E. ADMINISTRATIVE AFFAIRS
E-1. Compensation
1. Appointment Dates

Academic year appointments officially begin on Asgli and end on May 31. Appointments for thedalhester
begin on August 1 and end on December 31. Appoimtsrfer the spring semester begin on January eaddn
May 31.

Appointments for the summer sessions begin onitsieday of classes and end on the day on whidi §irades are
due. Resignations or terminations prior to thevatiermination dates shall result in proration ay pnd fringe
benefits, as determined by the payroll department.

In the case of twelve-pay appointees, effectivesi&dr pay purposes are the first day at work heddst day at
work. Partial months will be prorated for paynolrposes.

2. Pay Dates
University employees are usually paid on the folfayschedule:

a. Full-time faculty members on academic year agpwnts receive one-tenth of their base annuatysatathe last
working day of each month beginning in August, anding in May. New faculty members will receiveittfirst
check on or about September 15.

b. Full-time faculty members, administrators, litmas, and professional staff members on 12-moppiviatments
receive one-twelfth of their annual salary on st Wworking day of each month.

c. Part-time faculty members are employed on a stambasis and are paid five times per semester.

Paycheck stubs are only available electronicaligugh OneStart. Faculty members must have thguhmcks
deposited directly to financial institution of thehoice. Forms for this purpose are availablin@Office of
Human Resources. Any questions regarding grossdealyctions, fringe benefits, or net pay shouldibected to
Human Resources.

E-2. Equipment and Supplies

Commonly used items such as examination books rpdips, and other classroom and office supplieg ba
obtained from the secretary in each academic drie unit budgets are charged for these items alydtloe dean is
authorized to order them.

Requisitions for supplies, materials, and equipnagetto be prepared by the secretary of each ndiapproved by
the dean. After approval, the requisition showdddrwarded to Accounting Services/Purchasing fdding and
ordering.

A university purchase order must be issued to ticeesssful bidder in order for the transaction t@alegal contract.
Without this order, the university is under noigation to accept or pay for merchandise or sesvaféered. Only
the purchasing office personnel are authorizeddod purchase orders in the name of IU, and ingi$dwho order
without going through Purchasing may be persoriahle for payment of the invoice.

The same procedures are followed for supplies, maggeand equipment charged against internal tareal grants,
except that required approval is that of the actaanager.
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E-3. University Vehicles

IUS has university vehicles which are availableuoiversity business only. Mileage costs musthmrged to a
specific account. In general, they will be resdrf@ use on a first-come, first-served basis, autiregard to
destination or duration of the trip. Reservatitorsadministrative and committee meetings out-e#tphigh school
visitations, conferences, and instructional figlds can be made as far in advance as desirecenRei®n of the
vehicles for local meetings and errands, perforngirayups, athletics, consultation about coursemrjbresearch, or
for student activities wilhot be confirmed more than three days in advance.s @hrofessor wishing to go to
Bloomington on Friday to do library research may mserve a vehicle before Tuesday. However, thate
reservation is confirmed, it shall take prefereacer other users.

Vehicles must be reserved at and returned to tiisiqdd plant office. Each person driving a univtgrsehicle must
have a valid operator's license. To be eligibleegerve a university vehicle, the driver must haeempleted
Authorization Form for Motor Vehicle Records Chexkfile with the campus police (form is availablerf the
campus police). The driver is expected to replaet dsing the credit card provided and to seetti@tehicle is
returned to its regular parking place in as goadradition as it was when received.

Only faculty and staff may reserve and operatevéfecles. The university encourages pooling aésidzthenever
possible to save travel expense.

E-4. Parking

It is recommended that faculty and staff purchas&ipg decals which allow them to park in the pagkiots.
Those who do not purchase the parking decal muktipa metered space. Violators will be ticketeith the fines
going to the scholarship fund.

Blue parking decals are issued to faculty and stadf red decals to students. Parking areas aigndésd as either
blue (restricted) or red (unrestricted), and camud be parked only in the appropriate space ogy®f the IUS
Parking Regulations may be obtained from the UsitqePolice, Room UC 027.

Faculty and staff are urged not to park in red @iiktere are blue spaces available, since suitnamay deprive a
student of a parking space.

E-5. Mail Handling

Mail Services is located at the loading dock atfeth® Service Building, and is under the supervisibthe Director
of Physical Plant. Mail Services is responsibletf@ pick-up and delivery of all incoming and anitgy United
States Postal Service (USPS) mail including Fitas€and First Class Presort, Bulk Mail, Librantd&@8usiness
Reply, Express, Certified, Registered, and Air Maflail Services also delivers Inter-campus andaksempus mail
and all packages. Outgoing USPS mail is procelsgedthird party mailing service. The USPS guitkedi, under
which Mail Services is allowed to operate, reqtiva mailing activities be confined strictly to iofél, bona fide
university business. All employees who wish todsparsonal mail from IUS should take it to the USRSI box
located beside the bus stop adjacent to the McQgttid’laza. Personal mail, whether stamped oramgstd, must
not be intermingled with university mail. Mail S&res is liable only for university-related packagand mail, and
will not be liable for any mail or packages of agmnal nature.

The person or office originating mail should bentiiged by typing the person's name and officehia teturn
address area on the envelope. This will facilitetedling in case there is some question abouagesir if the mail
is returned for some reason.

UPS pick up service is available in the Bookstdgdipments may be charged to university or persacabunts as
appropriate.



Each faculty member, full-time or part-time, is yided with a mailbox near the office of his or laeademic unit.
Each person should check the mailbox daily or wireisent on the campus. Otherwise, announcements of
meetings, grade sheets, notices about student).&dail may be missed. Many notices of meetiagd other
important pieces of information are communicatectlegtronic mail (e-mail). E-mail should also becked
regularly.

E-6. Officesand Keys

Each full-time faculty member is assigned an offigehe dean. Office space for part-time faculgnmbers is
provided if available. Part-time faculty memberaynalso use the study space in the Library to domsth students
or reserve other space through the appropriate. dean

Keys to offices, laboratories, and storage roorassaued by the University Police, UC 027. A clean§$3.00 is
required for replacement of a lost key. Keys naker needed should be returned to University Politen
employment is terminated, the keys must be retupmied to receiving final pay.

E-7. Bookstore

At the time of preparation of this manual, Indidsaversity has entered into a contract with Baraies Noble to
manage all its bookstores. Therefore, the poliaies practices stated below are subject to change.

As soon as the schedule for the next semesterdeasdecided upon, the Bookstore manager contattsfeeulty
member (or dean) requesting the list of textbookfgrence books, and supplies that will be neededdch course.

Instructors are responsible for obtaining their alesk copies of textbooks. Desk copy order forrasamailable
from unit secretaries and/or the Bookstore. Ireadsan emergency, where there is not sufficienetio obtain a
copy of a text before a course commences, the Boakwill sell the instructor a copy with the unstanding that
the purchase price will be refunded when the copmfthe publisher is turned in. It should be ndteat the
Bookstore cannot accept replacement copies of vexitsh are marked "desk, not for resale" or "exation copy
only."

Faculty and staff members are allowed a 10% discomall purchases over $1.00.
E-8. Faculty Professional Travel

Professional travel money will be budgeted to andadeinits on a per capita basis but it may be atied among the
members of the faculty in a manner judged approphs the dean and the unit provided it is conststéth
university and campus travel rules. Most professidravel for faculty will come from this traveliiget. Travel
authorized by the Office of Academic Affairs wiflitially be charged to unit travel accounts andragimbursed by
Academic Affairs.

Travel expenses to professional meetings withirctmginental limits of the United States and Canaillebe
reimbursed to faculty members in accordance wighfétiowing regulations:

1. Generally a faculty member will be compensatedravel to only one professional meeting perdisear (July 1
to June 30). Exceptions to this policy must berapgd in advance by the dean. Limited funds aeslavie for
award on a competitive basis for faculty membees@nting papers or taking other active roles iacaisd
professional meeting in a given fiscal year. Infation regarding requirements and procedures isaalain the
Office of Academic Affairs.

2. Round trip rail fare, economy air fare, mile@&geniversity vehicles, mileage in private vehic{sabject to



university regulations), limo or bus service, régison fees, and lodging will be reimbursed to theulty member
in accordance with the procedures as stated iRdheies and Procedures Manual and the publications of Travel
Management Services. Receipts must be furnistreallfexpenditures.

3. Visiting faculty, part-time faculty, and faculon leave are not generally reimbursed for traygirbfessional
meetings.

4. Reimbursement shall not be made for porterafeptione charges, or other expenditures of a palrsature.

5. Professors who are authorized in advance byitigechancellor or the chancellor to recruit fogithschool at
professional meetings may be approved for an iser@athe travel allowance by the vice chanceltart@ancellor.

Professors wishing to attend international confeesrmay apply for partial travel support to the Qeas
Conference Fund, which is administered by the landef international programs. They must demorestizt
attendance at the conference will benefit bothpmticipant and IU. Forms and information are @é from
Academic Affairs.

While it is not the general practice of the univtgrto pay for enroliment fees, travel costs, or giem for
participation in discipline-specific profession&wtlopment seminars, limited funds are availabiefeard on a
competitive basis to faculty members wishing tdipgrate in some professional development actisitie
Information regarding requirements and procedwsevailable in the Office of Academic Affairs.

If faculty members are being paid to give a lectorprofessional or other groups, their travel $tidne defrayed
either by part of the stipend or by additional payt) but not from university funds.

E-9. University Travel

All travel paid for by University administered fusidhust be done in compliance with University traegjulations.
These regulations apply to federal research gotsacts, (when grant regulations are more libah University
regulations, the latter will be applied) auxiliaperations, general funds, restricted funds andamys
administered through an 1U account. At the disoretf the department account manager e stringent guidelines
may be applied.

As a state-funded institution Indiana Universityasel regulations follow policies established hg tndiana State
Legislature and the State Budget Agency. Persangling on IU business, those responsible for gregdravel
documents, department heads, and account managea @sponsible for remaining current on |Ussvél
regulations and procedures.

The basic rationale underlying all University triregulations is toncur the lowest practical travel expense

while completing thetravel processin an efficient and timely manner. When evaluating the most cost effective
means of travel the individuals' schedule and tiorestraints must be taken into account. Howevetaice
restrictions are required by State Travel Reguati@.g., IU cannot reimburse for First Class osiBess Class
travel. Persons traveling on official Universitysimess represent IU and have the duty to exeraigeto avoid
impropriety. University administered funds shou&Ver be used for personal gain.

If a circumstance arises that is not addressetiiswieb site consult with Travel Management Ses/foe guidance
before taking any action. Travel Management persbare here to provide legitimate options and iaté the
travel procurement and reimbursement process.

For details regarding making travel arrangemendsraimbursement questions, including necessarydotravelers
should consult the Travel Management Services webiitp://www.indiana.edu/~travellThe website contains
travel guidelines for:

Instate Travel
Domestic Travel
Foreign Travel
Ticketless Travel
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Group Travel
Combining Business & Personal Travel
Non Employee Travel

Also, it provides resource materials to help with:

Planning a Trip

Instate Requests

Travel Authorizations
Prepaid Expenses
Registration Fees
Designated Travel Agencies
Traveling by Car

Online Reservations
ExpediaCorporate.com
Getting Started

Booking Fees

FAQ

Travel Discounts

Air Expenses & Discounts
Hotel Expenses & Discounts
Rental Car Expenses & Discounts
Travel Resources

Travel Forms

Corporate Credit Card
Passport Services

Mileage Information (MapQuest)
Planning Tools & Info

Big 10 Travel Links

Trip Reimbursements

E-10. Community Relations

One of the prime missions of the Office of Univeréddvancement is to keep the public informed afgrams and
activities at IUS. It is important that the gerigrablic have an accurate perception of the nadfithis campus. In
accomplishing this goal, the office operates a Qamnypews Bureau and provides general coordinatiaoiofacts
with the news media.

While any member of the campus community has & tmbxpress an opinion in public, it is importémrealize
that only the chancellor has the authority to sgeakhe university. The chancellor delegates a pomibthat
authority to the Office of University Advancemenhieh serves as the source of official informatiegarding the
campus. When other offices or departments arémipaith representatives of the news media, idigisable to
check with the Office of University Advancementd® certain that facts (i.e. enrollment figuresglesf appropria-
tions, etc.) provided reporters are accurate hisway, confusion in the mind of the public canaveided.

The Office of University Advancement welcomes sigiigas for possible news stories from individualsademic
units and departments. In providing informationrelease to the news media, care should be takeeetthat the
names of individuals are spelled accurately antititmes and dates are correct. It should be rereezahtoo, that
the Office of University Advancement distributefoirmation to the news media but editors and newectbrs make
the final decisions regarding which informationiMaé used in newspapers and on radio and televisioadcasts.

E-11. SpeakersBureau
Faculty members are invited to participate in tampus Speakers Bureau. Each year the Office ofdusity

Advancement prepares a brochure listing facultystaff speakers and topics on which they are wjltmspeak.
This brochure is made available to clubs and @viganizations in the region.
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Scheduling of speeches is done directly by therorgéion and the speaker. The willingness of figcalembers to
speak to community groups has been a beneficidiqdiations tool.

The Visiting Scientist and Visiting Scholar progmmadministered by the Schools of Natural ScieaogsSocial
Sciences, respectively, provide information on Epemavailable to K-12 schools. Faculty membeeseaicouraged
to participate in these outreach programs as well.

E-12. Alumni Affairs

The Director of Alumni Affairs and Special Eventsocdinator of alumni activities is a member of theiversity
Advancement staff. The director has responsibiiitymaintenance of alumni files and coordinatiépmgrams

and activities for alumni in this region. An alunassociation for graduates of this campus has bstablished as a
constituent society of the IU Alumni Association.

E-13. Governmental Relations

In order to coordinate contacts with governmentfitials, agencies, and foundations and to keeptesident of
the university and other chief administrative adfie informed of such contacts, 1U has establisime@ffice of
Governmental Relations.

Each person needs to distinguish between his goérspnal interest (including those involving pesienal
societies) and the university's interest. Persandlprofessional contacts with elected officialgavernmental
agencies, whether in person or in writing, showdlbne in the name of the individual or the pratess society.
The U letterhead shoulabt be used and it should be made clear that the segurot being made on behalf of the
university.

When it appears that the university should takeesstand with respect to legislation or other matédithe federal,
state, or local level, the chancellor and the uisitye director of governmental relations shouldcbesulted.
Appearances on behalf of IU before federal, stateaal bodies should receive prior approval frdva tiniversity
director of governmental relations or the president

To be effective, a request to an elected offiaaldupport of grant proposals and other univeisigrests requires
knowledge of the relationship between the univesitd the official and the granting agency. Retpiasthe
federal, state or local level are to be coordinditedugh the director of governmental relations.

The university welcomes visits by elected officjialdether they visit as private citizens or in thegipacities as
governmental officials. Invitations to electedicitils to visit the campus in their official capycshould be
approved in advance by the chancellor, with pritifitation to the director of governmental relaiso

Responses to requests for information, reports statistics from elected officials and their s&tibuld be
coordinated through the Office of Governmental Retes.

E-14. Development

The campus is a public institution of higher leagnand relies on a state appropriation to help ropetating
expenses. In reality, it is a "tax-assisted" rathan a "tax-supported"” institution. State fuedspled with student
fees permit the campus to meet the expenses ategbueiith the operating budget. However, thesecsasuof funds
are not sufficient to permit sophisticated develeptrof facilities or to establish scholarships attter
special-purpose funds designed to give the campomegin of excellence.”

In order to respond to those needs for financippsat which cannot be met by the operating budgetposition of
vice chancellor for university advancement has letablished to develop private-sector suppoti@icampus.
IUS encourages gifts from individuals and corpanagi

E-15. Use of Facilities

The trustees of IU reserve the right to controlubke of university facilities to assure that evextsducted in those
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facilities is compatible with the mission of theiwersity. The university will at all times seekdssure students and
faculty groups opportunity to meet, hear and exgkddeas and views, however controversial, bubésdchot
license and will not tolerate activities which dkegal.

The term “facilities” include grounds owned by tin@versity as well as structures which are univgnsioperty.

Individuals wishing to reserve university facilgiéwith the exception of the Paul W. Ogle Cultiat Community
Center) should obtain a reservation request foom fihe Information Center located in the Universignter.
Generally, there is no charge for the use of usitiefacilities by university groups so long as theversity does
not, itself, incur additional expense because efefent. A charge may be assessed to cover editragy expense
for custodial/security/technician assistance, aviioal needs, supplies, damages to universitygtppr other
related expenditures. A charge for custodial/teghn assistance will be made if the event is salestifor a time
when the facility is not normally open for univeysiise.

Individuals who wish to reserve a university fagifior an income-producing program must secureifipec
authorization for the event from the director ofngaus life. The university does not make its féedi available for
fund-raising purposes if the funds are designeshtach an individual or commercial sponsor. In amgnt,
individuals or organizations wishing to utilize aiversity facility for income producing purposes shwrite the
director of campus life setting forth the naturdghe income producing activity, its purposes anérgHunds will be
directed. If proceeds from such an event are tddmated to IUS or the Indiana University Founda(i®JF), no
facility usage charge will be assessed, exceptraordinary costs. If the income is not to baated to IUS or
IUF, a facilities’ usage charge will be assesseglcitordance with a schedule of facility fees om ifil the director of
campus life’s office.

The university reserves the right to reject any alhdpplications for the use of facilities. Thaiversity reserves
the right to make adjustments in confirmed resé@matfor facilities when such action becomes neargssFurther,
the university reserves the right to determine wihenassistance of security/custodians and /achanteian is
necessary.

All requests for the use facilities should be sutediin writing (completion oFacilities Usage Form) and
submitted to the director of campus life, not e four days before the scheduled event. Questigarding
these policies should be directed to the directmampus life. For Ogle Center usage policies&Eel6, for
availability contact the Ogle Center Manager at 2%44.

Bulletin boards and kiosks have been erected thauwigthe campus primarily to publicize universigtated
activities, including those of students and stuadgganizations. A number of bulletin boards, sastihe ones
located outside academic unit offices, are desgghtr the posting of official university announaams and are
limited to such uses. The director of campusiié post other material of interest to the uniigr&ommunity
where space is available. No posting is permittedrick, window or painted surfaces. Those wighimplace
announcements on the bulletin boards or kioskgyldrsend the materials to the director of camesclearly
identifying the person or group requesting the miatés posted.

The above regulations are intended to preservbehaty of the campus and to assure the nonpadisaacter of
the institution. They are not intended to limiéddom of expression or to discourage politicavagtdf students,
faculty and staff.

E-16. Paul W. Ogle Cultural and Community Center

The following scheduling priorities apply to schédg events in the building and amphitheater:

1. 1US Music, Theater, and Fine Arts Departments their activities;

2. community arts groups with established resideotip status, and performing arts series;

3. other community arts and educational groups;

4. other university programs as appropriate tantiesion and purposes of the facility;
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5. other community programs as appropriate tartlssion and purposes of the facility.

It is understood that once an event is schedulatidypuilding manager, its booking may not be ssgded.
Requests for booking events should specify requeremfor rehearsal and set-up times and thesedhbeul
scheduled when the event is scheduled.

For specific dates when bookings for the coming yegin, consult the Ogle Center Manager at ext42% the
IUS Palicies and Procedures Manual 8K.

E-17. Food Service

Campus food service is provided on a contractusisbaCatering is available through the food serand other
designated vendors. Individuals and /or groups nuyengage in food sales or catering of foodschvkiould be
considered to be in competition with the vendors.

The director of campus life has been designateétdeaaniversity’s representative to work with thedcservice
vendors, and all suggestions, questions and constiould be addressed to that office.

Individuals and /or groups wishing to plan a bangreeeption or host a party should contact the-dioator of
conference & catering, located in the Campus AtitigiOffice, for information, menus and procedures.

E-18. Child Care

IUS provides child care to its faculty and studehtsugh the IUS Children’s Center. The center established in
1978 through a proposal presented by the Studemt@ment Association. The center provides canma fktonday-
Thursday 7:45 a.m.-10:00 p.m., Friday 7:45 a.m0Jafn. while classes are in session. Times duhiagummer
term may vary depending on need.

The center is a drop in facility, open to child@gears of age (potty trained) through 10 yearsnidimal family
registration fee is assessed per semester (suramas &re considered one term). Users are chargexiest hourly
rate for the service. The services are only abkglavhile the user is conducting university busing., class,
studying, working).

For further information contact the coordinatotté children’s center or director of campus life.
E-19. Physical Plant
IUS uses ten buildings at its Grant Line Road canpu

Activities Building (AB):
facilities for recreation and sports
offices of the athletic and recreation staff

Crestview Hall (CV):

Applied Research Education Center (AREC)
classrooms (largest number of classrooms)
computer services facilities

IT Systems and Operations

School of Social Sciences

Student Technology Center

Hillside Hall (HH):
classrooms
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School of Business
School of Education

Knobview Hall (KV):

IT Media and Web Services
classrooms

Department of Supervision
Division of Continuing Studies
School of Arts & Letters

fine arts studios

foreign language laboratory
Writing Help Center

Library Building (LB):

IUS archives

Library

Institute for Learning and Teaching Excellence @)T

Life Sciences Building (LF):

classroom and laboratory space for

biology, mathematics, nursing, and psychology
School of Natural Sciences

Division of Nursing

Mathematics Resource Lab

Paul W. Ogle Cultural and Community Center (OG):
Ronald L. Barr Gallery

Box Office

IUS Amphitheater

Recital Hall

Robinson Theater

Richard K. Stem Concert Hall

black box theatre

green rooms

scene shop

rehearsal and studio space for music and theaparieents

Physical Sciences Building (PS):

classrooms

offices and laboratory facilities for

chemistry, earth sciences, physics and scienceaddnoc
Purdue Statewide Technology Program facilities

Service Building (SV):

mail services

maintenance shops and central air-conditioningpement
Physical Plant Department

University Center (UC):
Academic Success Center
administrative offices
Bookstore
Bursar/Accounting Services
Campus Life
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conference rooms and offices

Office of Equity and Diversity

food service

games room

Human Resources

Information desk

IT Support Services

IU Credit Union

Office of Admissions

Office of Campus Activities and Student Life
Office of Career Services and Placement
Office of Financial Aid

Personal Counseling

Registrar’s Office

student commons and lounges

Student Development Center

Student Government Association
student organization offices

student technology center (24/7 lab)
University Police

E-20. Hospitality Expenses

Hospitality expenses are costs incurred in theitgstf non-university individuals (and in some cgsaniversity
employees) for a bona-fide university purpose. dsumave been budgeted in a Special Expense accoanaged
by the Vice Chancellor for Administrative Affairg cover the cost of meals or refreshments incupsethculty and
staff of Indiana University as part of their offitiduties. These expenses must meet Indiana Witlyguidelines
for allowable hospitality expenses covered by ursiitg operating funds, excluding IU Foundation fands
follows:

- Recruitment of faculty, staff or students;
- Official, ceremonial functions of the University;

- Receptions for which the primary purpose is titenalance and benefit of a group of students centiat
students;

- Employee recognition receptions (service annargs, retirements);

- Refreshments for official HumarsBerces training sessions or when training is plexiby an external
consultant.

These funds are to be used for institutional béaefil never for personal benefit or privilege ofwénsity
employees. For pre-approved use of the Speciafisgaccount, use tBpecial Expense Account Billing
Request for 1US Food Service Conference & Catering form, available from the Administrative Affairs fizfe.
Alcohol beverages will not be reimbursed. For &ddal information or questions on hospitality empes, contact
the Administrative Affairs Office (ext. 2202).

Mealsfor Candidates Purchased Off Campus:

In order to insure that food expenditures are moessive, the following maximum reimbursement sctetias
been established:

Breakfast: $5.00 each  Lunch: $7.00 each n@&in$17.50 each.

In addition to reimbursement limit for each typenadal, when entertaining prospective employees| oeages
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will be limited to the cost of the meal for eaclegtiand the cost of the meal for the member obUthigersity
faculty or staff who is serving as the host. Amsuspent above these limits must be borne by tee H@riginal,
detailed receipts must accompany the forms; chaggpts are not acceptable. Alcohol will not bienfrursed. For
reimbursement of funds expended, Beesonal Reimbur sement Request for Purchase of Meals/Food Products
should be completed in duplicate and forwardedhéAdministrative Affairs Office for approval andogessing.
Once approved, the request for reimbursement fowra®etty Cash Form #45 for the approved amount will be
forwarded to Accounting Services for payment. Téguestor will be notified when the approval hasrbgent to
Accounting Services. Accounting Services will disde cash payments Monday through Friday from 8:80 to
4:30 p.m.

Mealsfor Candidates Purchased On Campus:

Candidates who are dining at the IUS cafeteria beaissued a dinner meal pass that will allow themrharge the
cost of the food being consumed to the Special BEspaccount. These passes may be obtained bpdtiech
department upon completion oDanner Pass Charge Authorization. This form should be sent to the
Administrative Affairs Office. Upon approval, dienpasses will be provided to the requestor. Amysed dinner
passes should be voided and returned to Admiriigraffairs (UC 156).

E-21. External Grants

All grant proposals (including preliminary propasaio governmental agencies or private foundationst be
routed through the dean for research. The propoegliibe sent to the Sponsored Research ServEBRSYin
Bloomington and must be accompanied by forms cotagland signed by administrators on this campwso T
weeks should be allowed for this process to be detexp.

If members of the faculty or staff are considetiing contracting with an outside agency for reimborsnt of
special services, they should advise the OfficAa#demic Affairs as soon as negotiations beginy gurch contract
or agreement must have the approval of the Statig&uAgency, and the SRS office needs as muchtilsadas
possible in getting approval from the budget agency

A wide range of resources is available to ass@tlfg members in identifying sources of funding aedeloping
proposals. These include reference books, elaectsearches, proposal writing guides in severahéds, and
sample proposals. Information may be obtainetiénQffice of Academic Affairs research website:
http://www.ius.edu/AcadAffairs/research.cinthrough the dean for research. The associa&ctiancellor for
academic affairs may assist with teaming, projeafiguration, written material sharing, and otherds of
institutional grants writing support.

E-22. Fee Courtesy

Fee courtesy, an IU employee fringe benefit, ofédigible employees, their spouses or registeretkessex
domestic partners, and children the opportunitgrimll in IU courses at a reduced fee rate undeptiicies and
procedures described on the fee courtesy applicédions. Sample copies of the "Application for Famurtesy -
Employee/Spouse” form and the "Application for Eamirtesy - Dependent Child" form are provided an th
following pages. Procedures for applying for feertesy are included on page two each form. Apfibo forms
are available in Human Resources, University Ce®terth Room 244.

E-23. Collections and Donations

No canvassing, peddling, or soliciting is permittedthe grounds or in the buildings of the univgraiithout the
permission of the chancellor. An annual canvassliaritable contributions to the United Way hasrbapproved
by the university. The chancellor has also autteatia canvass for the Greater Louisville FundHerArts. Each
member of the faculty and staff is urged to pgrtité in these united appeals, but of course tkare bbligation to
contribute.
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E-24. Identification Cards

Full-time faculty and staff will be issued an officphoto identification card
1. Obtain books and materials from any Metroverksibyrary.

2. Purchase U athletic and special events tickieteduced rates.

3. Identify oneself as an IU employee when at agrotmpus.

4. Use the recreational facilities in the ActivitiBuilding.

5. Purchase U Software at the Bookstore
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