glove coq>artment of State vehicles. 

B. Use of State-owned Vehicles 
1. The uni versity operates a fleet of State vehicles to provide

transportation for campus employees 1n the performance of 
their duties 1n the most effective and eff1c1ent way possible. 
The vehicles are to be used when cost savings can be realized. 
Pub11c t ransport at ion 1s to be used 1n 11eu of State vehicles 
when savings are thus effected. (See SAM 700, 4100). 

2. "Sta te-owned motor vehicles shall be used only 1n the 
conduct of State Business" meaning only "driven in the perform­
ance of or necessary to or in ttie course of the duties of 
State employment." "No State officer or employee shall use, 
or permit the use of, any State-owned motor venicle other than 
1 n the conduct of State business . 11 ( See Government Code 
Section 13950; Title 2, California Administrative Code, Section 
841.) 

3. Only employees, either full- or part-time, may drive State 
vehlcles. (See Title 2, Cal 1forn1a Admfnfstratfve Code,
Section 841). 

4. hElnP.loyees" are defined as all faculty, staff, and student 
ass 1 stants who are in a State-funded pay status at the 
tfme they are dr1v1ng a State-owned vehicle. 
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s. Students, who are not employees, or other nonemployees

including menters of the family of an employee are not 
authorized to drive State vehicles. 

6. The campus may not loan or lease a State vehicle to any
auxiliary organization. Employees of an auxiliary organl za­
tion paia by that organization are not State employees. 

7. When the primary purpose for using a State car is 
transportatio n of a campus employee engaged 1n official 
university business, students having Sta'te or class-related 
purposes 1n accompan_y1ng the driver may be transported as 
~assengers 1n the State car. A State car may not be used 
for the primary purpose of transporting students at university
expense. 

8. Parking overnight at an employee's home 1s permissible when 
an employee 1s aepartfng on or returning from an official trip 
away from the e!Jl)lo~ee's headquarters unoer c ircumstances which
make it 1nwracticaT for the employee to use other means of 
transportation, or where the employee's home is reasonably en 
route to or from headquarters or otner place where the employee
1s to coll1Tl8nce work the following workday. (See Title 2,
Ca11forn1a Adm1n1strat1ve Code, Section 842.) When such 
situation occurs, the vehicle shall be parked off the street,
1n the employee's driveway, garage, or other location which 
removes it from the public street, thus reducing the hazards of 
accidental damage, theft, and vandal ism. (See State Adm1n1s­
trat1ve Manual, Section 4144.) 

A State vehicle may be parked at the employee's home only when 
the vehicle 1s to be used by the employee 1n the conduct of 
State business on the same day or before normal work 1ng 
hours on the next succeeding workday and where such later 
use has been authorized 1n writing 1n advance by the univer-
sity president, or a designee. (See Title 2, Cal1forn1a
Adm1nfstrat1ve Code, Section 842.) 

9. State cars should not be parked overnight at an airport
unless there 1s no other practical and reasonable way of
getting to and from the airport. 

C. Misuse of State-owned vehicles includes: 
l. Driving or use other than 1n the conduct of State business. 
2. Driving to or from the efll)loyee's home or the vicinity

thereof after completion of the employee's workdaY. unless 
SP.ec1fically authorized 1n accordance wit~ Title 2, Cal1forn1a
Aoministrative Code, Section 842. 

3. Carrying in the vehicle any persons other than those 
directly involved with official State business, except with 
approval of the e~loyee's immediate supervisor for each trip. 

4. Using the vehicle for other than those f.ersonal needs
directly essential to carrying out the o f1c1al business such 
as obtalning food and lodging. 

5. Unsafe dr1v1ng practices including failure to use seat belts. 
6. Falsification of travel logs, travel authorizations, defensive 

driver training program cert1f1cates, accident reports, or 
other forms relative to the use of the vehicle. 

7. Transporting dogs and/or other animals in State vehicles w1th 
the exception of a see 1 ng eye dog accompany 1 ng an emp 1 oyee or
student passenger. 

8. Picking up hitchhikers in a State vehicle. 
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B. Field Trips 

When one State car (4-door sedan, 8-passenger van) is used on 
a field trip in accordance with CAM 571.4,B.7., no operating cost 
charge will be made. 

All other vehicles used on field trips will be charged for in 
accordance with the operating cost per mile for the total trip 
miles for the particular type of vehicle. The mileage charges do 
not include payment of a driver, food, or lodging, if necessary; 
these costs are the user department, school or division 
responsibility. 

Transportation charges per student for travel in State vehicles on 
approved field trips are based on the occupancy and cost per mile 
of the vehicle. For example, each student riding in a vehicle will 
pay a prorated share of the total trip cost. The field trip 
instructor is responsible for collecting each participating 
student's share of the cost. To avoid personal responsibility for 
the transportation charges the instructor should obtain payment of 
each participating student's share of the estimated total cost 
prior to the start of the trip. This may be accomplished by 
requiring the students make their payment at the University 
Cashier, Administration Building, Room 131E. They will receive a 
receipt which they can present to the instructor as proof of 
payment. Instructor are not to collect the amounts personal 1 y. 
personally collect the amount due from each student and immediately 
deposit the total amount collected with the University Cashier. 

Drivers for buses and other vehicles will be assigned by the 
Supervisor of Transportation Services and paid at the established 
rates by the department, school or di vision arranging the trip. 
The department, school or division will furnish the driver room 
and board when on an overnight trip, and meals on trips o'ff 
campus during mealtime. The allowances will be at cost, but not 
to exceed those allowed by the State. If the driver is a member of 
the class taking the field trip, reimbursement for room and/or 
board need not be furnished. 

C. Trucking Service 

In the normal procurement process, the shopping cost of the goods 
arriving at the campus is included in the purchase price and paid 
from the appropriate fund. 

When the department requests Transportation Services to pick up 
supplies or equipment (excess and surplus property, gifts, etc.) at 
some location and deliver the items to the campus, a charge will be 
made to the department in accordance with the operating cost 
schedule. When the items to be picked up do not constitute a full 
load, every effort will be made to coordinate the haul with another 
request in order to minimize the charge to the department. 

When the trip takes longer than the regular eight-hour day or if a 
trip takes two or more days, the department making the request will 
be charged for all overtime and/or appropriate per diem. 

Revised August 1990 



572 Travel Requests 

572.1 Inside the Continental United States 

Requests for authorization to travel on official university business 
(i~-state/out-of-state) are to be submitted on Travel Reques~ ~o~m lA. 
This form may be obtained from the Vice Presidents, School, Division or 
Department Offices, or from the University Accounting Office, Adminis­
tration Building, Room 129 (x2291). 

Requests for travel within the state are to be submitted to and 
approved by the President, Vice Presidents, Deans or Division Heads, or 
designated department heads. Requests for travel out of state are ro 
be submitted to and approved by the Vice Presidents, Deans or Division
Heads. 

For travel of less than 100 miles or less than a half day, verbal 
authorizat~on of the appropriate approval authority is sufficient; a 
form covering such travel is required only when reimbursement is to be
claimed. 

At least one of the following criteria shall apply to requests for out
of state travel: 

A. The trip is essential to the normal operation of the campus. 

B. The trip is to a meeting of a professional association or society 
to deliver a paper, to serve as moderator or group leader, to serve 
on a panel, or to fulfill obliaations as an officer in the 
association or society. -

C. The,t~ip ha~ as its primary purpose the recruitment of faculty or 
administrative personnel. 

572. 2 Outside the Continental United States 

In addition to the provisions of CAM 572.1, the following shall apply 
to official university business travel outside the continental limits 
of the United States: 

A. University personnal may travel on official university business 
outside the continental United States to conferences sponsored by
recognized professional associations or societies when the 
individual(s) is(are) to participate on the program in an activity 
or presentation related to an area of the unviersity's educational 
program and when such participation makes a readily recognizable
contribution to the university's international reputation. 

B. Travel on official university business outside the continental 
1:Jnited States must be clearly justified on the b_asis _ ?f ~ts 
importance to the university, and statements of such Justification 
must be made by the department head and dean or division head in 
addition to the infol:Illation provided on Travel Request Form lA. 

C. For purposes of out-of-country travel only, the period of absen~e 
from the university indicated in CAM 572.3.B is extended to seven 
working days, not including academic holidays or vacation periods. 

D. Requests for out-of-the-country travel must be processed early 
enough so that the application is received for approval at least 
14 working days prior to the anticipated departure date. 
AJ?proval must be by the President, Vice Presidents, deans or 
division heads. A copy of the approved request is to be forwarded 
to the University Accounting Office along with the approved Form
lA. 

E. It is expected that any travel accomplished pursuant to this 
section will be completed within the period of time indicated on an 
itinerary. While minor deviations due to travel difficulties may 
be accepted, any intent to remain out of the country longer than 
the period of the designated conference must be noted on the form 
and approved in advance. 

572 - 572.2 
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57 2 .3 Attendance at Conventions, Conferences, or Similar Meetings * 
See CA~l Section 573.5 for special requirements applicable to Travel 
Requests and Travel Expense Claims for attendance at conferences,
conventions and similar meetings. 

The criteria for attending conventions, conferences, or similar 
meetings while on pay status and/or at State expense are as follows: 

A. The progran, is of such a nature that it would be to the obvious 
advantage to the university and to the individual(s) attending. 

B. The program will not require the individual(s) to be absent from 
the university longer than five working days. 

C. Approval will not be granted if academic credit is to be given to · 
the applicant. 

572.4 Travel Advance Requests 

A revolving fund is maintained to provide for travel advances to 
university employ.ees who have been authorized to travel on official 
university business at State e)<pense. The request for travel advance 
is incorporated in the Travel Request Form lA. 

When a travel advance has been aP.proved, the University Accounting
Office, Administration Room 129, will prepare a check us1ng its col)y
(original) of the approved Travel Request, Form lA. A minimum of 24 
hours is required pr1or to the time the travel advance check is needed. 
Normally, the check is Rrepared 48 hours in advance of the authorized 
travel date unless s~ec1fied otherwise. The check may be picked 
up at the University Cashier's Office, Administration Room 131E, Monday
through Friday, 8:00 a.m. to 4:30 _p.m. The University Cashiers are not 
permitted to cash any checks includin_g travel checks. Limited check 
·cashing services are available at tne Fou_nqation _Cashier' ¼ C:_'ffice,
IJ~ -it- l:ln-io-n, -~--2 =--x~cc,-, ,,.-,_ldn,:.-,.-;csh--=(.-.,o~ - ...2,->< 07
Any travel funds advanced in excess of subsequent actual travel 
expenses claimed must be returned to the cashier as soon as practical
after the employee returns from the trip, and in no case later than 10 
working days after return. 

573 Travel Expenses 

Normally a travel expense claim i s completed for each authorized trip.
Claims should be submitted as soon as pr actical after the employee
returns from the triP., Expense account s will be rendered within 10 
working. days after th~ 1 ast day in travel statu s except . that if the 
cumulative amount claimable does not exceed $101 the filing may be 
deferred until the total amount claimable exceeds l>lO or until June 30,
whichever occurs first. In no event shall expense accounts totaling
less than $1 be rendered or paid. 

At each fiscal year end (June 30), all exRense cla .ims for travel 
through June 30 must be processed to reach the University Accounting
Office by July 5, or the preceding workday, if July 5 does not fall on 
a workday. 

Actual and necessary exQenses will be paid, using rates indicated by
CSU Internal Travel -R~ulations, for approved travel involving official 
university business. All claims for travel expenses must be 
submitted in duplicate to the President, Vice Presidents, deans or 
division heads or in the case of in-state travel, to designated
department heads on Travel ExP.ense Claim Form 262 in accordance 
w1th instructions on the reverse side of that form. 

*Revised May 1987 
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The_ purpose or objective of each trip for which reirrbursement is 
claimed must be stated on the claim form. 

No per diem expenses shall be allowed at any location within 25 miles 
of an employee s headquarters ( normal ·1y the campus). 

573 .1 Subsistence Allowances 

Subsistence allowances are publicized in the University's Travel 
Re1rrou rsemei;it. ~ate Schedu 1e, which is d i_stributed to departrr_ient~.,
schools, d1v1s1ons and other administrat1ve units whenever 1t 1s 
revised. Copies may be obtained from the University Accounting Office,
Administration Builoing, Room 129 (x2291). 

573 .2 Transportation Expense 

A. Bus, Train, Scheduled Airline 

See CAM 571.1. 

B. Privately-Owned Vehicles 

See CAM 571.2. 

C. Mileage for Student Teacher Supervision 

Mileage involving the use of P.rivately-owned automobiles for 
student teacher supervision (; .e., elementary and secondary
education student teaching, counseling and guidance., school 
SUJ?ervision, and field work credential supervision) may be 
reint:Jursed in accordance with CAM 571.2 from funds al located to the 
Education Department for this P.Urpose in accordance with guiqe-
1 ines developed through consultative procedures by the Education 
Department. Reirrt>ursements involving such mileage for 
agricultural student teacher supervision may be made from 
funds al located to the A_g_ricultural Education Department. Travel 
Expense Claims, Form 262., should be processed through the 
respective department head offices. 

D. Mileage for School of Agriculture Instructional Supervision, 

Mileage involving the use of privately owned automobiles for 
offic1al university duties in connection with the supervision of 
the in s tructional program at the outlying agricultural units 
may be reimburse d in accordance with CAM 571.2 from funds al located 
for this purpose. Each participating faculty menber is to file 
monthly with the Dean., School of Agriculture, a Travel Expense
Claim, Form 262, supported by a monthly los of such travel. 

E. Applicants Called for On-campus Interviews 

Reirooursement may be allowed for travel expenses of individuals 
who are applicants for university employment and who are called 
for employment interviews. 

1. Per diern expenses may be reirrbursed at the rates currentlt in 
effect for err~loyee travel. These rates are publicized 1n the 
University's Travel Reirroursement Rate Schedule. 

2. Transportation expenses may be reint>ursed in accordance wit h 
CAM section 571. Rei rrt,u rsement for personal veh tel e mileage,
if applicable, will be at the rate currently in effect for 
employe es when a state car is available. The current rate may
be otitained from the University's Travel Reintursement Rate
Schedule. 

3. Requests for copies of the University's Travel Reint>ursement 
Rate Schedule and related questions sflould be directed to the 
University Accounting Office., Administration Building, Room 129 
(x2291) . 
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F. State Automotive Equipment 

See CAM 571.4 and 571.5. 

G. Privately-Owned Aircraft 

See CAM 571.3. 

573 .3 Overtime Meals 
The university may allow an e~loyee to cla1m actual expenses not to 
exceed the amount specified for lunches in the Un1vers1ty's Travel 
Re1rroursement Rate Schedule, when the el!lPloyee is required to work more 
than two hours before or after a regularly scheduled workday, and 
when because of such extra work the un1vers1ty deems 1t unreasonable 
for the employee to return to the employee's residence for the meal. 
The un1vers1ty may, instead, reguest the Campus D1n1ng Hall to furnish 
a meal to such an employee. Tne intent of this P.rov1s1on is to allow 
the un1versi ty to reiinburse 1ts e!Jl)loyees for meal expense or furnish 
them a meal ln the 11mited nunber of instances where employees are 
required to work more than 10 hours in a given day and 1t 1s not 
possible to schedule the work so that the employee may return home for 
the meal. Claims for the allowance must be accompan1eo by a voucher or 
receipt. If the employee 1s required to work for more extended periods
of time, the effl)loyee may be refmbursed for actual meal expenses not to 
exceed the maximums prescribed 1n the University's Travel Reinbursement 
Rate Schedule for each additional six hours worked to a maximum of 
three overtime meal allowances 1n any 24-hour period. Tips may be 
included in the cla1m 1f they are shown on the receipt. 

573 .4 Business-related Meals 

When 1t 1s necessary for effl)loyees to conduct official un1vers1ty
business during a meal, they may be re1nt>ursed for actual meal 
expenses, supported by a voucher or receipt up to the maxirwms 
prescribed in the University's Travel Re1rroursement Rate Schedule. In 
order to claim re1nt>ursement for a business-related meal, the 
circumstances surrounding the meal must be beyond the control of 
the effl)loyee and 1t must be impractical to complete the business 
during normal working hours. Employees may not cla1m reimbursement 
for a bus1ness-relateo meal 1f they are also claiming per diem. 

Claims for meal expenses where business 1s 1nc1dental to the meal or 
where the attendance of the employee is pr1mar11y for public or 
co1m1Un1tyrelations are specifically prohibited. 

573.5 Conventions, Conferences, or Similar Meetings Expense 

A. Claims for meals and lodging expenses incurred 1n attending 
conventions, conferences, or s1m1lar meet1ngs are to be in 
accordance with trav el allowances pub 11 shed fn the Uni vers1ty' s 
Travel Reimbursement Rate Schedule. The actual cost of meals and 
lodging incurred 1n attending other conventions, conferences, or 
s1mflar meetings may be claimed provided the following criteria are 
met: 

1. The conference or meeting was not planned or arranged by a 
CSU agency. 

2. The circumstances and amount of the expenses were beyond the 
control of the claimant. 

3. The Travel Expense Claim, Form 262, is supported by a voucher, 
1nd1cating the actual amound paid. 

B. No subsistence expense w111 be allowed for a conference w1th1n 25 
miles of the university. 
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c. To the extent that registration fees include meals and/or lodging, 

per d1em claimed must be adjusted downward to eliminate duplicate
re1rroursement, usin~ the rates found in the University's Travel
Reint>ursement Rate ~chedule. 

o. Any Travel Request which includes attendance at a conference, 
convention or similar meeting must provide the following
1nformat ion: 

l. Amount of registration fee expense 

2. Number of Cal Poly employees attending (if more than two) 
E. PifaC>If the registration fee expense will exceed ,! . or if . more than 

two Cal Poly employees w111 be attending ·tne same conference,
convention or smilar meeting: 
l. The Travel Reguest Form lA must be approved by the PPe'teot,

Vice President,'-or the Deans/Division Heads. 
2. The Travel Request Form IA will be routed by the University

Accounting Office to the Vice President for Business Affairs 
for approval as the President's designee as required by the CSU 
Internal Regulations Governing Travel Expenses and Allowances. 

F. Travel expenses and registration fees incurred in cases other than
those set forth above are not allowable. 

573.6 Travel Expense Receipts or Vouchers 

Receipts or vouchers for travel expenses are to be submitted as
attachments to Travel Expense Claim, form 262, for each item of expense
except as follows: 

A. Railroad and bus fares where the fares are available in 
published tariffs and travel 1s entirely w1thin the State of 
Cal 1forni a. However, vouchers fl'l.lst be submitted in case of 
cash payment for airplane travel, travel by any common carrier 
outside the State, Pullman accorrmodations, or extra train fare. 

B. Per diem allowances, except receipts or vouchers for commercial 
lodging incurred 1n h1gh cost areas or out of state. 

c. Street car and ferry fares, bridge and road tolls. 
o. long distance telephone or telegraph charges if date, place, and 

Qarty called are shown unless the telepfione call 1s 1n excess of 
$2.50, fn whfch case vouchers or other supporting evidence is to beprovided. 

E. Tax1 or hotel bus fares when necessary on offfc1al business. 
F. All legal expenditures of $1 or less. 
G. Parking fees of $3.50 or less for any one continuous period ofpark 1ng. 
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573.7 Moving and Travel Expense Re1rri>ursements 

The university 1s authorized, depending upon availability of funds, to 
assist 1n pa_y1ng a portion of the moving and travel expenses of a new 
employee. The university letter of appointment or any official 
attachment thereto indicates the maximum dollar amount wh1ch the 
university may pay toward mov1ng and travel expenses. 

A. Moving Guide 

Official movin9 regulations, procedures and allowances related to 
the mov1ng or new employee are detailed in the un1vers1ty's
published moving guide entitled, "Moving and Travel Expense
Guidelines for New Faculty and Staff." The moving guide summarizes 
the appl 1cable State rules and procedures regulatfng the movement 
of household and other personal effects of a new university
eq,loyee, as contained in the CSU Internal Regulations Governing
Moving and Relocation Expenses. 

A copy of the moving guide is forwarded to each new employee for 
whom moving expenses are to be paid, along with the oTfic1al 
university offer of e~loyment. Copies may also be obtained from 
the University Accounting Office, Adm1n1stration Building, Room129
(x2291). 

B. Recovery of Reimbursements 

If a new e~loyee for whom moving expenses have been paid does not 
continue his/her employment with ~he university for a period of two 
years (unl ess the discontinuance of their e111P,loyment1s be_yond
their control as determined by the university), he/she w11T be 
required to repay the following percentage of the amount received 
as re1rrbursement for total movfng expenses and travel expense
allowances: 

1. 100 percent 1f eq,loyed less than 6 months; 
2. 75 percent if employed 6 months but less than 12 months;
3. 50 percent 1f employed 12 months but less than 18 months;
4 . 25 percent if employed 18 months but less than 24 months. 
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580 MISCELLANEOUSSERVICES 
581 Lost and Found Service 

A "lost and found" service for all students and employees of the 
un1vers1ty is maintained by the Plant Operations Department.
Unclaimed property w1ll be held for at least s1x months, after wh1ch 
the unclaimed 1tems will be subject to sale. There w111 be an annual 
public sale conducted under tne d1rection of the V1ce President for 
Business Affairs, at which time all the unclaimed items will be sold to 
the highest bidder wfth the net returns from the sale to be 
deposited in a loan or scholarship fund for the use of the students 
of this university. Not1ce of the sale will be published 1n the W 

Report, the Mustwig Q.ai]y, and the San r.uis Obispo te)egsfW
at least five ays rr or to the sale. In the even no

received, the 1tem(s) wil be disposed of at the direction of the 
Director of Business Affairs. Property abandoned on the campus is also
subject to the above procedures. 

582 United States and Cal1forn1a State Flags 

The United States flag and the California State flag are displayed in 
accordance with Government Code, State of California, Chapter 3. The 
deaths of students and employees while associated w1th the un1vers1t~, 
or emeritus members of the univers1tY. staff are noted by the flying of 
the flags at half-mast on Memorial Day Weekend. Arrangements for 
fly1ng the flags at half-mast are made by the Director of PublicAffa1rs in cooperation with the Public Safety Department. 
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590 FOUNDATIONSERVICES 
590.1 Operating Guidelines and Capital Budgets 

Departments operating under or worldn.9 through the Foundation with 
P-rograms prepare annual operatin~ ~uideTine anacapital outlay budgets
for each fiscal period begfnnfng~u,y 1. 

Budgets are submitted through the Foundation Executive Director to the 
Board of Directors for adoption, and are reviewed and approved by the 
Universfty President. 

590.2 Purchases 

All purchases are 1h1tiated on requ1sit1ons ava11ab1e in the 
Foundation Business Office. The requfsition must show the date,
department reguest1ng the purchase, the vendor, 1tems to be 
purchased 1nclud1ng the nurrber of un1ts, unit cost, and total amount. 

Requis1tions for purchases shall be approved by: the deP.artment head. 
Purchase orders are issued by the Foundation Bus1ness Office. 
Purchases shal 1 be paid by the Foundation. No transactions for 
trading or loaning the Foundation properties or services w1ll be 
permitted unless approved by the school dean or d1v1s1on head 
and the Foundation Executive Director. 
Authorization by the Foundation Board of Directors may be given 
for purchasing_, trading, or lending of Foundation properties to 
Foundation or-State e""loyees as an exception to the prov1s1ons of CAM 
371.1,F .1. 

590.3 Sales of Products 

Sales of Foundation properties must have pr1or approval by the 
department head unless they are regul ,ar store sales or ap~roved 
contracts operating on a cash or cred1t basis. Certain wholesale 
or other accounts may become apf roved cred 1t customers. These 
accounts must have the approva of the Foundation Executive 
Director. There shall be no removal of Foundat1on Qropert1es or 
P.ro.iect properties for the campus until the school dean or 
a1vls1on head has been not1f1ed. Advertising or other notices 
offering goods for sale shall stipulate that all cnecks are to be made 
payable to the California Polytechnic State University Foundation. 

Sales to Foundation and State employees may be made through regular
sales channels or by authorization of the Foundat1on Boara of 
Directors as an exception to the prov1s1ons of CAM 371.1,F.l. 

Sale by the campus store of products generated or processed under 
the un1versfty's fnstruct1onal program 1s on a first-come,
first-served bas1s, faculty, staff, students, and guests of the 
un1versfty are el1g1ole campus store customers. 
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590.4 Meat Sales 

A. Pol icy 

The operation of the university Meats Lab 1s for f nstruct1onal 
purposes. The Dean of Agriculture adm1n1sters the operation of 
thhe Meats Lab through the head of Food Science and Nutrit1on who 

as assigned an instructor to be responsible for 1ts specific
operation. Employees of the unfvers1ty are not permitted to use
the bu1ld1ng or equipment except under conditions outlined by
those responsible for its operation and compatible with its 
instruction al funct1on. Animals to be slaughtered and 
processed will be those owned by the Foundation. ProJect animals
will be purchased by the Foundation at market prices in accordance
wfth an agreement between the Animal Science Department and the Foundatio n. 

B. Procedure 
1. In general, only quarters of beef, halves of swine and sheep, 

and comparable un1ts of veal will be sold bY. the Meats Lab. 
Cutting and wrapping service will be available at a cost
charge. 

2. The price for processed meat will be set by the Meats Lab 
manager. 

3. Sales of meat w111 be limited to students and e~loyees of the 
un1vers1ty, the Foundation, and student enterprises. All 
sales to such ind1viduals or groups w111 be cash. 

4. The meat section will write a sales ticket, including name of 
purchaser, lot nuaber, tag number, weight, and price. 

s. The purchaser will pay the foundation cashier at the
University Union the amount shown and receive a cash receipt
which is to be presented to the Meats Lab to obtain delivery
of the meat. Meat purchased by emploY.ees, students, cafeteria,
etc., may be allowed to remaln fn the Meats Lab to age after 
purcnase, depending upon available space. 

6. Sales of hides, pelts, and offal will be handled by the 
instructor in charge of the Meats Lab. 

590.5 Foundation Business Office 

A0cfcounts of the Foundation are maintained by the Foundation Business
fice under policy set by the Foundation Board, The Board of Trustees 

and the Department of Finance. 
590.6 Other Foundation Services 

See CN4 238, El Corral Bookstore. 

See CAM 246, University Food Services 
See CAM 247, Use of Vending Machines. 
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