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EINANCIAL OPERATIONS
Budgeting

The
approximate one and one-half years before it is effec

development of the university Support (Operating) Budg$3ebeg}gg

formation of the budget is based on the concept of a Base Line Budget

B), a Program Maintenance Proposal Budget (PMP), and Program Change

Proposals (PCP).

A.

C.

Base Line Budget

This process consists of adjustments to the previous year's
appropriations, to provide for mandatory budget increases such as
price increases due to 1inflation, increases 1n staff benefit
rates, and cost of salary step adjustments of current em?loyees.
Thus, this process restates last year's operations in terms of
this year's prices, and 1is addressed and calculated independent
of budget consideration for Tgroagect1ve changes in _student
enrollment or facilities. e Chancellor's Office of Budget
Planning and Administration staff assembles the Base Line Budget
based on information supplied by the Department of Finance
regarding price and benefit 1increases and from the campuses
regarding salary step adjustments.

Program Maintenance Proposal Budget

This_ process 1identifies those costs that are attributable to
workload changes and to _accommodate growth 1in student enrollment
and facilities. The calculation of the costs of these workload
and growth factors 1s essentially based upon formulas and
standards previousl used 1n support budgets approved by _the
executive and TlegisTative branches of state government. ~ This
projection, therefore, reflects all those costs that will be
required to maintain the quality of the program at approved work-
load standards.

In the Spring of each year, various cangus departments and
offices are requested to review budget 1input varfables for use
in the formulas that generate the PMP Budget. These input
variables 1include such items as enrollment data, square footage,
application 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. Campus units are "also asked to
provide projections, of personal services and operating expense
needs to aid in the relative distribution of funds_alTocated on
a campus-wide basis. Based on these 1inputs a detailed printout
is developed and is supplied to the campus, normally in_ April.
The campus 1s given an opgfrtunity to react to this material during
the budget discussions held during the months of May and June,
Depending on revised 1input data, the campus PMP_budget detail
may undergo several adjustments before it 1is finaTlized, In
addition, on a cont1nu1ng basis the Chancellor's Office of Budget
Planning and_Administration reviews existing formulas with the help
of campuses leading to periodic revisions and additions.

Program Change Proposal Budget

This process identifies those costs which are not merely mandatory
gr1ce increases_or technical budget adjustments for program size.
t presents all costs for _new programs, changes 1in~ existing
programs and trade-offs. Thus, this projection defines changes
in “the real character of the (gro ram of the Califorhia State
University. After campuses identify and submit Program Change
Proposals” and rank systemwide ?roposaIS. these submissions are
reviewed by the Chancellor's staff. Those most crucial in _meeting
ex1st1ngtJ and projected program requirements of The Ca]iforn:a
State n1vers?ty are selected for inclusion in the Trustee's
budget request.
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The _System_ Program Change Proposal process takes place
simu]ta%eousl with the PMP &%ocess through system input to ?he
Board of rustees, The Chancellor's staff develops ?r
consideration by the Executive Council, the Statewide Academic
Senate, the Student Presidents' Association and the campuses, an
initia]l System Program Change Proposal 1isting. These groups age
asked to rank the proposals and occasionally _are asked ~ to SUbﬁ1t
supgortive materials related to the proposals. Ultimately, tThs
1ist 1s compiled for inclusion in the Trustees' Budget request. The
campuses are also afforded the opportunity to submi Pro?ram Change
Proposals that are essentially unique to individual campuses.
Individual Program Change Proposals are reviewed locally,
Those that are approved for submission by the campus are subject
to further review by the Chancellor's staff. At this point, the
proposal may be “joined with proposdls from other campuses to
form a System Program Change Proposal, included in the Program
Maintenance Budgeg. modified an subsequently agproved and
incorporated in~ the 1ist of campus Program Change Proposals, or
they may be rejected.

The Chancellor's Office of Budget Planning and Administration
staff consolidates the individual campus budgets into a system-
wide budget including the Base Line Adjustments, _the _Program
Ma1nt62agcetPro gsal% aqg the aro 2?”5%??“o?n72°%23125hn132?§1t1?

resente o e Trustees o e ’
gfter apgrova] by the Trustees it 1s presented to the State Depar%—
ment of Finance,

The State Department of Finance, under the direction of the
Governor, pgzpares the statewide budget for presentation to thg
Legislature. "The budget enacted %y the Legislature and sig?e
bK the Governor becomes the official Support (Operating) Budget for
the coming fiscal year.

When the approved Cal Poly, SLO budget is received, the Vice
President, J;1ness Affairs yprov1des each appropriate area g}th
budget allocation 1information for the year. The Accountin
Records and Reports secticn of the Financial Operations De artme?]
mafntains  cumulative budgetary account  balances or a
university areas.

Proposed budget transfers u;;njn schools, division and program
aregs must bg endorsed b¥ the respective’schoo1 dean, division heag
or program manager. .8., Vice President, Academic Affairs;
Director of the Library; Vice President, Information Systems).

Proposed budget transfers en schools, divisions and program
aregs adm1n1§terad by the Vice President, Academic Affairs mus1 be
endorsed by the V?Ee President, Academic Affairs. Likewise,
proposed budget transfers departments and program ?reas
administered “by the Vice President for University e]ag 3"5{
division head, or manager must be endorsed by them (1.e., a u] e
transfer request from the Placement cost center to the Counseling
cost center must be endorsed by the Dean of Students.

Proposed budget transfers b§}¥g?n rogram areas administered by the

Vicg Presidé%t. Academic a rsP ¢%ce President for Un1vers1%y

lfe}atio%?; Vsicet Pres1Edentf“ Busgness 6\;’;:12:? s!JSSntsPreésnﬁde?:hé
nformation stems; xecutive Dean;

%regtori‘?f tPgrsonne’1 and Employee Relations require approval of
e President.

NOTE: ~The Muse" of budgeted resources between schools, divisfions
or other program areasg is prohibited (i.e., Student Assist??t
payroll from one school being turned in under another school's
account number).

A11 requests for transfers involving funds related to rggu]ar]y
established positions must be submi%ted to the Budget Office as
soon as possible, but no later than the 10th of the month in which
the transfer is to be effective.
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502.1

502.2

502.3

501-502.3

Requests for transfers of Operating Expense & Equipment budget
allotments and blanket positions™ ({.e., Student Assistants,

Temporary Help, etc.) should be submitted on a monthly basis during

ghe fiscal year, with June 15th being the last day for the month o
une.

Accounting Services

The Accounting Services Office of the Fiscal Operations Department
records, summ§%1zes. and reports on the fiscal transactions and related
operating statistics of the university.

Transaction Control

The Transaction Control Unit 1is responsible for receiving and
organizing accounting source documents, kerunchin » and verifying data
from the Source documents, evaluating batch and edit Froof runs against
batch control totals to ensure the accuracy of systems input,
coordinating with campus Computer Services Center Data Control Office,
maintenance” of 1input registers to provide controls for the review of
computer-generate output, distribution of management reports, and
maintenanCe of software used 1n generatin management reports.
Information concerning management report avaiTability or distribution
may be obtained from f#ansac ion Control, extension 1186.

Financial Reports

The Financial Reports Unit is responsible for the preparation of
adjusting journal entries, maintenance of financial and accounting
records, confirmation or reconciliation of subsidiary accounting
records to control accounts and of campus accounts  to _records
maintained by the Chancellor's Office and the State Controller, fin
preparation of perfodic financial statenents and other financial and
statistical reports as required.

Information concerning financial data or management reports may be
obtained from F1nanciéﬂ Reports, extension 2242,

Collections and Disbursements
A. Accounts Payabie

State Claims Schedule (bi11 paying) procedures are substantiall

similar to Accounts Payable %F%cé%seg associated with commercia

systems of accounting. The Accounts Payable Unit processes for

payment by the State Controller all State ob11%?t1ons for materials
and services 1including reimbursements _for travel expenses, and

other Revolving Fund “disbursements. Information concerning the
ayment of State obligations may be obtained from the Accounts
ayable Unit, extension 2291.

B. Cashiering

The University Cashier is responsible for the receipting of all
cash_received by the university. The Cashier, Admin{stration
131-E, has businéss hours between 8:00 a.m. and 4:30 p.m., Monday
through Friday.

The Cashier {s responsibile for assembling for distribution the
checks (payroll warrants) for monthly and hourly university
personnel. "Payroll warrants for month]* personnel are available on
payday at the Cashier's Office. Departmental batching of payroll
warrants for distribution and procedures for issuance of warrants
directly to the employee's bank are described in CAM 323.1.

C. Housing Accounting

Accounting for Dormitory Revenue Fund--Housing is the responsibil-
1ty of tﬁe Housing Accounting unit. Information concerning the
status of student™ resident accounts may be obtained from the
Hous1ng Accounting unit, extension 2812.



502.4

502.5

D.

502.3-502.5
Parking Accounting
Account1?ﬂ fﬁr Parking Revenue Fund is the responsibility of the
g er

Parkin . Information concerning Parking Accounting may be
obtained from the Parking Clerk, extension 1428,

Accounts Receivable

University 1invofces are prepared and submitted by the Accounts
Receivable unit. Information concerning invoices received from or
amounts due the university may be obta1né% from the Accounts Receivable
unit, extension 1428,

Property Accounting

A.

B.

Responsibility

Accountability for the location of all nonexpendable property and
equipment own%d by the State is vested in the Pr'operty A%counﬂng
Supervisor. The %roperty Accounting unit processes all neces%$r
transactions and maintains detailed records and documents essent a
to the proper control of university-owned property and equipment.

A1l  accountabi rty is assigned a property identification

jumer 21En Sy, decals of i3 ol o S sm AL s
elivery o e Ttem to the university.

number ¥s the responsibility of the P%operty Accounting Supervisor,

Inventory

An _important control device and one required by Statewide
regu]a?qons is the perpetual property and equipment 1nven%ory
record maintained by the Prqpert Accounting Unit. This 1nv?n or
record reflects the status of all university progerty and equ gmgﬂ
of record at any time. In order to certify to the accuracy o h lg
1"VgﬂtOPYr a physical verification is made at least once eac
months.

Disposing of Property and Equipment

Accountabilit for nonexpendable property and equipment can be
relieved onl yby authorize% transfer or survey. Al retige&neps
other than o f-campus transfers of Jocation must be accounte tgr
by a Property Survey Report, Form 152, which 1s preparedbby he
Property Accounting Supervisor. On-campus transfers are to be g? e
by means of memoranda addressed to the Property Accounting
Supervisor, Off-campus  transfers are accounted  for on a
Transfer of Location of Equipment Report, Form 158.

1. Procedure, General

Notify the Property Accounting Supervisor, through the depart-
ment yhead. 0o th% pro ertyg orp equipment to be surveyed.
Surveys should be requested on "Request for Property Sur¥ey
R9P°P¥" form, available from the Property Accounting
Supervisor, A complete description of an equ1¥ment 1te?:
including the equipment number and serial number, if availab g
should be given, A Property Survey Report will be prepaggh
y .the Propert Account1n%; Supervisor 1in accordance w 9
Sections 8 S6-é%57 of the State Administrative Manual. Direg

an¥ questions to the chairperson, Property Survey Board,
extension 2234,

Replacement of surveyed equipment can be accomplished only
thgough the bJﬁ et p%ocess? %he Property Accounting Sup%g-
visor forwards tge completed Property Survey Report toh ; e
appropriate member o? the Property Survey Board. The Cha g—
pe?son of the Property Survey Board, receives and a%proves the
document and forwards it to the Prqgert* Accounting Su ervisori
It 1s then the responsibiTiﬁy of the Procurement an Suppord
Services Officer to coordfnate the disposal of surveye
property and equipment.



2.

502.5
Procedure, Vehicle

a. On receipt of approved authorization to dispose of a
vehicle, the Property Accounting Supervisor will notify the
Purchasin$ Office. "The Purchasing Office in conjunction
with the 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 service, it will be stored in a designated
area within the Transportation Services yard, and the keys
turned over_ to the Transportation Services Supervisor,
pending final disposition,

b. If, after a vehicle has been removed from service, a
university representative deems it expedient to return the
previously surveyed vehicle to service, the representative
will submit a written request detailing the need for this
vehicle to the Procurement and Support Services Officer.
If the replacement vehicle has been ordered, it must be
determined by the Procurement and Support Services Officer
1f that order 1s to be cancelled, another vehicle be
identified_to be surveyed or if the purchase of the replace-
ment vehicle {s to proceed, meaning adding a vehicle to the
university's inventory.

c. If the Procurement and Support Services Officer deems it
to be 1in the best interest of the State to return a
previously surveyed vehicle to service within the
universit;'s adrinistrative jurisdiction, the chairperson
of the rogerty Surveg Board will notify the Property
Accounting Supervisor copy of the_ Procurement and
Support ficer's authorization, who will _amend or revise
5231 fPigina] authorized disposition of the surveyed

cle.

d. If returning a reviouslr surveyed vehicle to service
results in an increzse 1n the number of vehicles appearin
on the university's inventory records, the Procurement an
Support Services Officer will submit a written request to
the Auxilfary and Business Services Office, Office of the
Chancellor, with afgust1f1cat1on for the addition. Pending
aeprova1 bK the Office of the Vice Chancellor for Business
Affairs, the previously surveyed vehicle will remain in the
custody of Transportation “Services, Upon receipt of
written afprova1. the vehicle will be returned to service
to the university representative who initiated the request.

Surveys - Lost and Stolen Property and Equipment

As soon as Eossib1e after_determining that university ?roRerty
or equipmen has been Tlost or stolen, the individual who is
accountable for the fproperty or equigment should notify the
Director, Public Safety (extension 2281) and then make a
complete written report through the department head or
supervisor +to the school dean or division head for transmittal
to the Property Accountinq Supervisor. A copy of the report
should be sent to the Public Safety Department.” (See CAM 553.)

Survey reports are prepared by the Property Accounting
Supervisor and signatures obtained in the usual manner.

Property or equﬁpment lost or stolen must be charged against
the responsible’ 1individual unless the fact can be established
that the loss was due to circumstances over which the individ-
ual had nou controi.


http:fncr-ec:.se
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504

502.5-504

4. Property, Responsibility for

State-owned property and equipment consigned to a depart-
ment or otherpopgrat ng un1tq og the university is subjeﬁt
to the custodial responsibility of personnel within t]?
particular area of consignméent. Designated personnel wi
sign official inventor records = and assume Ppr1magy
custodial accountability for 1listed property. Thed ro eghy
Accounting Supervisor will immediately be notifie o1 %
proposed transfer of custodianship of "property or equipmen
from one person to another.

D. Fabricated Equipment

A1l 1{tems of equipment, additfons to equipment, and additions to
structures, consgrugted ’1oca11 either as a class PFgJGCtrgr

Rlcount ion: Sty personnel,  should oreib T rEer the Job - s T bash
ccountin upervisor as soon as

comp]eted? éﬁch items must be B]aced on the property records.
Information needed includes:

1. Cost to construct, including labor and material
2. A concise description of the ftem
3. Where the item 1s located

Student Accounts (Financial A1d)

As a guidin principle, all student financial aid activities (scholar-
ships™ and SJloans) are administered by the university. All student
fingnc1a1 ald awards and/or loans are)%oord1nated and "approved by the
university's Director of Financial Aid.

The disbursement and collection of financial aid funds are handled

E¥ th? ftgden@bpccounts Sqft1oghof_ther;£5ﬁ;} ?ﬂfrgg{gqﬁegGQ§2ﬁregﬁé
sca nformation concernin e pro

Student Accounts 0ff1ce? extgnsion 773. The Student Accounts Office

is located in Administration 211.

Relief of ac tabi1ity for uncollectible loans receivable (other
than Nat1ona1c8$?egt Student Loans) 1s obtained f0110w1q fth%
authority and procedures 1in SUAM 3720.12, A%PP0V31 for relief o
accountabiiity 1s made by the Financial Aid Loan Committee.

Payroll Services

The Payroll Services Office of the Fiscal Operations Department_is
1ocatedy in Administration 109, This office is responsib]et g?r
documentation and support of salary payments to all facu]ty? s %105
and students employed under the State payroll plan. Another ttung on
of the Payrol ervices Office 1is the mafntenance of a ﬁn a? °
records. These records are updated monthly by recording the sic
leave and vacation time used and crediting the time earned.

Information concernin ayroll, such as leave records, payroll
irreguiarities, payro ]p eductions, may be obtained from the Payroll

Services Office, extension 2605.
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PURCHASING, STATE FUNDS
Function and Authority of University Purchasing Office

The University Purchasing Office Supervisor reviews all requests for

services or materials and determines if the request is appropriate
and in accordance with university and State purchasing policy. Each
department 1s given a copy of_ 1its approved operating budget. The
operating (OE) “funds are controlled b¥ amount, while equipment (P&E)
funds are controlled by a definite item number as well as amount.
A1l purchase orders, purchase estimates, contracts, etc., are
ggep?red y by the Purchasing Office. (See CAM 590, Foundation

rvices.

Purchasing Procedures
Requisitioning

A11 purchases are initiated on a purchase requisition form available in
the Purchasing Office. The requisition must show department
requesting the purchase, the vendor, 1items. to be purchased,
including™ number of wunits, unit cost, total amount, date wanted,
budgetary designation against which the charge is to be made and
contract’ number  1f applicable. The requisition is signed by the
department head and routed 1n accordance with the department and/or
school/division del?gation of authority. After approval, route all
requisitions to the Purchasing Office.

A. Support Budget Equipment
I ona

At the onset of each fiscal year the Vice President, Academic
Affairs releases to the instructional deans the approved school
priority 1lists for Instructional Replacement Equipment and the
dollar allocations for Regular Equipment. Both the Instructjonal
Replacement priority 1ists and the Regular Equipment dollar alloca-

ions are based on models which serve as a guide to the Vice

resident, Academic Affairs and the School Deans. If any substi-
tution or addition 1s desired for the Instructional Replacement
Equipment 1ist, a written explanation of need (with a copy to the
Budget Office) must accompany the purchase requisition 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 i{tems after notifying the Budqet
Office. Items on the Instructional Replacement Equipment 1ist
are restricted to equipment used directly in the instructional
process and each {item purchased must bé related to an item of
equipment being surveyed. Items urchased. from the Regular
Equipment allocation "may be additional or replacement equipment
for = instructional or office use, The University Propertg Terk
will process the necessary survey forms (Standard Form 152) and
will oversee the disposal of fhe property after approval by
the University Property Survey Board. Proceeds received from the
sale of surveyed equipment is” purchased only 1f the equipment was
originally budgeted for trade-in or sale.

Non-Instructional

The approved non-instructional Regular Equipment dollar alloca-

tions are released by the Vice President to the program managers,
f.e., Vice President, Academic Affairs; Vice President of Univer-
sity Relations; and $tudent Affairs at the beginning of the_ fiscal

¥ear. The allocations are based upon equipment 11sts supplied by
he individual areas and prioritized by the program managers.



512.2

B.

512.1 - 512.2

Capital Outlay Budget Equipment

Substitutions and proposed use of savings from capital outlay
equipment funds maypbepmade at any time gur1ng the year, subject to
certain conditions. Substitutions not exceed1ng$ $10,000 may be
approved locally. Substitutions in excess of $10,000 must” be
forwarded to ¥he Chancellor's Office. Justification should
accompany the requisition and include (a) an explanation of the
need and urgency of the newly requested item, (b) why we should
forgo budgeted equipment, and (c) the reason the requested item was
not” budgeted, fke requisition will be routed to the appropriate
school "dean/division head for approval and then to the Vice
Pres1de? » Business Affairs for further processing or final
approval.,

Purchases
Purchase orders will be {ssued b{ the university Purchasing Office

or by the State Office of Procuremen

“.

in accordance with the following:

Purchases under $1,000 (Informal Bid)

Price quotations should be obtained on all purchases of less than
$1,000q0r less unless the Procurement and Support Services Officer
determines that it 1s not in the best interests of the State. The
need for quotations will be based on availability of vendors,
deTiver¥ requirements and estimated savings through competitive
purchasing methods,

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

Price quotations must be obtained on all purchases where the dollar
amountqis $1,000 up to (but not including) $5,000, Quotations will
be solicited from a minimum of three (3) vendors (including vendors
sugqested bx the_ campus orderinﬂ department) . Effortﬁ will be made
to Tnclude "small business" or ! minority-owned firms.

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 competitive bids, the campus will solicit_bids from
as man¥ resRonsibfg bidders as ’ossib]e. Every effor} will be made
to include "small business™ or "minority-owned” firms.

Contract Purchases

The State of California has contracted for many categories
of equipment and supplies. A complete 1ist of contracts__is
maintained by the university Purchasing Office. = Additionally,
copies of contracts are issued to known using departments. If %he
particular equipment or supplies are avaflable on a contract, be
contract source must be used unless an exemption 1s granted 1y
the university Purchasing Office. Order contract ~items 1in
accordance with CAM 512,1.

Splitting of Orders

Splitting of orders into a series of amounts less than_the various
mgnetary911m1ts 1: an attempt to circumvent established PPOC?'
dure1cannoE be pegm1tted. ]?gp%rtmengg sshogggreg;anobgg?gqn supply
requirements an consolidate order

lgﬁer prices which normally can be secured through quant?ty and
consolfdated purchasing.
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512.4

512.5

512.6

512.2 - 512.6
F. Request for Sole Source Purchase (No Substitutions)

Requests for sole source or no substitution must be accompanied by
a written justification 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

Re?uests submitted without adequate information 1in support of a
sole source or no substitution purchase will be returned to the
requisitioner,

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.

Subscriptions and Memberships

Requests for subscriptions and memberships are prepared on a purchase
requisition and submitted to_the Periodicals section of the Library.
The 1ibrary personnel will place the order and upon receipt of an
invoice forward it with the purchase requisition to the Purchasing
Office for Processing. Direct all_inquiries regarding subscriptions
and memberships to Library Periodicals.

Petty Cash Purchases

If an item 1s_immediately available locally and costs $50 or less,
exclusive of sales tax (and acquisition is not otherwise controlled or
restricted as it is for printin?. textbooks, etc.), the using depart-
ment may buy for cash and submit the sales receipt marked "paid to
the Purchas n? Office for reimbursement. Submission of the receigt is
limited to thirty days from date of purchase, and not more than $50 of
supplies may be  purchased from one vendor 1in one da¥ by one
department.” In case a student assistant presents a receipt, payment
must be approved by a facu1t¥ m%Fber. Cash will not be mailed.
Splitting of purchasés to avoid the $50 1imit cannot be permitted.

Office Supplies

Standard office supplies are stocked in the University Warehouse. They
may be ordered through the departmental secretaries. Each depart-
mental secretary has supﬁly order forms and a catalog 1listing
gtaggard suppTies whic are avajlable through this “purchasing
ystem.

Printing
A. Printing Requests

Requests for gr1nt1ng are to be made on a purchase requisition,
showing quantity, size, color, and cqgg desired. The Purchasing
Office will then place the order_ with e State Printing Office,
or ma¥ secure the services of a local printer if the Jjob 1s of an
urgent nature and does not exceed 51.0§0. When the university has
gr ntin requirements 1in excess of $1,000 which the Office of
tate Printing 1s not equipped to produce or for which the
cannot meet a deadline, tThe Purchasing Office will reques
appraval from the State Printer to "use a private printing

service. This approval must he obtained %rior to any commit-
gtgnticto )a private printing service, (See CAM 590, Foundation
rvices.

B. Duplication and Reproduction
See CAM 531.
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C. Graphic Communication Department Services

The Graphic Communication Department sponsors a Foundation funded
student printing project grou? known as University Graphics
S¥stem. The university's Graphic Communication _ Department is
1imited by law as to what it may print. Examples of pr nt1q€ iobs
which may be accepted include: projects considered essential to
student “activities, student body = operations, and other non-
State fund printing such as that needed in the operations of the
Foundatfon,” A1l sSuch jobs must be acceptable to the Graphic
Communication Department on the individual job's instructional
value, Charges for printing are based upon cost of production.
Billing an collectin are handled <through the Foundation
Business Office. The fo owing procedures apply to printing jobs
to be handled by the Graphic Communication Department:

1. Any faculty/staff member or student organization des1r1n8
official printing to be done in the university's raphic
Communication Department will take coqglete cq?y ansd layout
of the job to the Graphic Communication Department, obtain ~two
copies of M"Application for Printing" form and an estimate of
the cost of the job.

2. After the form has been correctly filled out 1in dug11cate
and signed by the faculty adviser or sponsor of the_organi-
zation or department re uest1qF the print qg. they will submit

cop¥ and Tlayout to 1he Difrector of ublic’ Affairs for

administrative approval. The Director of Public Affairs
retains the original and sends the duplicate to the Graphic

Communication Department..

3. An A.S.I. or student organization purchase order in an amount
sufficient to cover the estimated cost of the printing_job
for these organizations must be secured and submitted along
with the coag of the approved application, copy, and layout to
the Graphic Communication Department.

4. Printing jobs which recur er1od1ca1]g on a definite schedule
can be a?proved for printing on the basis of the total job on
one application form.

Servicing and Repair of Equipment

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

Repairs to equipment which 1is to be shipped off campus will be
inftiated on g Brchase requisition and neceggary information provided
to accomplish the repair. Requisitions will be sent directly to
the University Warehouse where shipping documents will be prepared.
Upon completion of the repair and receipt of an 1invoice, a
conf1rm1ng purchase order will be prepared charging the
appropriate department for costs involved.

Surplus Property

Such 1items as hardware, tools, vehicles, and construction material

are examples of items which are available through the State agency
for surplus property. Warehouses are Jlocated “in Sacramento and
Fullerton. Items are secured from this 3??ncy at 10% to 15% of "fair
market value" which covers cost of han ing and transportation. All
contacts are to be made by the University Procurement and Support
Services Officer, who 1s accredited to visit all surplus depots.
However, authorization may be obtained for any university emp oiee
to visit the depots by re uesting written authorization from he
Purchasing Office in advance of the planned visit. After a
selection™ {s made, either by the coordinator or the designated
empioyee, the Purchasing Office will 1issue a purchase order to
complete the urchase, Additionally, a circular 1s published
ggr10d1ca11y which offers surplus 1tems for sale. These items are

be requisitioned in accordance with CAM 512.1.
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Receiving

A1l 1items purchased with State funds, except petty cash items and
items picked up by department must be received and examined to
establish condition "at time of receipt and conformance to invoice by
the Receiving section, which is located in the University Warehouse.
This section 1s responsible for documenting all receipts of merchandise
which have been ordered and for providing this information to the
Purchasing Office on a daily basis. All claims for freight damage are
filed by The Receiving section.

Contracts

Contracts for public works, services, equipment repairs, and rental
are prepared andpadm1n1sterea by the Pﬁrcﬂasqng 0ff1ga. '

Furniture for New Budgeted Positions

Furniture for new budgeted positions is ordered by the Purchasing

Office based on budgeged new positions for faculty and staff and is

stocked in the University Warehouse. Requests for the furniture are to

be made to the university Purchasing Office by the respective depart-

?ggt CRﬁag?'Z ) memo outlining the department's needs is preferred.
e .
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OFFICE SERVICES

Duplication

The Duplication Center in the University Warehouse is equipped and

Siaried 1o docomplety, Copyy, works - uing CTRGE mleicler ol in
a ndling ¢ ’

;Rotg ogfsgg ggn ggegcgommgdatedg Also, there are many types Of copy

machines located in departments on the campus.

0n1¥ materfal classified as official university business may be
duplicated on these machines.

Procedures

Requests for duplication should be made sufficiently in advance to
asgure receipt ofpwork by the time needed. A duplicating requesszfogg
should be filled out comp]etely. including accqynt number 0 b
roprduceion’” LR PR LEMRta st Yo dh oniginatlry” oA
reproduction, aster copies w <] :
degtruction rocess 1is avgqlable in the Duplication Center if it is
preferred to have the masters destroyed.

Authorization

For duplicated materials 1intended for distribution off campus,
authorizatfon 1s required from a department head, division head,
or school dean, and the Director of Public Affairs. (See CAM 720.)

Teach1in facult ma authorize  duplication of {instructional
materials 1ntend93'for d%str1but10n on campus.

Requests for duplication of material for the University Club and the
Wor?ten's] C]gbt:‘:anp bce %cicepte]d bas ofsffé:g:g unguv:hrs;*g{erbiuﬁ1n?:stgpgg
approval o € res ve clu re 5

rgﬁted through the D?ﬁgctor of Pubfﬁc Affairs who will arrange for its
reproduction™in the Duplication Center.

Reproduced Instructional Material

A limited quantity of 1instructional materials (in addition to tests
and exams) égy be ¥eproduced for distribution to studen?s atatgg
cost to them. When {instructional materials are needed in gre e
quantity, they will be ordered through E1 Corral Bookstore under
procedures established for that purpose. (See CAM 238.)

Individuals, departments, and schools are responsible for complying
with copyright Taws.

Persons who have questions related to capabilities of the Duplication
Center may phone extension 2195.
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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

» »
Aqr1cu1ture Building = 101, 212
Air Conditioning - 105

Alumni House

Architecture - 212

Business Administration and Education - 114
Chase Hall

Civil Engineering Annex 116

Computer Center = 101

Cot a%e #1
Faculty Office Building - 13C, 35H
Fisher - 282

Health Center = 10
Herron Hall - 109
Hillcrest
Hous1n?
e

rary = ’
Mathemgt1cs and Home Economics = 136A, 153
Music - 129
Physical Education - 122
Plant Operations
Public Safety
Receiving/Warehouse
Residence Hall Services
Science - C36, D1
Transportation
University Unfon = 217

The departmental copy machine _meter 1{is required and_ _will]
operate any of these machines. The ~machines are for_ official
university ‘business only. Machines for personal use are located in
the Library, Room 110B, "and the the Unfversity Union.

Test Scoring Machines

Scan-Tron test scoring computers are avaflable at four locations on
campus:

Business Administration and Education Room 104
Eng1neer1n West Room 5

Erhart Agriculture Room 203
Science North Room 114

Forms for use 1in the machines are available from the university
Warehouse. If further information 1s desired, contact the Purchasing
Office, extension 2231.

Microcomputer Software Packages

There 1s considerable hazard to the university, particularly for
reproducing of microcomputer software packages that the_university
acquires. ~ Rights of T1icensors must be respected by all. How to
enforce this right is indicated below:

A. Post notices explaining our policy on all units that have
facilities for gopymgg frompthe zomputer in transportable form.

B. Require all university employees who acquire_software to sign a
stgtement wherein the§ ag?eeyto protectqthe Ticensor's righgs.

C. In{orm 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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Mail
Addressing Service

Addressing service using computer printed labels 1is available., If
further anormation 1sg desired, %ontact the Duplication Center
Supervisor, extension 2195.

Campus Mail Delivery Service

Service is provided for delivery and pickup of official university mail
and 1nterdgpartmenta1 corresp%ndence twice daily, Monday tﬁﬁougg
Friday; and one pickup and delivery on Saturday. Campus ma
addressed by department, not by room number.

Campus U.S., Post Office

For convenience in handling outgoin ersonal mail, a U.S. Post Office
substation (unmanned k{osk 1sg1ocgtgd at the 1ntersect1onhofsc?gggg
Way and the South Inner Perimeter Road, adjacent to the Sc e
bu¥1d1ng. Outgoing mail services are available there 24 hoursupgr ng{
7 days a week. A girect. free telephone 1ine to the downtown 23 FOR
O{ﬂced "on b]e o tot s]ecu re]postal %n{ot:gattem? r;strsugat :n’s.poasncf al'l.la‘l?l
stamped envelopes, postal scales, posta

depggit slots for bgih letters and chkages are available in the kiosk.

Mailing University Publications (2nd class and bulk mailings)

A1l  universit ublications (announcements, catalogs, brochures)
bearing the seggndpc1ass mai]inglferm1t or bulk mailings mus? 29 mg{}gg
throu ﬁ the Mail Center in the University Warehouse. For ? grmf s

he preparation of bulk mailings, and filing of a Eropr ate 7o
prior to ma1f1ng. contact the Mail Center, extension 1492,

Outgoing U.S. Mail

Outgoing mail service is rovided on a regular schedule from convenient
U. %. é%i] boxes situateg at various points on the campus. qisgg;?
official university mail is collected twice daily b¥ the ctpg A1
delivery service and 1is taken to the Mail Centér in the Univ t bg
Warehous? 5h%re it is §Fq§edfand metggg%g éﬁ?lbgnigzzegggma %7 gg?]ing
accompanie appropriate forms.

the ﬂgil Centg; 8?%92% or Warehouse (2872).

A1l outgoing official university mail is metered in the Mail Center if
received prior to 4:45 p.m., Monday through Friday, and 11:45 a.m. on
Saturday.p University p%sta’ge. ma))(' be uged for "official university
business only.

Use of University Postage Meter

Universit ostage and postage meter shall be used for official
un1versit§ m§?1 o§1y. Foﬁ thig gurpose, official university rthi%s
defined as that required to further the purpose of thgthunsggder'g
and 1s limited to mail necessar¥ for the conduct of e i
official = university responsibilities, as contrasted to ma
primarily for the sender's personal interest or benefit.

Official universit mail also 1includes mail for official
university-related 3? anizations, such as EIl Corra%:,Pookg%gags
Associated Students, %nc.. Cal Poly Foundation, Cal o y1 il il
Association, Bureau of Agricultural_  Education, and un ved :
sponsored  workshops. record of metered postage us
maintained and each organization is billed monthly.

As a courte orsity~related organizations on campus such
as the rtch t%a??““”w%%é%'s Tub» un1vegrsity--recogni243%111 stud%ﬂg
organizations, or tKe University Club who have large ma i ngs.used
un versit¥ postage meter 1s used. A record of metered p?g age

1s maintained and the organization is billed by the university.
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Incoming/Outgoing Mail

Mail addressed to the university 1is picked up by campus mail service
personnel at the U.S. Post Office three times a day; 7:00 a.m., 9:00
a.m. and 4:30 p.m. At 11:00 a.m. the U.S. Postal Service makes one
scheduled pick-up and delivery to the University Mail Center, which
includes the registered or insured mail for the campus. The balance of
the daily out:%%q? mail is taken by campus mail service personnel to
the U.S. Post Office at 4:30 p.m.

Because of the volume i{nvolved, faculty, staff, and students 1ivin
off campus are requested to have their personal mail addresse
to thelr homes or off-campus residences.

Notary Public

A Notary Public 1s available in the General Office section,
Administration building, room 125, and 1in 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.

Stenographic and Clerical Services

University-provided stenographic and clerical services are made
avajlable to facilitate the conduct of official university business,.
Such_seryices may not be used for work of a personal nature or wo
unrelated to offfcial responsibilities. \

Schools and Departments

Each school and _department is staffed with stenographic and
clerical personnel to assist the facu1t¥ in ~ preparation and
duplication of necessary official university correspondence and
instructional materials, Also, most departments have student
assistants to augment the regular staff and to assist with routine
clerical work such as filing and duplicating.

General Office - Administration Building, Room 125

A. Provides supportin clerical services to the various instruc-
tional departmenta secretaries and instructional clerical
personnel on_a high priority basis. The office also provides
support1n$ clerical services to the various administrative offices
when staffing permits.

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

C. Proyvides relief staffing for vacation and sick leave_for
instructional departmenta secretaries, instructional support
clerical personnel, and instructional administrative offices.

D. Provides the services of a Word Processing system. Form
letters to different addresses within reasonable numerical limits
can be prepared (individually typed) and the basic letter stored
on tape for future use. Form letters with variable information in
the content can also be prepared, If_a letter will be used
Eer1od1ca11y. please notify he General Office Supervisor.

ough drafts of original material can be prepared, returned to
the originator for editing, and then typed in final form with
greater speed and accuracy than 1f each draft is manually typed.

E. The General Office has a telecopier facsimile transceiver
available for sending and rece1v1q§ official university documents.
This service provides the capabilify to send or receive a copy of a
document within minutes.

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

Dictatifon service 1s available through campus phones., The system
may be used any time, day or night, ané;the message is recorded on an
endless belt machine.

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

Correspondence

Official university business correspondence should be handled b
department and schogl clerical personge]. Overflow stenographic wor
may be scheduled through the General Office.

A. Letters

For off-campus directed letters, the originator's initials and the

ARS8 o T “Tanographer, sfpsar & Hhe” ghoen, Flle, coey anl
en writin or another pers

appear on tﬁe green file cgpy and may also appear on the writer's

copy.

The reen co oes to the person signing the letter. Internal
cop gistribué?gé;should Show . on aIIQCOPQes sent to pereang fg;
the¥r information. Tissue letterhead 1is used for o _g:mpus
directed copies and plain tissue copy paper for on-camp
distribution.

B. Memos

d
Memorandum forms are wused for on-campus correspondence, an
usually for inter-campus correspondence (i.e., State U31!er51§z
and College campuses and their administrative offices). hn c:gges
memoranda should 1ist on the original, and all copies, the .
of the persons to whom copies are directed. issue meggranoge
forms are used when correspondence is directed to more than
person. Plain tissue is used for the informational copies.

Envelopes to be used for mailing the original and all copies of the
corresgondence are to be progided bygthe office preparing the
correspondence,

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

A Centrex and ATSS telephone system 1s in use on this campus. The

BTt Jo, Jensten, In ke 1ob of e pdeliiegision
u ng_a nformation Desk.

Frida .97:30 af;. toog P.m., unless special summer hours are in effect
for the university.

Measured Line Service, ATSS and WATS

The university 1is charged for local calls under the individual line
measured service provided by Pacific Bell for all busines% customg;sé
Currently each local call placed Monday through Friday, ta?m' cach
P.m. costs 4 cents for the first minute or less and 1 cen5 or ol
additional minute. Calls made Monday tnrough Friday beiNesh o .S and
81 p.m, receix? a 30 perlsen(}: disdcougri‘:éaifaholsidmaaydse rae%eql%hg &0 g'er&ent

a.m. or anytime on weekends and c .
discount. arges for these calls are made to the individual depart
ment placing the calls.

The university telephone system is connected with a system of State
leased Tlines y1’or 1gng d1s¥ance calls known as the Automa%jcc Tglie:;
communication Switching System (ATSS). This system also perms s %ce)
have access to the ate WATS lines (Wide-Area Telephone ;qé‘in:
These leased 1ines provide an economical method for makgng tfgns
State and out-of-State long distance calls. Detailed ins r‘ts.tc]1 Sre
printed in_the front section of the Campus Directory. ATS nes
available 24 hours a day, 7 days a week.
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The university is charged for the use of the ATSS system and WATS lines
through an automatic "accounting system used for billing and audit
urposes. Each department is allocated funds for its long distance,
TSS and local call measured service and is responsible for calls made
from telephones in its area.

Personal long distance calls shall not be made from State telephones
unless arrangements are made with the long distance telephone operator
at_the time the call is placed to have the call billed to_the caller's
ca] ing card or to place the call "collect." Personal long distance
calls Shall not be made over State leased 1ines (ATSS or WATS). (See
State Administrative Manual, Section 4533.)

Te]eggone calls 1involving local call measured service and directory
assistance should be used only for official university busihess,

New Telephones and Reassignment of Existing Telephones

Requests for _new service or changes 1in existing service should be
directed to Telecommunication Services by the department head via the
school dean or division head.

Telecommunication Services is 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 buildings.

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

l. Make sets modular,

2. Add jacks to sets or install separate jacks for existing l1ines.

3. Move existing te];ghones in offices.

4. Move telephone numbers with faculty members who change offices
unless their former office will no longer be used as an office.

5. Add longer cords.

A1l questions pertaining_ to phone service and contacts with the
Ee]eghone companies should also be directed to Telecommunication
ervices.

Campus Directory

The Campus Directory is published once a year. It gives full informa-
tion on_how to usé the university telephone system_and ATSS State
leased 1ines and Tlists campus extensions for all employees and
departments., It is for use of university qersonne] only and is not
available for off-campus distribution. "All on-campus agencies and
departments should notify the Telecommunication Services Office of
g?d1téons and/or changes of 1istings for their department in the campus
rectory.

Speakerphones

Speakerphones are avajlable in two conference rooms in the Administra-
tion Building, Adm, 133 and Adm., 301. Reservations for Adm. 133 should
be made with the Business Affairs Office, ext. 2171, and reservations
;gg Adm. 301 should be made with the Educational Services Office, ext.

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

Telegrams

A Telex machine, located in E1 Corral Bookstore, affords the uhiver-
sity a direct 1ine with Western Union._ Both telegrams and ma11?rams
may be sent. A1l official university telegrams or mailgrams should be
channeled through the General Office where a complete "file 1is kept,
Incoming and outgoing telegrams are handled during the hours from 8
a.m. to'5 p.m. on weekdays.
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Paperwork Management Program

The aperwork  management rogram was initiated by the State
Departgvegt of General gServicesptogencourage systematic cogttrol r%fc’:o}:.gg
maintenance, retention, and preservation of necessary Sda e Yordor
“"513‘“"8 cdo1rre1;:s ondefn%eh). ain dergc;!t‘:y 'ds1 sg:psear]wo% mr;ermcaOstengois under
needed. Coordination o e univ

the direction of the Procurement and Support Services Officer.

The program provides for periodic transfer of essential records to a
securg c%ntra]p storage ]acpe and makes available advice on efficigg?
management of filing sysgems; a principal function is to arran e% 44
the disposal, on a reqular basis, of records no Tonger Cnenetact in
accordance with a promulgated set of disposal guidelines. d°d1 L
maintained wit ghe various deans, department heads, 1an revu1red
heads at periodic 1intervals for the purpose of taking : agﬂon
inventories; and for arranging for central storage or disposa ’
as appropriate in accordance with the guidelines.

Paperwork managemen reports includin records inventories, ar?
pegiodicaﬂy prgepare% for‘3 the State Depgartment of General Services;

efficient management of paperwork must be demonstrated by the univer-
sity as a \\'hCﬁe in Jugt fication of requests for addi%iona'l filing
and/or storage space.
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GIFTS. GRANTS, RESEARCH
Gifts

General Policy Information

Efforts toward augmentation of the university's educational resources
through solicitation of private gifts by faculty and staff members for
their departments, schools, or the university are encouraged. Because
of the increase in the number of gift solicitations to alumni, national
and regional foundations, corporations, corporate foundations, family
foundations, parents and friends of Cal Poly, there is 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 gurposes. proposed requests for %1fts of
anx kind should be discussed with the Vice President for University
Relations for clearance prior to being forwarded to the gros ective
donor. In this usage, ift" is deffned as an outright donation of
cash or in-kind items u1%h 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, 1f granted,
(1) carry any reservations or "restrictions, (2) be of subStantial
expense %G operate or maintain, or (3) result in equipment or supplies
requiring floor space, housing or utilities. In these situations, the
Vice President for University Relations will help secure prior clear-
ance] iﬁom the university and assure compliance with current state
regulations.

Generally, all student financial aids activities (scholarships, awards
and loans) are administered by the university. When this procedure is
in conflict with the specific wishes of a potential donor or the
guidelines of an entity which provides funding for financial aid
purposes, the Cal Poly ﬁ%undat1on will accept funds for financial aid
qurposes. invest them as appropriate, and administer awards and/or
oans coordinated and approved by the unviersity's Director of Finan-
cial Aid. (Refer to Unfzersity olicies on Scholarships and Awards for
g?tail?d] 1qzo$mat1on on development and administration of student
nancial aid.

Policy for Soliciting Gifts

The procedures for solicitin ifts are contained in the Fund Raising
and gub11c Affairs Policy agdgGuide11nes. Solicitation of gifts is
decentralized but is coordinated by the office of the Vice President
for University Relations. Because of the potential for an increase in
operatin andynm1ntenance funds when equipment for teaching, research
or operations is solicited, the approval process is very specific.

Policy for Accepting Gifts

The university President or his designated representative may accept

gifts on behalf of the state provided the gifts are for unrestricted

use by the university, restricted to a specific university academic

grogram/activity or restricted for financial aid. The types of gifts
hat may be accepted are:

. Cash or check

A

B. Securities

C. Endowments

D. Deferred Gifts
E. Gifts-1n-Kind

Gifts-in-kind must be officially accepted by the office of Business
Agggirs or the Foundation prior to receipting and acknowledging the
gifts.

The Brocedures for accepting gifts are contained in the Fund Raising
and Public Affairs Policy and Guidelines.
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Policy for Receipting Gifts

The procedures for receipting gifts are contained in the Fund Raisf
and gub11c Affairs PoHcp ang éL1de11nes. Generally all gb?%ﬁ 2111
centrally receipted by the University Development Services ce.

Policy for Acknowledging Gifts

The procedures for acknowledgin ifts are contained 1in the Fung

Rais1%g and Public Affairs Pof%cfaagb Guidelipes. Generally, aﬁknozg

edgements are prepared by University Development Services in ?

Anhual Giving Office or  the Development Office, but 1f per?ona_

Holile"Shi "uSEu I 10C Ribxledge, whos 1k UeeTrebls or, wofs, Tipc
ona € acknowledgement may be pr

informatfon form to the ﬂﬁivers?%y Derlg$mONt Services Office.

Policy for Works of Art

University acceptance and placement determination of permanent works of
art, for’h1s 15; in pub]qc areas (which are defined as all ex%gr1or
Pogtions g{ ghe caﬂpui.%%?dem1ﬁ cor?tand ﬁﬁfﬁﬁgqﬁnlﬂiﬁiﬁfbyCSrEn13§i1
and reception areas) a s univers W

sity s oﬁsor. A sponsor 1s defined asyany 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 connectgd with the university may act as the
sponsor.,

n
be

B. The sponsor and the donor will produce presentation material on
the wo?k of art and may include g proposed location on campus., TEE
sponsor and donor will include, as part of the presentat og pag "
age, a cost breakdown for the installation of the work of art an
responsive source of funds,

C. This material will be presented to the Executive Dean's Office for
conceptual approval aAa structural soundness. It w1AJ th?n A?%
transmitted go the consulting architect and the Wo ;; o £ Art
Committee for their review and recommendation. The Wo StO £
The Soiol 0 Pelas Of s wieher from She Arigepirient. from

e Schoo rchitecture an
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 grchitect and the Works of Art Committee to
the Campus Planning Committee.

E. The Ca P jttee will review the proposal and make a
recomeggg%'lor]]ar%Tnf%wgomiversﬁ President who will accept — ng;:
accept the work of art. In addition to the policy and gere %gis
f°£ actcieptanc%hand p]g(i:emer%t orf; \;g%ﬁs ngarctmdegﬁ’iwg]sonappw
subsection, other pertinen v
relative to acceptaA%ep rece1p€2ng and acknowledgement of gifts.

Gifts to the Foundation or Associated Students, Inc.

Donors who wish to present gifts to the University Foundation or to the

g?soc%?ted Rggdentg.r Iegc.gmag' dob s‘? ggprggg}ac?hgg rg'é%‘ciﬁﬂ%gﬂgﬁﬁ
rectly. er acceptance has bee ’

acknow1gdgement wilfx¥ga1ow the Procedure outlined in the Fund Raising

and Public Affairs Policy and Guidelines.

Gift Acceptance by the Chancellor

t
Certain types of gifts, i.e., automobiles, buildings and trucks e
be accepthy by the university President or his designated re%§$$°3¥29
tive alone and must have concurrence by the Chancellor. df;at1n
President for Business Affairs has responsibility for cooq: og
c?$¥11ance with the gift acceptance procedures for these types
gifts.,
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A faculty member may act as a consultant to a governmental
or private agency and have access to university facilities

rovided the funds are received by either the Cal Poly
oundition or the university. In such an arrangement, the
faculty member 1is not acting as a private consultant, but
as_a Foundation or university employee and is bound by the
policies andlﬁuvcedures governing grants and contracts as
detailed in CAM 452,

Faculty members may be grivate consultants outside the
university, provided this activity does not interfere with
the faculty members! obligations to the university, which
are primary. Normally consulting should not average more
than' one "day a week during the appointment period.

Whenever a faculty member acts as a private consultant, if

there 1s a written agreement between the consultant and the
outside organization and/or if the nature of the activity
is such that 1t can be construed to involve the university,
the faculty member should make 1t clear_that he or she does
not represent the university or the Foundation; that the
university's name or the Foundation's name may not be used
in any way that would 1{mply university or Foundation
endorsement of the act1v1t%; and that there 1s no univer-
sit¥ or Foundation 1{apility for the faculty member's
statements or actions as a private consultant. hen acting
as a private consultant, a faiculty member cannot wuse
state facilities, equipment, or Supplies not normally
available to the community.

When consuiting 1s handled thro%gh a state or Foundation
agreement, the university faciTitfes _ used should not be
readfly available in private industry locally.

If a faculty member is a consultant and also has a federal
grant or contract, possible conflict of interest may become
a serfous problem. The Faculty should seek advica on an
80551016 conflict; the school "dean, Director of Researc
beVﬁ;?pge?t. or the Yice President for Academic Affairs may
e pful.

Faculty Additional Employment

a,

Faculty members cn full-time appointments are considered
to be paid for 100 ercent of their time. If a faculty
memoer {s on released time, as part of the normal load,
this percaentage of time must have been paicd either from
university resourc2as and be approved by the Vice President
for Academic Affairs or from a grant or contract adminis-
tered by the Cal Poly Foundation.

The university permits payment for additional employment

1.8., payment 'in excess of regular salary _for "basic
apnointment) for the activities of a substantially differ-
ent nature from that of the_ primary employment. These
activities may include the follcwing:

(1) Teaching through Extended Education;

(2) Aﬁproved research or other grant/contract activities
when payment is permitted by the sponsor;

(3) SRec1a1 Educational Programs, such as workshops or
short courses that are not part of regularly assigned
duties; and

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

The total time permitted for additional effort related to
all the above categories of activity 1is 25 percent of
the equivalent fulT-time appointment (See CAM 324.2).
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Indirect Costs--Definition

Indirect costs are defined by the Department of Health and Human
Services (DHHS) as those cosfs incurred in the development, adminis-
tration, and running of sponsored programs that go over _and above the
direct costs of any specific roject. These costs include expenses
for space and facilities, office and laboratory equipment, mainte-
nance, utilities, library use, accounting ~ functions, departa
mental and school administration, university administration, and
program  development, as thiy are 1incurre on government an
privately sponsored research, development, instructional, training,
service, and demonstration projects.

The indirect cost rate is negotiated periodically with the DHHS and
changes to reflect shifts in costs. Project deveTopers should consult
the “Grants Development Office to determine current rates before
discussing indirect costs with prospective Sponsors.

Policy on Indirect Cost Recovery

The university will seek full indirect costs reimbursement for
each sponsoredyactivity, whether administered through the_university
or through the Foundation. Because indirect costs are real expense?:
funds recovered through indirect costs reimbursement are not avaf
able %? provide additional support for the direct expenses of a
project.

Utilization of Indirect Funds

As indirect cost reimbursements for projects administered
fiscally either by the university or b{ the Foundaticn are
accumulated, they  ma be utilized by the respective business
offices to pay “for ghe financial administration of the ?rOJects
according to tne approved rate, A1l other funds shall be placed 13
a pro?riate Foundation or university trust accounts designate
"Unallccated Overhead," which is to be wused for covering associated
costs as well as for sharing throughout the university.

Report on Expenditure of Indirect Costs and Proposed Utilization

At the beginning of each fiscal year (or more frequently if re u1r?g)
the Associate Vice President Graduate Studies, Research, and Faculty
Deve?ogment in cooperation with the Vice President for Business Affairs
and the Foundation Executive Director will develop a summary
statement that will include the following:

A. Indirect cost income during previous fiscal year, including any h
balance of unused indirect costs reimbursements remaining in the
trust accounts.

B. Charges during the previous fiscal year for:

1. University fiscal administration
Z. Foundation fiscal administration and reserves

C. The Associate Vice President for Graduate Studies, Research, and

aeveloling"a SPSCtat H Hhe T2 Y ns i Tochtad overhaads driog
eveloping a proposa or e use of un
the cu&ré%t %are The propcsal will be developed in consultation

with the Academic Senate Research Committee. ts objective shall
be to fund adequately each of the following in priority:

1. Supplementary budget support for the Grants Development Office;

2. PReserve for program development/contingency; and

Revised June 1988
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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 proposal will be reviewed and
endorsed by the Vicé President for Ac%de%ic Affairs and sent to the
President for approval.

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 “con 1nu1ng
support of the grants development activity. Its use will be restricte

generally to costs asscciated 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 Development and approved by the
Associate Vice President for Graduate Studies, Research, and Faculty
Development.

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.

Fift¥ percent of uncommitted indirect cost reimbursements will be
availablie 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
agprova1 of the Vice President for Academic Affairs. The program under
which the Academic Senate Research Committee recommends proposals to
the Vice President for Academic Affairs is called CARE, for Creative
Activity/Research Effort.

Forty percent of the uncommitted overhead will go to the adm191strat1ve
unit directly sponsoring_the project (e.g., department, dean's office,
institute, or center, " These funds are not _d1scret1onar¥. but are
restricted funds, intended to be used to reinforce and ftoster 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 director for “professional
development activities.

Patent Policy and Procedures

The_ university, by 1its very nature has an obligation to serve the
pubiic interest, 'In order to do this effectively, it is necessary that
the university have a patent program which will make inventions arisin
in the courseé of university research available to the public interes
usq?t {ionditions 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 1inventions developed in situations such as those in
which the university has no vested interest, i.e., those which are
developed by a facuTty or staff member on personal time and without the
use of university facilities.

Revised June 1988
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The unfversity has an equity in all patents developed by faculty ?gd
staff members using universfty facilities. It may also have an equ

in patentable inventions deve oped by a student 1f In the process o
developing an idea and reducing it to practice, the student has usedhan
extraordfnary amount of university resources 1in comparison to other
students pursuing a sim{lar instructional goal.

The university has adopted this patent policy and procedures to
appraise and %etarmine ge]ative riphts ang equities of all patents
concerned; to facilitate patent applications, licensing, and equitable
distribution of royalties, 1f any; to obtain funds for research; and
to provide a uniform procedure in patent matters which originate within
the university.

It 1is recegnized that inventions frequently involve activites beyond
thoss of the fnventor. The use of univers{ty facilities or services,
the ?articuiar assignments of duties cr conditions of employment, the
possible claims or a cooperating agency, as 1in research ~ supported
from extramural funds--these and other situations give rise to a
complex of interrelated equities or rignts invoiving the {inventor, the
university, and a cooperatin agenﬁ¥. Such rights or equities must
be apprafsed and an a reemeng reacned on their proper disposition 1in
accordance with the following procedures:

A. Patentable research and {nventfions anticipated or resu1t1ng
from research conducted at the unfversity will be reportad to the
University Research Committee.

B. The Director of Research Develooment, with the assistance and
concurrence of the Foundation Executive Director, will pursue the
2atent and iicensing features with the inventor and the Foundation.
inis agreement should be endorsed by the University Research
Committee and the Yice Pres{dent for Academic Affairs.

C. The patent and license rights will be assigned to the Cal Poly
Fourdation  with the {nventor saaring the net returns.” The
Foundation may seek the services of a non-orofit patenting
corporation to secure patent and licensing of the invention.

D. Research work financad wholly or in part by an outside sponsor
comes under the special pro{1sions;%f the contract covering such
work. Staff mempars and students engagad in such research work
ageiooungkby the provisicns incorperated in the agreement covering
their werk.

E. An inventicn in which the university nas no vestsd intarsst, 1.9.:d
one which is deveioped by the {nventor on perscnal time an
without ths usa of university facilities, may be voluntarily
suomitted to the University Research Ccmmittiee and the Foundation
for consideration as to its patentability _and fTor subsequent
procassing and exploitation {f acceptad. = In such casa, the
inventor "will partfcipate in the net profits derived from the
patent on the basi{s mutually agreeavle.

Discretionary Funds

Discretionary funds are held by the Foundation and must be used for
a$t1¥1t1es zh1ch are supéort{xeu of the University's educational
mission.

Expenditurs guidelines are {ssued by the Foundation which address how
such funds may be used. Cross Reference Sources: Cal. Admin. Code
Sec. 42403 an% CSU Manual of Policies and Procedures for Auxiliary
Organizations, Appencix I.



{""1

550

551

551.1

551.2

551.3

5§50 ~ 551.3

BUBLIC SAFETY

The Department of Public Safety 1s comprised of the Police and Park1ng
Sections, Fire and Emergency Medical Section, Environmental Healt
and Occupational Safety Section, Radiation Safety Section and Animal
Control Eection. The Department of Public Safety is responsible for
the protectifon of personnel and property; preservation the peace;
parké% and traffic control; fire preventfon and suppression; enforce-
ment og laws and regulatfons; environmental health and safety% and law
enforcement and fire protectﬁon relationships with city, coun l, state
and federal agencies. Also, the Department is responsible for the
University's Emergency Disaster Preparedness Plan which outlines
appropriate actions to be taken by certain University personnel during
critical situations which affect the safety of the university
comnit* Copies of the §1an are available for review 1n the office
of the Director of Public Safety.

Parking
These regulations are 1in accordance with Section 21113 of the
5 California

Vehicle Code and Sections 42200 and 42201 of Title 5 of the
Administrative Code.

General Campus Parking

General parking regulations are available_each quarter in the Class
Schedule and the "Parking Rules Booklet." In addition, a cogy of the
current regulations are posted on the Official Bulletin Board of
the un1vers1t¥ which 1s located in the first floor lobby of the Adminis-
tration Building.

Special Staff Parking Privileges

A. Students teaching six units or more are entitled to staff parking
priviieges. '

B. Other students are entitled to staff parking r1v11gFes only in
the case of the four official users of the ASI-assigned spaces
and those few students who serve the university in some_special
capacity where, in the opinion of the Vice President for Business
Affairs, such parking is warranted.

C. Part-time nonstudent instructors and temporary help agrointments
to_support staff positions (e.g., clerical, _technical, etc.)
will be entitled to staff parking privileges. In these instances
the Payroll Section of the Fiscal Operations Department will give
the person a form _which will indicate to the Cashier that the
individual 1s entitled to purchase a staff permit.

gg;t?gop. Conference, Seminar and Other Special Education Program
g

A. Workshop, conference, seminar and other Special Education Program
participants are required to pay for parking.

B. Sponsors of Workshops, conferences, seminars and other Special
Egucation Programs F;hou'ld make arrangements_ 1in advance with
Conference Services to provide them with Temporary Parking
Permits to_ be 1ssued to participants of such programs. Spongogs
will be held accountable for the number of permits issued an )
billed by the Accounting Section of the University Fiscal
Operations Department in accordance with current rates.
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Payroll Withholding for Payment of Parking Fees

The payment of parking fees for four wheeled vehicles by eligible
facuf%fy and sta#} mayg be made by payroll withholding. fhd1v1gu?1s
wishing to elect this method of payment may select either the twelve
month or the nine month plan.

A. Twelve Month Plan

This_ plan provides for monthly withholding of one-twelfth of the
total cost of a twelve month annual permit. Annual permit prices
are set periodically by the CSU Board of Trustees. Participants
in this P]an are provyhed with an annual parking permit for one
four wheeled vehicle. The permit is valid for the parking year for
which it is purchased. Th S‘Per1°d starts with the summer quartei
and continues through the fall, winter and spring.

B. Nine Month Plan

This_plan provides for monthly withholding of one twelfth of the
total cost of a nine month annual permit, Annual permit prices are
set periodically by the CSU Board of Trustees. ?articipant%_1n
this_plan are provided with an annual ?ark1ng Eerm1t for one grr
wheeled vehicle. The permit is effective at the beginning of f'g
fall quarter and remains valid through the succeeding winter an
spring quarters.

Payroll withholding may be used to pay for alternate or pool parking.
Thé vehicle for whgch garkin fees Er% paid %y payroll w1thho?d1ng must
be a four wheeled vehicle. Payrol]l withholding mag not be used To ggy
for student parking. Additional_infermation may be cbtained from e
Parking Clerk, Administration Building 106, extension 1428.

Builaing Security and Use
Building Security

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

A1l universit ersonnel assigned to rooms are requested to lock the
doors and win%ogs upon 1eav1g at night. Every effort shquldibe
made to prevent loss of equipment. reas and rooms conta18 ng
valuable property and equipment should be locked when not in use. are
should be exercised in providing or loaning keys.

University Police - Night and Weekend Patrol

Universit Police Officers rovide weekend and night patrol of
universitg and farm areas. Req&gsts for extra patrol may be submitted
to the Director of Public Safety.

After Hour Building Use

Student "After Hour Building Permits" should be issued by department
heads for their areas to en§%1e University Police Officers on patro}
to verify authorized access to the department areas. A supply o
permit forms may be obtained from the Department of Public Safety.

Temporary Emergency Building Closure
In the event of the need to close a building or any portion of a

building for safety, health or any emergency situation where life,
heaIth.gfire or pro):J’erty Zprotectionyis rquuired, notify the Department

of Public Safety at ext. Z222 or 228l.

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

Revised September 1988 *
Added September 1988  *¥
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Reporting Stolen or Lost Property and Equipment
University Property and Equipment

As soon as possible after discovery that Unjversity Property or
equipment has been lost or stolen, the “individual who fs accountable
for_the property or equigment should not1f¥_ the Department _of
Public Safety (extension 2281) to enable the Tiling of a report. The
individual should then submit a complete written report through the de-
partment 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 Department of Public
Safet¥-is not notified, a copy should be sent to that office. It is
important that stolen or missin proggrt¥ be reported promptly to the
Department of Public Safety for investigative purposes.

In reporting 1lost or stolen property, please give all the information
possible, suCh as:

A. &tem and description including serial number and CPSU number, if
nown,

B. Date when 1loss or theft was first noticed, location from which
taken and under what conditions.

Personal Property

The State does not carry insurance on personal ?roperty (i.e., books,

teaching aids, cameras, = _academic gowns, etc.) kept on campus by

employeés and students. The responsibility for such property rests

with_the individual owner, However, loss or theft of such propert

should be riforted to the Department of Public Safety. Where equipmen

is involved, & record of make, model and serial "number facilitates

recovery and identification.

Police - Fire - Medical Emergencies

Reporting Emergencies

In the event of a pclice, fire or medical emergency, dial_ extension
22. If there is %o answer or if the line is é%sy. dial 2281. 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.
. Building name and number.

. Building location.

. Location within the building.

. Number calling from.

M m O O ™

. Street name or close location, 1f not in building.
Elevator Emergency Procedures

Except for freight elevators, all campus passenger elevators have an
emergency ring down telephone. Any person or persons trapped in an
elevator™ and facing an emergency situation, need only pick up the
phone to activate the ring of the elevator emergency phone 1ine. Upon
contact with the De?artment 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.

Revised Septemner 1988
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Indicate the number of persons in the eleva

.

Indicate whether 1ights are on.

. Estimate where the elevator is in relation to floors.

ct+r

. Not to touch or attempt to open doors without specific imstruc-
tions from rescue personnel.

G. Sit on the floor of the elevator, if room permits (in case
there is a sudden change in the pos%;ion of the e]@vagor)b 1.hg
Public Safety dispatcher will relay this information to the Folic
and Fire units responding to the emergency.

m m 9 O
.

Disturbances and Demonstrations

In the event of demonstrations _or other disruptive activities on
campus, call the Department of Public Safety, extension 22%} (;f
emergency, call extension 2222). If during regular business hours,
also notify the Dean of Students, extension 152l.

Emergency Transportation

The Director of Health Services, a University physician or University
Fire personnel may request the University Pol ce Officer Oﬁdet%n$c
transport an emergency case to a loca] hospital; this will bgthon?t tg
in a true emergency situation. No other person has.sucg au -?r;b£1+h
act for the univérsity. If time permits, the Director of ol B
Services or a University physician is expected to make transpor e
arrangements through ransportation Services. During off hoqr%, Y
may call for assisgance from the University Police Officer on auty.

Transportation Services personnel will make every possible eff?rﬁ tgr
accommodate the needs or providinﬁ transportation for Ss Cices
injured persons when requested by the Director of Health 1erv 34
a University physician or University Police/Fire persepnﬁ L
Director of Health Services, a University physician_an in vdeene%
Police/Fire personnel may call for an ambulance, if it 1s i
necessary.

Firearms on Campus

No person, while on university_property, shall possess, carry or have
contgol of'any firearm, whethery1gaded or not, unless _such p%rsgﬂblgg
§r$n§pot;t1'ngtthe firg/arm d'ifré’?ﬁcﬂy1 to the ﬁ?gﬁ‘”'&’?ﬁ’i‘cten" approyal
afe or storage and/or safekeepin _has pi a H
from %he Presideé% of the Un1vers1%y.gar his designee, and has notified
the Director of Public Safety of such approval. .

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

Accidents and Reports
Motor Yehicle Accidents

i i 1
Accidents 1involving State vehicles, whether or not there 1is actua
physical impact ordamage to the State vehicle, must beﬂgfporgﬁg
immediately to the Supervisor of Transportation, extension t’nsion
if occurring on campus, to the Department of Public Safety, exte 108
2281, Accident report forms and instructions are in the g]ovescoggces
Bt o anyoihe Vaie prehicles o, T oci e nY 2 Gre Fésponsibls for

cer an e Vice President for Busines
complying with provisions of the State Administrative Manual regarding
the reporting of such accidents.

Employee Accidents

Accidents invelving injury to State employees while on duty are
covered by State CongenSSkié% Insurance..mgegorts on the acgidenc?dgag
tc be made tc the Fersonnel Office within 24 hours of the sc i
(See CAM 2372,1 and 380,1, E.b.). For those injuries requirin Kol
services o¢f @ physician, Supervisors ere instructed tc sen thei
empioyees to the Heaith Center for treatment.
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Student and Visitor Injury Accidents or Death

Accidents or deaths on university propert 1nvo1v1n§ any student(s) or
visitor(s) shall be formally reported usfng the University'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 qxe the person making the report, the _third cogy
(pink) sent to the Health Center, and the fourth copy (qo]d) sent to
e Assistant Director, Public Safety - Environmental Health and
cupational Safety Section. Copies of the form are available in the
Offices of the Dean of Students, Vice President for Business Affairs,
and Public Safety Department. The Office of the Vice President for
Business Affairs will use the form to complete and submit the required
State of California Report, Standard Form 268 ( See also CAM 651).

Injury Accidents or Death

Accidents or similar occurrences which result 1in injur or
death on university property are to be reported immediately 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 sftuations__involving students, notify the
Dean of Students, extension 1521.

C. In situations involving employees, notify the Personnel Office,
extension 2236.

D. Procedures Required for Work-Related Injuries

l. The gmqlgxeﬁ must report all work-related injuries to the
supervisor before the end of the work day. Failure to do max
5$$%1t in nonacceptance of the injury report by the Personne

ce.

2. If the services of a doctor are RQI required, the supervisor
must complete Personnel Form 104, Report of Minor InJur¥. have
the employee sign 1t and forward 1t 1mmediately to the
Personnel Office.

3. If the services of a_doctor are required, the supervisor must
complete SCIF Form 67, Employer's Report of Occupational Injur
or Illness. This form must be submitted to the Personne
Office within 24 hours of the injury. All initial medical care
will be provided by the Campus Health Center. Further treat-
ment can be recelved either from the Campus Health Center or by
referral from the attending physician.

4. The supervisor will provide a Medical Service Order, Personnel
Form 104-D, to all injured employees. When medical care is
necessary the injured employee must have the physician complete
the Medical Service Order.” This form will détermine whether
the employee can be released to full or modified work. The
1ngure employee will return the completed Medical Service
Order to the supervisor who will forward it to the Personnel
Office within 24 hours of the treatment.

Injured students are normally taken to the Health Center. Employees

injured on the job are treated at +the Health Center. Campus

visitors may be taken to the Health Center only for emergency first

aid. Other than for employees covered by state Worker's Compensa-

tion Insurance, the university assumes no" responsibility for charges
r either students, employees or visitors admitted to a hospital.
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Emergency Disaster Preparedness Plan

The University has an Emergency Disaster Preparedness Plan which
outlines a p¥opr1ate act?onsy to be taggn by certain university
personnel during critical situatfons which affect’ the safety of the
university communit*. Copies of the Plan are available for review 1in
the office of the Director of Public Safety.

Implementation of the Emergency Disaster Preparedness Plan 1s carried
ogg as a.fart of the assignedyrespons1b111tqes of the Department of
Public Safety and Plant Opérations, who will call upon other areas
for assistance as the particular emergency situation requires.

Environmental Health and Occupational Safety/Radiatfon Safety
Environmental Health and Occupational Safety

The Universit is committed to_an active and ongoing program to
ensure all ocgbpationa1 and ublic areas _of é%o campus  are
maintained and operated in a safe_and healthful manner. The program
is administered by the University Environmental Health and Occupation-
al Safet§ Officer with the consultation and advice of the University
Puplic  Safety tvadvisory Committee ~(See gmednzs)p.acel;or Lt A
concerning univers olic on_  co 2
prgtec%iogzggg earthq&gke gafeti. call the Department of Public Safety,
extension .

Radfation Safety

The Universit s committed to an active and ongoing program for
keeg1ng exposu%es (individual and collective) as Tow as reasonably
achievable. The program is administered by the University Rad1at3%n
Safet¥ Officer with the consultation and advice of the Univers y
Radiation Safety Commitiee (See CAM 172, A.19,).

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 approximately six feet in length,
the other end of which is retained by a person.

2. Securely confined in 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 serving 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 must have a valid license which also serves as evidence of a
current rabies vaccination.

E. Pets found on campus in violation of these policies are subject to
impoundment by Angma1 Control employees of the Department of
Public Safety. They w11l be provided water and registered by the
Department o¥ Public Safety as to color, type, characteristics, dog
license, rabfes vaccination, tag numbers, etc.

If, in the process of impounding a pet, the owner a pears,_ provides
1dent1f1catQOn and claims thg agimal. it wilf’be released to
the owner by the Animal Contro]l employee with the understandin

that the an¥ma1 will be promptly removed from the campus and no

brought back unt11 the owner complies with campus policfes.
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Owners of 1impounded 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 Universit
airstrip only 1f 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. exﬁer1menta1 and/or developmental work on flight
vehicles related to Universit or Foundation grants,
contracts or proposed developmental activities, or

b. for demonstration purposes for the University Instructional
Program,

3. The flight 1s authorized beforehand by the head of the
Aeronautical and Mechanical Engineering” Department who has
responsibility for the airstrip.

4, The craft is not pfloted by a student of the university.

5. Take off, 1and1n? and flight patterns of aircraft will be
1imited to the {mmediate airstrip area and the adjoining
parking lots and grazing land.

Use of the airstrip 1s subject to Federal Aviation Administration
regulations and enforcement procedures.

Remotely piloted and nonpiloted vehicle flights may be flown only
if approval 1{s obtained in advance from the head of_ the
Aeronautical and Mechanical Engineering Department. The flying
of powered model airplanes 1s permitted only on the airstr1g.
The f[ging of rockets requires a permit which may be obtained by
contacting the Fire Section of the Department of Public Safety.

A 24-hour notice should be given to the Department of Public
Safety when landings and také offs will be occurring.
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JRANSPORTATION AND TRAVEL

business
The provisfons =~ 1n this section regarding official i it
transportation and travel are based on California State Univers Y
Intergﬂ Regulations Governing Travel Expense and Allowances.

Transportation

ion which
Reimbursement will be made only for the method of transportat
i1s in the best 1interest of gﬁe university, 60051d°r1"9tg°tmn%Lr°8¥
expense as well as the employee's time. Provided de ot~ the
transportation selected does not conflict with the qfe i orEition
university, an employee may use a more expensive mode of rags?ve mode
and be rexmbursed at the amount authorized for the less e%pe] o Which
oth modes of transportation will be shown on the trave % a T tarnal
must  include a reference to California State Universi yllO(b)
Regulations Governing Travel Expense and Allowances, Section .

Bus, Train, Scheduled Airline

iversity
Bus, trafn, or airline travel may be used for official un
business. No more than actual farz can be claimed or; Travg}ldﬁéggcg?
Claims. Claims for airline travel, Puliman accommodations, orted | by
by any common carrier outside of the State must be Stu %s can be
receipts. Extra fare and extra fare Pullman accommodatio okoRt16s
used, providing a full explanation of the necessity acgrg!ge”n
Travel Expense Claims, together with receipts. Employees Ahat Eue
on university business who receive discoun coupons or oto return
rebates app]¥cab'le against the cost of future' travqi'lo are

these items to the University Financial Manager's Office.

Privately-owned Vehicles

It is t he university 1o encourage the use of State-
ownedsveh42%95p$lic%f$;;:;1 universif§ business travel. H?xevg:a1:h§?
authorized in advance by means of a Travel Request Form 1/’\1 pphead i
3’ fhetpgesgde"tf atv){hce dpreg1degtplo§cezoo‘}'aydegg.e (y”?iegte] -o’wned
esigna a n

vehigh e(motegr?cr én]eens an?i n:otor»dr%en cycles excepted) for official
university trave?’.

Current rates of reimbursement are provided in the University's Travel
Reimbursement Rate Schedule  which 18 available 1in -ttrteifigaigieg:ig
Accounting Office. Depending on the rate claimed, a cier%

vehicle operating costs may be required on the travel claim.

the
loyees who claim mileage reimbursements at a rate in excess of
'ar?:e yfor which a cert1f1%at10n is required one or more %Lneteslnggggg
heir tax (usually calendar) year, may not be reaarded byh B Susapnad
Revenue Service or the California Franchise Tax Board as ]av elg LB
satisfactory accounting of mileage expenses to their emp %yui'rements
this is the case, increased record keeping and reporting r 1gd e
pIen i CTalll & rateor witeh 3 CortiFiamcion 1 roquiret, Shiy
an to claim ra or which a

?‘e‘latgd income atax reequirements and/or consult with their professional
tax advisor.

E
r
t

ersity
In advance of using a private vehicle on approved official univers
business, the fo]]ogwingpinformauon is to be on file in thetagggOgF}SE$
department, school, or division office: Certification tha £ cLirent]
has 11abiiity insurance in force in at least the amounts: ?__ Cue Sont
in effect for personal injury to, or death, of one person{ 0{. Panl"d fon
injury to, or death of, two or more persons in one accident; i to b6
property damage; and that the vehicle is adequate for the wor N
perg?‘r:'l%red. %ﬁ{pp%d” "bith seatnbﬁel}ssy gq(g’;m:\sé t1hne gearffif{nceaction .0
con on, S W e acco 5

be found on the reverse side of the Travel Request, Form 1A,
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Privately-owned Aircraft

It 1is the olicy of the university to encourage the use of
State-owned vehicles for official university business travel,
However, when authorized 1in advance by means of a Travel Request
approved by the Vice President for Business Affairs, employees may use
a privately-owned aircraft for official university business travel.
Betore the aircraft i1s used, the rules and regulations concerning the
use of privately-owned aircraft on State business as established by
the CSU Internal Reqgulations Governing Travel Expenses and Allowances
must be met. In addition to rules regarding use of privately=-owned
aircraft, this section contains specific restrictions on the ‘use of
rented aircraft and requirements for employees who wish to pilot
aircraft carrying passengers.

Reimbursement will_be allowed on a per statute mile basis, utilizing

departmental travel funds, computed on the basis of the shortest air

Eggg?b{rom origin to destination and using establiished airways whenever
e.

State Automotive Equipment
A. Introduction

The use of State~owned vehicles to meet transportation needs for
%§3321a1 university business is governed by the following regula-

1. It 1s 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 seq, State Administrative 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 compartment of State vehicles.

B. Use of State-owned Vehicles

1. The university operates a fleet of State vehicles to provide
transportation” for campus employees 1in_ the performance of
their duties in the most effective and efficient way possible.
The_vehicles are to be used when cost savings can be realized.
Public transportation 1is to be used in lieu of State vehicles
when savings are thus effected. (See SAM 700, 4100).

2. "State-owned motor vehicles shall be used on1¥ in the
conduct of State Business" meaning only "driven in the perform-
ance of or necessary to or in the course of the duties of
State employment."” ""No State officer or employee shall use,
or permit the use of, any State-owned motor vehicle other than
in the conduct of State business." (See Government Code
ngt;on 13950; Title 2, California Administrative Code, Section

3. Onl employees, either full- or part-time, may drive State
vehicles, (See Title 2, California Administrative Code,
Section 841).

4. "Employees" are defined as all faculty, staff, and student
assistants who are in a State-funded _pay status at the
time they are driving a State-owned vehicle.
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Students, who are not employees, or other nonemployees
including members of the family of an employee” are not
authorized to drive State vehicles,

The campus may not 1loan or lease a State vehicle to an¥
auxiliary organization. Employees of an auxiliary organiza-
tion paid by “that organization are not State employees.

When the primary purpose for using a State car is
transportatlijon nga gampus emplogee engaged 1in official
university business, students having State or class-related
purposes in accompanying the driver may be transported as
passengers 1in the State car. A State car may not be used
for the primary purpose of transporting students at university
expense,

Parking overnight at an employee's home is permissible when
an em QOyee is %e arting on éﬁ)rg%urning from an official tri
away Trom the employee's headquarters under circumstances whic
make 1t impractical for the employee to use other means of
transportation, or where the employee's home is reasonably en
route to or from headquarters or other place where the employee
1s_to commence work the following workday. (See Title 2,
California Administrative Code, Section 842.) When such
situation occurs, the vehicle shall be parked off the street
in the employee’s driveway, garage, or other location whic
removes it from the public 'street, thus reducing the hazards of
accidental damage, theft, and vandalism. (See State Adminis-
trative Manual, Section 4144.)

A State vehicle may be parked at the employee's home only when
the vehicle 1s to be used by the employeeé in the conduct of
State business on the same’ day or before normal working
hours on the next succeedin workday and where such later
use has been authorized in writing in advance by the univer—
sit resident, or a designee. (See Title 2, California
Administrative Code, Section 842.)

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.

Misuse of State-owned vehicles includes:

l.
2.

8.

Driving or use other than in the conduct of State business.

Driving to or from the employee's home or the vicinity
thereo% after completion of °~ the employee's workday unless
spec1f1ca1]¥ authorized in accordance with Title 2, California
Administrative Code, Section 842,

Carrying 1in _the vehicle any persons other than those
directly involved with official  State business, except with
approval of the employee's immedfate supervisor for each trip.

Using the vehicle for other than those personal needs
direct1¥ essential to carrying out the official business such
as obtaining food and lodging.

Unsafe driving practices including failure to use seat belts.
Falsification of travel logs, travel authorizations, defensive
driver training program certificates, accident reports, or
other forms relathe to the use of the vehicle.

Transporting dogs and/or other animals in State vehicles with
the egcepti%n é% a seeing eye dog accompanying an employee or
student passenger.

Picking up hitchhikers in a State vehicle.
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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 wuser 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 personally.
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 division arranging the trip.
The department, school or division will furnish the driver room
and board when on an overnight trip, and meals on trips off
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.

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

*
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Travel Requests
Inside the Continental United States

Requests for authorization to travel on official university business
(in-state/out-of-state) are to be submitted on Travel Re est Form 1A.
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 subm;tted to and

approved by the President, Vice Presidents, Deans or Division Heads, %E

designated department heads. Requests for travel out of state are TG

He §u mitte © and approved by the Vice Presidents, Deans or Division
eads.

For travel of less than 100 miles or less than a half day, verbal
authorization of the appropriate approval authority is sufflgle%t,ba
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 obligations as an officer in the
association or society.

C. The trip has as its primary purpose the recruitment of faculty or
administrative personnel.

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 ﬁy
recognized professional associations or societies when the
individual(s) is(are) to participate on the program in an activit
or presentation related to an area of the unviersity's educapion?
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
United States must be clearly justified on the basis of its
importance to the university, and statements of such ;ustlflcathn
must be made by the department head and dean or division head in
addition to the information provided on Travel Request Form 1A.

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

D. Requests for out-of-the-country travel must be processed early
engﬁgh so that the application is received for approval at ée%st
14 working days prior to the anticipated departure ate.
Approval must be by the President, Vice Presidents, geans dog
division heads. A copy of the approved request is to be Oﬁyag e
to the University Accounting Office along with the approve orm
1a.

i i his
E. It is expected that any travel accomplished pursuant to t
section will be completed within the period of time ;nd;c§f€¢ on an
itinerary. While minor deviations due to travel difficu 1est§ay
be accepted, any intent to remain out of the countr 1ong§r : an
the period of the designated conference must be noted on the form

and approved in advance.
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Attendance at Conventions, Conferences, or Similar Meetings

See CAM Section 573.5 for special requirements applicable to Travel
Requests and Travel Expense Claims for attendance at conferences,
conventions and similar meetings.

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

A. The grogram 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. Agprova] will not be granted if academic credit is to be given to
the applicant.

Travel Advance Requests

A revolving fund 1s maintained to provide for travel advances to
university employees who have been authorized to travel on_official
university businéss at State expense. The request for travel advance
is incorporated 1n the Travel Request Form 1lA.

When a travel advance has been apqroved, the Universit¥ Accounting
Office, Administration Room_129, will prepare a check using its COEZ
(original) of the approved Travel Request, Form 1A. A minimum of

. hours_is required prior to the time the travel advance check is needed.

Normally, the check is prepared 48 hours in advance of the authorized
travel date unless specified otherwise. ~ The check may be picked
ug at the University Cashier's Office, Administration Room 131E, onda¥
through Friday, 8:00 a.m. to 4:30.P.m. The University Cashiers are no

permi%ted to cash any checks 1inc ud1n§ travel checks., Limited check
cashing services are available at the Foundation Cashier's Office,
Untversity-Unton, Reem212 fowrcta deonr Actaesifrro (o) wdo«tabing

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. :

Travel Expenses

Normally a travel expense claim is completed for each authorized trip.
Claims "should be submitted as soon as practical after the employee
returns from the trip. Expense accounts will be rendered within 10
workin% days after the last day in travel status except that if the
cumulative” amount claimable does not exceed $10, the filing may _be
deferred until the total amount claimable exceeds $10 or until Juné 30,
whichever occurs first. 1In no event shall expense accounts totaling
less than $1 be rendered or paid.

At each fiscal year end (June 30), all expense claims for travel
through Jupne 30 must be processed to reach the University Accounting
Offic&dby July 5, or the preceding workday, if July 5 does not fall on
a workday.

Actual and necessar& expenses will be paid, using_ rates indicated b
CSU Internal Travel Regulations, for approved travel involving officia
university business.” A1l claims for travel expenses ~must be
submitted” in duplicate to the President, Vice Presidents, deans or
division heads or 1in the case of in-state travel, to designated
department heads on Travel Expense Claim Form 262 in accordance
with instructions on the reverse side of that form.

*Revised May 1987
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The purpose or objective of each trip for which reimbursement 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 (normally the campus).

573.1 Subsistence Allowances

Subsistence allowances are publicized in the University's Travel
Reinbursement Rate Schedu]e.pwhich is distributed to departm%nt?g
schools, divisions and other administrative units whenever it
revised, Copies may be obtained from the University Accounting Office,
Administration Building, 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 1involvin the use of privately-owned automobiles for
studegt teacher %uperv‘ision %i.e., elementary and secongar
education student teaching, counselin and guidance, scC og
supervision, and field work credential supervision) may thg
reimbursed in accordance with CAM 571,2 from funds allocated to.d
Education Department for this purpose in accordance with gu%_e;
lines developed through consultative procedures by the Educa }o
Department. Reimbursements involving  such m11egge . 85
agricultural student teacher supervision. may be made T re]
funds allocated to the Agricultural Education Department. hra¥he
Expense Claims, Form 262, should be processed throug
respective department head offices.

D. Mileage for School of Agriculture Instructional Supervision,

Mileage  involving the use of privately owned automobiles for
off1CQa] un1versié§ duties in cogzection_w1th the sugerv1s1on.€f
the instructional “program at the outlying agricultural . un%eg
may be reimbursed in accordance with CAM 571.2 from funds al OC?']e
for this urpose, Each participating faculty menber is EQ 1
monthly w1€h the Dean, School of Agriculture; a Travel ] xpense
Claim,” Form 262, supported by a monthly log of such travel.

E. Applicants Called for On-campus Interviews

Reimbursement may be allowed for travel expenses of individuals
who are app]ican%S for university employment and who are called
for employment interviews.

1. Per diem expenses may be reimbursed at the rates currently in
effect for %m loyee %rave]. These rates are publicized 1n the
University's Prave] Reimbursement Rate Schedule.

2. Transportation expenses may be reimbursed in accordance with
CAM s%ction 571, pReimbu;sgﬁent for personal vehicle miu?a e,
ero ocs W o Lkatecar. 13 avatianle: | The burrent rate nay
eémpioyees when a state car is av .
gei %§%a1ned from the University's Travel Reimbursement Rate

chedule.

3. Requests for copies of the University's Travel Reimbursement
Rate Schedule and related questions should be directed to %98
?”}58{?ity Accounting Office, Administration Building, Room

X - L]
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F. State Automotive Equipment
See CAM 571.4 and 571.5.
G. Privately-Owned Aircraft
See CAM 571.3.
Overtime Meals

The university may allow an employee to claim actual expenses not to
exceed the amount “specified for Tunches in the University's Travel
Reimbursement Rate Schedule, when the employee is required to work more
than two hours before or after a regularly scheduled workday, and
when because of such extra work the university deems 1t unreasonable
for the employee to return to the employee's residence for the meal.
The university may, instead, request the Campus Dining Hall to furnish
a meal to such an employee. The intent of this provision is to allow
the un1vers1t¥ to reimburse 1ts employees for meal expense or furnish
them a meal in the limited number of instances where employees are
required to work more than 10 hours in a %1ven day and 1t 1is not
%oss1b1e to_schedule the work so that the employee may return home for

he meal. Claims for the allowance must be accompanied b¥ a voucher or
receipt. If the employee is required to work for_more_extended periods
of time, the employee may be reimbursed for actual meal exgenses not to
exceed the maximums prescribed in the University's Travel Reimbursement
Rate Schedule for each additional six hours worked to a_maximum of
three overtime meal allowances in any 24-hour period. Tips may be
included in the claim {f they are shown on the receipt.

Business~related Meals

When 1t 1is necessary for employees to conduct official un1versit¥
business during a meal, they may be reimbursed for actual mea
expenses, supported by a voucher or receipt up to the maximums
prescribed in the Univérsity's Travel Reimbursement Rate Schedule. In
order to claim reimbursement for a business-related meal, _the
circumstances surrounding the meal must be beyond the control of
the employee and 1t must be impractical to complete the business
during normal working hours. Employees may not claim reimbursement
for a business-related meal 1f they are also claiming per diem.

Claims for meal expenses where business is incidental to the meal or
where the attendance of the em?1oyee is primarily for public or
comunity relations are specifically prohibited.

Conventions, Conferences, or Similar Meetings Expense

A. Claims for meals and lodging expenses incurred in attending
conventions, conferences, or similar_meetings are to be 3n
accordance with travel allowances published fn the University's
Travel Reimbursement Rate Schedule. The actual cost of meals and
1od?1ng incurred 1in attending other conventions, conferences, or
51@ lar 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,
indicating the actual amound paid.

B. No_subsistence expense will be allowed for a conference within 25
miles of the university.
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E.

F.

573.5 - 573.6

To the extent that registration fees include meals and/or 1od?1ngn

er diem claimed must be adjusted downward to eliminate duplicate
geimbursement. using the ré%es found 1in the University's Travel
Reimbursement Rate Schedule.

Any Travel Request which includes attendance at a conference,
?oﬁventl?n éL similar meeting must provide the following
nformation:

1. Amount of registration fee expense

2. Number of Cal Poly employees attending iiggore than two)

If the registration fee expense will exceed f;e or if more than
two Cal Poly employees wpﬂ] be attending the same conference,
convention or snﬁ%ar meeting:

1. The Travel Request Form 1A must be approved by the RPrevest,
Vice Presidentx or the Deans/Division Heads.

2. The Travel Request Form 1A will be routed by the Universit
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.

Travel expenses and registration_fees incurred in cases other than
those set forth above are not aliowable.

Travel Expense Receipts or Vouchers

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

A.

Railroad and bus fares where the fares are available in
8ub1ished tariffs and travel 1s entirely within the State o$
alifornfa. However, vouchers must be submitted in case o
cash payment for airplane travel, travel by any common carrier

outside the State, Pullman accommodations, or extra train fare.

Per diem allowances, except receipts or vouchers for commercial
lodging incurred in high cost areas or out of state.

Street car and ferry fares, bridge and road tolls.

Long distance telephone or telegraph charges 1f date, place, and
garga called are shpown unless gthep te]ept?one call is in excess gf
2.50, in which case vouchers or other supporting evidence is to be
provided.

Tax1 or hotel bus fares when necessary on official business.

A1l legal expenditures of $1 or less.

Parking fees of $3.50 or less for any one continuous period of
parking.
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573.7
Moving and Travel Expense Reimbursements

The un1versit¥ is authorized, depending upon availability of funds, to
assist in pq¥ ng a portion of the moving and travel expenses of a new
employee. he™ university 1letter of ~appointment or any official
attachment thereto 1ndicates the maximum dollar amount “which the
university may pay toward moving and travel expenses.

A. Moving Guide

Official moving regulations, procedures and allowances related to
the_ moving oé] new employee are detailed 1in the university's
Eub]ished moving §u1de entitled, "Moving and Travel Expense

uidelines for New Faculty and Staff." The moving guide summarizes
the applicable State rules and procedures regulating the movement
of household and other personal effects of a new university
employee, as contained 1in the CSU Internal Regulations Governing
Moving and Relocation Expenses.

A copy of the moving guide is forwarded to each new employee for
whom pn){cavmg expensesg gare to be paid, along with 1:h“c:':p official
university "offer of emp]q&ment. Copies may also be obtained from
%nggggversity Accounting Office, Administration Building, Room 129

B. Recovery of Reimbursements

If a new employee for whom moving expenses have been paid does not
continue his/hér employment with the university for a period of two
iears (unless the discontinuance of their employment is beyond

heir control as determined by the university), he/she will be
required to repay the following percentage of the amount received
a?] reimbursement” for total moving expenses and travel expense
allowances:

1. 100 percent if employed less than 6 months;

2. 75 percent if employed 6 months but less than 12 months;
3. 50 percent {f employed 12 months but less than 18 months;
4. 25 percent if employed 18 months but less than 24 months.
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582

580 - 582

MISCELLANEQUS SERVICES

Lost and Found Service

A "M™ost and found" service for all students and employees of the
university 1s maintained b the Plant Operations Department.
Unclaimed’ property will be heYd for at least_six months, after which
the unclaimed {tems will be subject to sale. There will be an annual
gub ¢ sale conducted under the direction of the Vice President for
usiness Affairs, at which time all the unclaimed items will be sold to
the highest bidder with the net returns from the sale to be
deposited in a Joan or scholarship fund for the use_ of the students
of this university. Notice of the sale will be Eub11shed in _the Cal
e » the » and the San Luis Obispo
. at least five days prior to the sale, In the event no
1s received, the 1tem(s) wilf be disposed of at the direction of the
Director of Business Affairs. Propergy abandoned on the campus is also
subject to the above procedures.

United States and California 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 with the un1versit¥.
or emeritus members of the university staff are noted by the flying o
the fla%s at half-mast_ on Memorial Day Weekend. rrangements for
f1¥1ng he flags at half-mast are made by the Director of Public
Affairs in coopération with the Public Safety Department.
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590 - 590.4

EQUNDATION SERVICES
Operating Guidelines and Capital Budgets

Departments operating under or working through the Foundation with
programs ?repare annual operat1n% %u1de ine and capital outlay budgets
for each fiscal period beginning July 1.

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

Purchases
A11  purchases are 1initiated on requisitions available in the
Foundation Business Office. The requisition must show the date,

department requesting the purchase, the vendor, items  to be
purchased 1including the number of units, unit cost, and total amount.

Requisitions for purchases shall be approved by the department head.
Purchase orders are _ issued by the Foundation Business Office.
Purchases shall be paid by the” Foundation. No transactions for
trading or loaning the Foundation properties or services will be
permitted unless =~ approved by the school dean or division head
and the Foundation Executive Director.

Authorization by the Foundation Board of_ Directors may be given

for Jwrchasings. trading, or lending of Foundation properties to

gggnla}1gn or State enp%oyees as an exception to the provisions of CAM
e [ °

Sales of Products

Sales of Foundation properties must have prior approval by the
department head unless they are regular store sales or approved
contracts operating on a cash or crédit basis. Certain wholesale
or other accounts may become approved credit customers. These
accounts must have " the approval of the Foundation Executive
Director. There shall be no removal of Foundation properties or
project properties for the campus until the schoo dean or
divisfon = head has_been notified. Advertising or other notices
offering goods for sale shall stipulate that all checks 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 he Foundation =~ Board of
Directors as an exception to the provisions of CAM 371.1,F.1.

Sale b* the campus store of products generated or processed under
the unlversity's {instructional Ero ram is on a first-come,
first-served ‘basis; faculty, staff, students, and guests of the
university are e11gible campus store customers.
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590.5

590.6

590.4 - 590.6

Meat Sales
A. Policy

The operation of the university Meats Lab is for instructional
urpogzsi t fke dgan of Agriculture_ administers the operg%ion gg
ghe Meats Lab through the head of Food Science and Nutri °n1¥1c
has assigned an instructor to be responsible for 1ts;1 spec b
operation. Employees of the university are not germitte 1 od Ub
tge building "or” equipment except under conditions out H?r? “:g
those responsible Yor it operation and CO'ﬂPa“b‘eht'ed and
instructional ~ function. Animals to be ~ slau %r T
p;‘cﬁ:egsed “t}] gde bt hoa? ?"ner\ddag:%o%hgtr:%g?'ﬂ%?O'r"tlcequg eKa';ccgrdance
W e Fou
y » E?pungZZmenfy between the Animal Science Department and the
oundation,

B. Procedure

1. In general, onl quarters of beef, halves of swine and shegg.

eal will be sold by the Meats Lab.

&E%t?ggpa:naglewtgi‘ﬁg oger‘\’/ice will be available at a cost
charge.,

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

. Sale 11_be limited to students and employees of the
3 ugivgrgftgfattg; Foundation, and student enterprises. All
sales to such individuals or groups will be cash.

4. The meat section will write a sales ticket, including name of

purchaser, lot number, tag number, weight, and price.
« Th 1 pay the Foundation cashier at the

. Eﬁ?vagggghaﬁ:QOnw%Le ghghnt shown and receive a cashdr??eipt

of The Bess, HEar o Chaad Ty epa Lt B cupatn gSlien
. as

gtc. © ﬂg; be ;?HOJQQTED rema*n ?% the Meats Lab to age after
purcﬁase. depending upon available space.

6. Sales of hides, pelts, and offal will be handled by the
fnstructor 1n charge of the Meats Lab.

Foundation Business Office

OFFice tndes pogicy martion, are maiitained by the, Foyndation Bustnecs
and the Depargment of Finance.

Other Foundation Services

See CAM 238, E1 Corral Bookstore.

See CAM 246, University Food Services

See CAM 247, Use of Yending Machines.
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