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PROCEDURE:
AUTHORIZED FORMS CONTROL

Definition:
An authorized form is a printed or online document with blank spaces for insertion of required or requested information, along with any accompanying instructions.  An authorized form is a legal document.

A document is a form if:

I.
It is intended for use with the general public.
II.
It is intended for use by or presented to students.
Some examples of non-form documents include questionnaires,  form-like documents used solely within the College, memorandums of information, form letters and documents, which are entirely created as a function of their use (such as payroll certifications and automated load sheets).

Forms that are used by the general public and students must contain the approved Equal Access/Equal Opportunity (EA/EO) statement.  Certain forms also must contain a veteran's preference statement, a liability disclaimer statement and a Social Security number acknowledgement.

Purpose:
The purpose of this procedure is to provide a system to control the forms, which are used by College employees (and other persons associated with the College) to gather and transmit information to individuals and to other departments.

Authorization:
All forms used at the College must be authorized by the President's Cabinet.  All such forms will have an identification/control number assigned (as described in the procedure which follows).  The President's Cabinet will determine if a new or revised form requires a liability disclaimer, a veteran's preference statement, a Social Security number acknowledgement or other legal statement.

Procedure:
The director of Institutional Advancement administers the forms control procedure.

I.
Institutional Advancement will assign numbers to authorized forms.

II.
Forms are numbered according to the following:

A.
The first two characters are letters (identifying the department responsible for producing and revising the form).  These include:

AC - Accounting
IR - Institutional Research

AS - Academic Services
IT - Instructional Television

AX - Auxiliary
LE - Legal

BA - Baccalaureate
LI - Library 

CO - Communications
LR - Leepa-Rattner Museum
CE - Continuing Education
PA - Payroll

CI - Curriculum & Instruction
PR - Property Records
CT- Corporate Training
PU - Purchasing

DS - Data Systems
RM - Risk Management
DT - Director Technology
SA - Student Affairs
EC - e-Campus
SD - Staff/Program

FA - Financial Aid

     Development
FO - Foundation
SE - Seminole Campus

FS - Facilities Services
SR - Student Records

GR - Grants
WP - Word Processing
HE - Health


HR - Human Resources


IA - Institutional Advancement 

B.
The last three characters are numbers (which identify the purpose for which the form will be used), such as:

100 - Revenues

200 - Encumbrances

300 - Expenditures

400 and upward - Information

C.
The date the form was first implemented or last revised is shown parenthetically after the numbers.  For example, (7/90) would indicate the form was initiated or last revised in July, 1990.

III.
Multi-copy forms (whether carbonless or single sheet) are to indicate the distribution of copies.

IV.
Special instructions for completing forms (where applicable) should be printed in conspicuous places on the forms.

V.
Whenever appropriate, forms are to be put on the College’s website.
VI.
The following steps must be taken for a new or revised form to be authorized by President's Cabinet:

A.
The budget supervisor of the initiating department will present the form or revision to the appropriate provost or vice president with information regarding the need for and the prospective use of the forms or revisions.  The provost or vice president will then submit the information to Institutional Advancement by e-mail, facsimile or memorandum stating his/her approval of the request.

B.
Institutional Advancement will assign a form number and ensure that a revision date is indicated on the form.

C.
The director of Institutional Advancement will then present the form to President's Cabinet for approval.  When presented, the form is lodged with the Cabinet for one week and is normally considered the following week.  On occasions when need is eminent, President’s Cabinet has the authority to approve forms at first presentation.
D.
Institutional Advancement will notify the budget supervisor when the form or its revision has been approved.  

VII.
All printed forms must be duplicated by the College's in-house central print shop (except forms which, by their nature, require printing by an outside vendor, or except in extenuating circumstances as determined by Institutional Advancement).

VIII. District Impressions will maintain a supply of forms which are frequently used collegewide.  The campus business offices will maintain supplies of commonly used forms for convenience.  A department or business office may request from Institutional Advancement a supply of forms via telephone, memorandum, or electronic mail.

IX.
The department assigned the form will be charged for its duplication (this applies to existing forms, new forms or forms that are revised).  

A.
When a form is to be duplicated within the College, the initiating department will prepare a Request for Printing and Supplies, District Office, obtain the appropriate budget supervisor's signature and send the request with a copy of the form to Institutional Advancement for approval.

B.
If a form is to be printed outside the College, the initiating department will prepare a Requisition for Supplies, Equipment or Services, obtain the appropriate budget supervisor's signature, and send the requisition to Institutional Advancement for approval.

X.
Any employee may request that a specific form be revised by submitting a memorandum to the budget supervisor responsible for the form.  The memorandum must explain the recommended change and the possible benefits from the change.

XI.
The budget supervisor of the designated department is responsible for approving changes to the form as requested by staff, or as required to fulfill the needs of the College, or as required by state and federal laws.  New or revised forms of a collegewide nature should be circulated for input from all affected departments before finalization and submittal to the President's Cabinet for approval.

XII.
The budget supervisor of each department to which a form is assigned will review the form periodically to determine if it is effective, in need of revision, or obsolete.  Institutional Advancement will periodically send lists of forms utilized by departments to the appropriate budget supervisors for review.  The budget supervisors will be responsible for advising Institutional Advancement of any forms used in the department, which are not included on the list, or which have become obsolete.

XIII.
Each department will cooperate in standardizing those forms, which are utilized for the same purpose.

Specific Authority:
1001.64(2) & (4), F.S.

Law Implemented:
1001.65, 1001.64(4)(a) & (b), (8), F.S.; BOT Rule 6Hx23-1.12.

History:
Amended 11/8/83, 3/20/84, 2/26/85, 7/14/87, 1/22/91.  Effective 1/29/91; 10/18/94.  Filed - 10/18/94.  Effective - 10/18/94; 12/16/03.  Filed – 12/16/03.  Effective – 12/16/03.
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