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P6Hx23-5.071
PROCEDURE: 
AUXILIARY ENTERPRISES OPERATIONS

Auxiliary Activities - Those activities established to provide non-instructional services for sale to students, faculty, and staff and intended to be self-supporting.  Auxiliary activities at the college are:

I.
Bookstores - Bookstore operations on the various campuses are provided by a bookstore contractor.  Any problems concerning the bookstore operations should be brought to the attention of the Vice President for Business Services.

A.
Textbook/Materials Deadlines - Program directors will complete textbook and supplemental materials recommendations for the various sessions and forward to the St. Petersburg Campus bookstore.  Forms for this purpose can be obtained from the bookstores.

Deadline dates are as follows:

Session
I
April 1

Session
II
October 1

Session
III
March 1

Orders for required text require their use by students in the specified course.  Textbooks are used for a minimum of one academic year.

B.
Kits - Departments requiring students to purchase assembled kits (Nursing, Art, Secretarial, Architectural, Engineering, etc.) from the bookstore should contact a campus bookstore advisor.

C.
Syllabi and Modules - Deadlines for syllabi and modules are:

Session
I
May 1

Session
II
October 1

Session
III
March 1

The original copy (typed, white bond paper) of syllabi and modules are forwarded by campus divisions to the campus bookstore supervisor with a memo indicating quantity and session.
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The bookstore supervisors will forward the syllabi/module and a purchase order to the duplicating shop.

D.
Refunds - The bookstore contractor will make a refund or exchange on textbooks returned the first two weeks of each session provided the book is in original condition and is accompanied by a validated sales receipt.

E.
Used Textbooks

1.
The bookstore contractor will purchase textbooks no longer needed by the student at the end of each term and throughout the year.

2.
Textbooks which will be utilized in a subsequent session will be repurchased at fifty percent (50%) of the original retail as long as sufficient quantities for course require-ments are not already in inventory and the book is in useable condition.

3.
Used books will be purchased from students at the highest market value consistent with adoption information, inventory status, and condition.

F.
Requisitions for Books - Books to be used by college departments can be obtained by sending Form PU 204, Requisition for Supplies, Equipment or Services, to the campus book-store.

G.
Office Supplies - College departments can requisition office supplies from the campus bookstores by using form PU 204, Requisition for Supplies, Equipment or Services.  A 10% discount will be deducted from the total price of each supply order.

H.
Academic Regalia - All academic regalia for faculty is ordered through the campus bookstores.  Notices are placed in the Blue and White advising faculty members when to order regalia.  All purchases and rentals of academic regalia must be paid in full when ordered.

V-16

PROCEDURE









                   PAGE     

  SUBJECT
PROCEDURE:  AUXILIARY ENTERPRISES







OPERATIONS


 V-17      3 of 4  

    LEGAL








       10/31/90

 AUTHORITY
P6Hx23-5.071 



                       Revision #90-9

II.
Food Service, Manual and Vended - Food operations on the various campuses are provided by a food contractor.  Any problems concerning the food operations should be brought to the attention of the Vice President for Business Services.

Each campus that has a manual food service will have a food service committee comprised of students, career employees, faculty members, campus administrators, and the food service contractor.  The Vice President for Business Services will serve as the committee chairperson.  A new committee may be appointed by the President each year.

A.
Banquets - College Departments - Banquets and other special events will be initiated by college departments when Form PU 204, Requisition for Supplies, Equipment or Services, is prepared.  The form should be forward to the Vice President for Business Services.  Upon receipt of the form, a copy will be made and sent to the food service contractor.  The complete form as prepared by the college department will be sent to the Purchasing Department for processing.

When details have been completed for the banquet or special event, the food service contractor will retain the original and forward the remaining three copies of Form AX 410, Food Service Function Request, to the Vice President for Business Services who will retain one copy and distribute copies to the Physical Plant Department and the college department concerned.

Following the banquet or special event, the department concerned will prepare a Receiving Report.

B.
Outside Groups - The food service contractor will call the Physical Plant Department to determine if the facility is available.  The contractor will then prepare Form AX 410 Food Service Function Request for all banquets and special events requested by the outside groups.  The food service director will record all information on the form, give the customer the fourth copy, and retain the original.  The contractor will send copies to the Director of Physical Plant at the site concerned.
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Student groups and others sponsoring fund-raising food events or giving out free food at the various sites are requested to notify the Vice President for Business Services.

III.
Vended Copy Machines.

History:
Amended 7/9/85, 5/26/87.  Effective 6/2/87.
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