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When approved, the collection of money by the academic divisions is as follows:


I.
The deans of academic services will communicate to the division directors the following procedures for activities involving the collection of money from students:


A.
There shall be a written proposal describing the nature of the activity.


B.
The activity must be of such a nature that the benefits accrue either to the students or to the community.


C.
The collection, recording, and disbursement of the money collected must be in accordance with prescribed procedures:


1.
A complete explanation of the fee proposal must be made to the student.


2.
The collection must be recorded with names, amounts, and dates.


3.
The funds along with the list of contributors must be turned over to the campus business office.


4.
The division director will issue a purchase requisition or make other arrangements for the dispensing of the funds.


5.
If the collection of students' fees is to be delegated to the campus business office, then the business office must be notified as to the amount and due date.


D.
The division directors and program chairmen should explain this policy and procedure to their faculties.  They should emphasize that any proposal for collection of money fromstudents must be approved by the division director and the dean of academic services, who will send it to the provost for consideration.
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II.
The provost shall recommend to the president those activities involving the collection of money from students which he wishes to have approved.
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