Timeline/Process for Course Material Fee Set-up
1. Academic Services to provide a list of courses (with crns) that require a materials and/or facilities fee to ITS, Business Services, and Admissions & Records.  The information to be provided via the Admissions & Records fees template every fall for the, summer, fall and spring schedule production.  Changes, additions, and deletions will be made every fall semester. Fees determined by an outside agency are not subject to this timeline.  (Please review the Student Fee Handbook for additional information related to student fees). 
2. Deans to submit proposed material fees to the Vice President of Academic Services one semester prior to implementation per process description for “Initiating or Changing Instructional Materials Fees”.
3. The class schedule will list the material/facility fees with the appropriate course.  In addition, a summary of courses with materials fees will be noted in the fees section of the schedule. 
4. Administrative Services to ensure
· Banner detail codes have been set up with ITS and District Accounting 
· Fees are collected and recorded to the correct fund.
· Scheduling Office to ensure that fees are assigned to specific course.  

5. Two weeks prior to the start of term, A&R will send an email to students with an unpaid materials fees balance.  Students will not be dropped for non-payment of material fees.
6. One week prior to the semester, TYQTMFE report will be distributed to Deans and Vice President of Academic Services. The report will list the materials fees assessed and collected.  Deans to use fees assessed as the initial budget allocation to spend against.
· Administrative Services will send a reconciliation spreadsheet to the Dean’s office.
· Material Fees Reconciliation Spreadsheet (sample) to be reviewed every January (for Fall fees) and June (for Spring Fees).  
7. Reimbursement process:
· Use requisition to Purchase Order process, to request items ordered from specific                                                        vendor.  This method requires pre-planning, but prevents out of pocket expenditures.

· Use requisition for out of pocket reimbursements, as Faculty have done before (requires preapproval from the Dean).
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