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 District
Authorization Number
     

 FORMCHECKBOX 
 Saddleback College
Unencumbered Balance In


 FORMCHECKBOX 
 Irvine Valley College
Account $
     

South Orange County Community College District

REQUEST FOR FUNDS – BOARD POLICY 3520

Name of Event/Activity/Meeting

     

Requested By
Extension
Department

     
     
     

Location of Event/Activity/Meeting

     

Date(s) of Event/Activity/Meeting

     

Account Number


    -        -     -       -     -       -       -      


Expenses anticipated
Food & Beverage
     

Other expenses (describe)
     
     


Total estimated expenses
0 FORMTEXT 

$0.00



Total authorized expenses
     

A brief explanation of this request

     

Signature of Requisitioner
Date

     
     



Approval
Administrator/Director
     
Date
     


President/Designee
     
Date
     


Chancellor/Designee
     
Date
     

Distribution: Print 3 of 1st page ONLY: District Business Office - 2, Originator-1

Division: Request for Funds - FS112 (8/99)Rev 03/00

Instructions below

Request and Approval Procedures:

1. Complete a “Request for Funds – Board Policy 3520” form, #FS112, and obtain required signatures.

2. Submit completed “Request for Funds – Board Policy 3520” form to the Business Services Department at least 30 days preceding the date of the event.  The Business Services Department will examine the appropriation account and enter the available balance on the form.  If the balance is greater than the expense estimate, the form will be forwarded to the Office of the Chancellor.  However, if the balance is less than the expense estimate, the form shall be returned to the originator.  No authorization number will be issued unless there are sufficient funds available in the account number listed on the form.
3. The Chancellor or his/her designee shall review and evaluate the request, approve or deny, and transmit the copies to the Business Office and the originator.

4. Submit requisitions to the Purchasing Department for needed expenditures, i.e.: facilities rental, refreshments, transportation, and supplies.  All requisitions must include the name, date, and location of the meeting, the authorization number assigned by the Business Services Department, and an appropriate account number.  All expenditures relative to Board Policy 3520 shall be expensed to object code 5271.

5. The Purchasing Department will issue purchase orders in accordance with established procedures.  No purchase orders will be issued unless there are sufficient funds available in the account number listed on the requisition.
6. At the completion of the meeting or activity, the requesting administrator shall submit invoices to be paid to the Accounts Payable Department.   Each invoice must reference the appropriate purchase order, and a copy of the “Request for Funds – Board Policy 3520” form must be attached.  The invoice must be approved by the appropriate administrator.

