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PURPOSE AND INTENT:

To provide for the use of college funds for official entertainment and/or for the hosting of a convention or conference.

PROCEDURE:

I.
The Board may authorize a portion of the funds derived from undesignated gifts and auxiliary enterprise earnings for the purpose of promotion and public relations.  Such promotion or public relations must directly benefit or be for the benefit of the College.

II.
These limited funds are available when prior approval has been granted by the President.  A written request for approval should be directed to the President, who in turn shall notify the office of Business Services.  The written request should include the following information:

A.
The amount requested.

B.
Date, place, and nature of activity (e.g., event, reception, luncheon, etc.).

C.
The number of people and general character of the group.

D.
Where it is not readily apparent, the benefit to the College should be provided.

E.
When submitting requests for payment, a list of the individuals or groups invited or in attendance must be included.

III.
The activities listed below are examples of the types of activities for which funds may be requested.
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A.
Activities of students and student related organizations.

1.
Retreats.

2.
Orientations.

3.
Receptions.

4.
Awards and/or special presentations.

B.
Faculty and staff activities and related organizations.

1.
Retreats.

2.
Seminars.

3.
Orientations.

4.
Receptions.

5.
Faculty and staff.

6.
Meritorious Service Awards.

7.
Special holiday events.

C.
Other college activities and related organizations.

1.
Commencement.

2.
Foundation dinners.

3.
Friends of the university.

4.
Alumni affairs.

D.
Special events.

1.
Inaugurations.
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2.
Dedications and other similar ceremonies.

3.
Conferences.

4.
Seminars and other meetings.

E.
Public Relations.

1.
President and other college officials.

2.
Guest athletic tickets.

3.
Academic and staff recruitment.

F.
Staff development activities focusing on long-range planning of a training or organizational development.

G.
Special meals served to expedite the work of inter-institutional councils, committees, and task forces.

NOTE:  Where such meals are furnished, no per diem may be collected by state employees involved.

H.
Such other activities as are budgeted in the annual operating budget and which meet the required criteria.

IV.
A.
College personnel may provide coffee or other refreshments at their own expense, providing all standards of sanitation, health, and safety are met.

B.
Individuals sponsoring such events should notify the campus Director of Physical Plant at least two weeks in advance if assistance is needed.

History:
Adopted 3/3/82.  Amended 5/26/87.  Effective 6/10/87.
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