INDIANA UNIVERSITY SOUTHEAST
ADMINISTRATIVE
QUICK REFERENCE GUIDE

| U Southeast Policies and Procedures Manual - www.ius.edu/AdminAffairs/

ACCOUNT DELEGATION/SIGNATURE AUTHORITY .euiiiiiiiit ittt e e et e e e e e e s e e e s et e e e s e e sbaeeeeeearaaanaaees Director of Accounting Services, ext. 2596
$ Action to delegate approval authority on expenditue and other financial activity within department acounts www.ius.edu/Bursar/AccountingSVCS/
ACCOUNTSBOPENING OR CLOSING .. .iiiiiiiitiee et e ettt e e e e e e s setb b e eeaaaeeasasaaeseeeaaasaasassbasaeaaeeesaassnttaesaaeaeeesaassstanneaeeas Director of Accounting Services, ext. 259
$ Process for creating new accounts or terminating awlete accounts www.ius.edu/Bursar/AccountingSVCS/
ACCOUNTSBOPERATING ST ATEMENT ...ttt et ettt et e ettt et et e e et e e e et s s esa s e s aa s seaasetsaasasanssesassssssansssnnnnns Director of Accounting Services, ext. 2596
$ Monthly budget expense statement should be reconiated regularly www.ius.edu/Bursar/AccountingSVCS/
ACCOUNTS PAYABLE ...ttt eee ettt oo oottt e e e e s ettt e e e e oo e e et e e e e e e e e s n e e e et e e e e e ea s st n e e et e e e e e e aasnrnrneeeeeeeens Accountsyrdle Specialists, ext. 2337
$ Schedules purchase order invoices for payment www.ius.edu/Bursar/AccountingSVCS/
ADMINISTRATIVE OFFICERS, ORGANIZATION, & DUTIES ... oottt e e et a et e eaaas Chancellor's Gk Executive Secretary, ext. 2200
$ Listing of names and titles of campus administratie officers (US Reference Book)
L N T I T NI S T Human Resources PalfrCoordinator, ext. 2456
$ Schedule of benefit rates for each tier of employeéaculty, professional staff & support staff) www.ius.edu/HR/
2] N S TP UPUR PP Human ResoasBenefits Specialists, ext. 2357
$ Benefit packages available to all eligible employse www.ius.edu/HR/
BUDGET PROCESS/OVERVIEW ..ottt ettt ettt et e et e e e e e s e e s saa e e e e b e s e aa e s eab e e eeba e e saba e easbnesenans Director of Accounting Services, ext. 2596
$ Process used to submit budget requests for nextdel year www.ius.edu/Bursar/AccountingSVCS/
CALENDAR (CAMPUS).....itttieiiitit ettt mmm ettt e ettt e sttt e a4kt e e 4 st et e 2 aase e e e 42k b et e e 4k E et e 422 s b e e e 44k b et e e 4 s b e e a2 amme e e a4k b et e e e s b et e e e anne e e e s nnnneeesantbeenanes Information Desk, ext. 2333
$ Calendar of events
CAPITAL ASSETS MANAGEMENT (CAMS) ...i ittt ittt e e e e e e e sttt e ae e e e e s s b aaaeeeeeesaasassaeetaaeeasssaststaaeeeaaeeesssssssseetanesansnnnnes Director of Accounting Services, ex2596
$ Movable equipment, furniture, and software valued wer $5,000 www.ius.edu/Bursar/AccountingSVCS/
COMPENSATION OF NON EMPLOYEES. ... oottt ettt et e e e et e e e e s e e et e e et eseba e s aaaa e e eabeesaa s ssbaneseabaseres Director of Accounting Services, €X2596
$ Process for compensating non university employeesrfservices (i.e. consultants, speakers, candidafes www.ius.edu/Bursar/AccountingSVCS/
CONSULTANT CONTRACTS (EXTERNAL) ... ettt ettt et et et et et e e e et et e e e e et ettt aen e Director of Accounting Services, ext. 2596
$ Process for contracting with external consultantsd provide services for the university - LIABILITY | SSUES www.ius.edu/Bursar/AccountingSVCS/
DISABILITY ACCOMMODATION ..utiiiiiiieiiiiiiiiiiies eeteeeeeessssiiireeeeaaeeesssianrseeeeaeessnnnns Coord. of Disability Services, ext. 2243 director of Human Resources, ext. 2356
$ For classroom or office accommodation www.ius.edu/ASC/DisabilityServices/or www.ius.edu/HR/
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EMERGENCY ACTION PLAN [MUST READ & SIGN AFFIDAVIT] oottt ettt ettt e e s e s nan e e s e e e s Police Chief, ext. 2400

$ Procedure for handling an emergency on university perty www.ius.edu/UniversityPolice/
EEOC GUIDELINES ...ttt ettt e ettt e ettt e ettt e e e et e e e aa e e e e aa e e s saaee e et ee s aa e s e s e ee s et e e s s aa e s s aaeee e aa e e s esa e s s s s eesabnseseanssennnsensns Afhative Action Officer, ext. 2306
$ For personnel action compliance, affirmative action& equal opportunity information and programming www.ius.edu/Eqdiv/
FACILITIES UTILIZATION L.ottttette e et et eittiieits eeteeiiitt et e e e e e e e s et aeeeteaeeaa s s st b eeeaaaaesaassstbsaeeaaeeessaasaasbaseeeeeeeseassasaeeaeeesessassbesaneaeaens Administrative Affas Secretary, ext. 2202
$ Process for reassigning campus building space andquesting space data www.ius.edu/AdminAffairs/
FACULTY POLICIES ..ottt ettt ettt et e et e e et e e e e e s e s s e s e aa e e e aa s e e bt e e aabaeesaa e e sabs s sebanessnbnerees Assoc. Vice Chancellor for AcademAffairs, ext. 2210
$ Information on campus faculty policies and processeis found inl US Faculty Manual www.ius.edu/AcadAffairg/
FINANCIAL INFORMATION SYSTEM (FIS) ...eiiiiiiiiies ottt ettt e et e s et et e e sb et e e et e e e et et e e nnneeesnneeeeas Director of Accounting Services, £X2596
$ General ledger software - accounting transactionsrpcessed through this system www.ius.edu/Bursar/AccountingSVCS/
FOOD (CONFERENCE & DINING SERVICES) .....ccciutttiiiiiiiiiitt et e e e e ettt e e e e e s st taaaaasssstbtbaeaaaaeasssnntabasaneaaaesensnnes Bator of Conference & Dining Services, ext. 2318
FOUNDATION FUND RAISING & RECEIPT OF GIFTS ..o ittt e e et e e st e et e e st e e s ab e e saaaes Developnte University Advancement, ext. 2464
$ Process for handling external fund raising and gift made to the University
GRANTS/GRANT DOCUMENTATION .1t iititite ittt e eeee e e sttt e e e ettt a e s steeaeaastaeeeaassseeeesaseaeaastseeeaassaeeeesssseaeeassseeeeanssseeananeaeeassseeeeansseeeennsaeaesnnnenens Dean oé$earch, ext. 2210
$ Process for securing external and internal dollarsionated for research (all grants must be routed though Dean of Research) www.ius.edu/AcadAffairs/
HAZARDOUS MATERIALS ...ttt ettt ekttt 4a bt e o4k bt e e 22k ke e a2 as e e e e 4a kb et e e o2kt et o442 s b et e o4 b b et oo o2k k e e a2 kb e e e o4k b et e e ean b bt e e e anbe e e e s ebbe e e e e anreeennnneeas Police Chief, ext. 2400
$ Handling, storage, or disposal of hazardous, bio-lmrdous, and infectious materials www.ius.edu/UniversityPolice/
HOSPITALITY FOOD EXPENSES ...ttt ettt ettt et e ettt e et e e st e e e e s e s e s aa e e e e aa e s e et e e e et e e s saa s ss b s senaasessannsesannseres Administrative Affairs Secrry, ext. 2202
$ Process to request funds to cover food and other Bpitality expenses
$ (special 08 account must be used; pre-approval reqead by Vice Chancellor for Administration & Financ e) www.ius.edu/AdminAffairs/
U FINANCIAL POLICIES ... ettt ettt ettt ettt o 2kttt e+ 42k e e ettt o412 b et e a4 4s kbt e o2 an b et e o4 1hb et e e e sk b e e e ettt e e e nhb et e e e anbb e e e s anbeeeesnnnneee s www.indiana.edu/~vpcfo/policies/
$ Detailed IU financial polices (campus employees muadhere)
L0 ST O L\ N |t I O ]I 1 | Y Director of Himan Resources, ext. 2357
$ All professional staff and support staff personnepolicies are available on the web www.ius.edu/HR/
IU SOUTHEAST POLICIES & PROCEDURES .......oiiiiiiieeiiiiie st e et ettt e e s sntee e e sameeeessnaeeaeassteeeeannsaneessnneeaessnsseeenanseeessseneessnseeeeennseees - MVWW.TUS.€dU/AdminAffairs/

$ All IU Southeast polices and procedures are availdé on the web (each account manager must be awarkadl documented policies and procedures)

IU SOUTHEAST REFERENCE BOOK ... .uutiiiiiitiiieee ittt ettt e e ettt e e sttt e e a4 keeeaaatte e e e a2 st et e o4k b e e e e e e ket e e aasbe e e a4 obee e e aabbe e e e anbbeeeeenbbeeeeantneeennnnees www.ius.edu/IR/refbook/
$ Listing of campus administrative organization chart committees, general fund income & expenses,
IUS Board of Advisors, IU Board of Trustees)

KEYS/ROOM & BUILDING ACCESS... ... it ittt ittt ittt ettt et et et et et et et et et ettt e et ete tet ettt et et e et e et e et e et e et e et e et e et e et e et e en e et e et eeteeneeneees Police Chief, ext. 2400
$ Processes for obtaining keys and access to buildmmgnd rooms during closed hours www.ius.edu/UniversityPolice/
$

LEGAL ISSUES ... ettt e e e Vi€hancellor for Administrative Affairs, ext. 2202 a IU University Council, SUVON 812-855-9739

$ Counseling and representation on university legal @iters
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MAIL/POSTAGE SERVICES ...ttt ettt e e e e e e st e 41 h et e o4kt e e ook e et e o4 s s et e e s R e e e e e e e et e e s bn e e e e s s en et e e s s rn e e e s asnneessnaeee s Mail Services, ext. 2339

$ Policies on mail service, mail billings, USPO Prigty Mail, shipping & receiving www.ius.edu/PhysicalPlant/
OBJECT CODE LISTING ...ttt ettt e et e et e e et e e e e et e e e et e e e tata e etanaeeaaaeesan e ssan e esanaesanaessnnassnnsasstnasstnneennnnaees Director of Acaating Services, ext. 2596
$ Budget expense classifications www.ius.edu/Bursar/AccountingSVCS/
OFFICE SUPPLIES & FURNITURE ......oeiitiiiitite ittt etttk h et b et e s ht e s bt ek e e e s e bt e eab e e e e R e e s bt e e b e e e b et e sbn e e sab e e e be e e neneesanee s rebasing Agent, ext. 2338
$ Resource for ordering supplies and furniture www.ius.edu/Bursar/AccountingSVCS/
PAYMENT PROCESSES FOR GOODS & SERVICES ...ttt e et e et e s e sttt e e st e e st e s s aa e e seanans Director of Accounting Services, ext. 2359
$ Processes for payments of goods and services usgdibpartments www.ius.edu/Bursar/AccountingSVCS/
PARKING ... .ottt e et e+t e ettt e e ettt e e et e e e e ta e e e aan e e e aaaeeasan e s e s e e e aa e e e aaeessaneeetan e e taneeeeaanaaeean et et ee et eeeraee et eeerteereanrerraaearraaeraas University Police, ext. 280
$ Information about parking policies, regulations, fees, and appeals process www.ius.edu/UniversityPolice/
L N O PSP SPRP Human ResouscBayroll Coordinator, ext. 2456
$ Information about reporting hours worked, sick hours, vacation hours, overtime hours, paid time off,.ppplemental payments www.ius.edu/HR/
PHYSICAL PLANT WORK & PROJECT REQUESTS ... it iiiiei ittt ettt e e e e e s m et e e e e e e s s maansse e e e e e e e e s annnneeeeeaaaeaaan] WRiical Plant Secretary or Director, ext. 2330
$ See WORK ORDERS www.ius.edu/PhysicalPlant/
P OLICE DEP AR TMENT Lottt ettt e ettt e ettt e ettt e ettt ee s st e e e eaaee s st e e s ta e e s aa s s st e s aan e e san e e stanaesstnesssnesstnneestanaestaseesstneeesnneeennnns University Police, ext. 2400
$ Assistance with safety, security, parking, risk maagement/insurance, and hazardous materials issues www.ius.edu/UniversityPolice/
(@l OT @ ] = I N =L 1 11 T Administriaze Affairs Secretary, ext. 2202
$ Hospitality food fund set up for faculty/student interaction www.ius.edu/AdminAffairs/
PRINTING & DUPLICATING SERVICES.......coiititiit ittt ettt ettt ettt ettt ekttt be e ease e s h bt e s bt e e ke e e ek bt e sabe e e ket e abb e e saeeeanneesnneenanes IT Printing & Duplicating Staff, ext. 2329
$ Process for using printing and duplicating servicegas well as copy machine management throughout camp buildings www.ius.edu/MediaServices/

PURCHASING PROCESSES/PROCUREMENT CARD ISSUANCE

$ Approved modes of payment for purchasing itemMs ANEEIVICES .........cccoiiiiiiiiiiiii it s ettt ettt sneeeesebeee s Purchasing Agent, ext. 2338
$  Auditing and account rECONCIHALION ...........iieiiiiiiii ettt e e e b e ereeenee et Director of Accounting Services, ex2359
$ www.ius.edu/Bursar/AccountingSVCS/
RECRUITMENT PROCEDURES & CANDIDATE TRAVEL REIMBURSE MENT Human Resources Recruitemt Assistant, ext. 2467 www.ius.edu/HR/
.......................................................................................................................... taff)Administrativéffairs Secretary, ext. 2202 www.ius.edu/AdminAffairs/
........................................................................................................... (Faculty) Academic Affairs Office, ext.2208 www.ius.edu/AcadAffairs

$ Information on how to recruit for vacant or new faculty, professional staff, or support staff positiors within a department and how to reimburse candidats
for travel expenses

RISK MANAGEMENT/INSURANCE .......ouiiiiiiiiie ettt et e et a et e e s sateeasanseeaesanneeeeean Police Chief, ext. 2400 k4 Risk Management, SUVON 812-855-9758
$ Information on university property coverage and clams www.ius.edu/UniversityPolice/

S A o I | 1 |0 Police Chief, ext. 2400
$ For assistance, information, or training on safetyand first aid issues www.ius.edu/UniversityPolice/

ROOM SCHEDULING ...ttt ittt eem ettt ettt ettt e e etk e oo sttt e a4 ohee e e e s be e e o2 s be e e o4 oh b et e a4 s ket e o4 abe e e e eaRe e e e o s ket e e e aab et e a4 nh b bt e e e anbb e e e e anbeeeenanneeas Information Desk, ext. 2333

$ Assistance in scheduling public meeting rooms
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L] [ 2 T Police Chief, e2400
$ Process for requesting and mounting approved and agpliant permanent department and campus signs throghout campus  www.ius.edu/UniversityPolice/

STRATEGIC PLAN, GOALS, AND MANAGEMENT PROGCESS ... ..c.cttiiiiiiieiitit ettt stee sttt site e ste bttt et e e sbb e e snbe e st e e steeesbeeesaneenenes Chancellors Office, ext. 2545
e Listing of campus plans, goals and processes forvddopmental and budgetary planning
SUPPLEMENTAL PAY ettt ettt e oo e ettt e e e e e e e e e e e e e e e s s e ettt e e e e e s st e reeeeeeessannnneeeas (Staff) Human Resources Payroll Coordator, ext. 2456
..................................................................................................................................................... (Faculty) Academic Affairs Executive &retary, ext. 2199
$ Process for paying university employees for servisebeyond regular duties www.ius.edu/HR/ or www.ius.edu/AcadAffairs/

TECHNOLOGY SERVICES (INFORMATION TECHNOLOGY)

I O70) 44T [0 (=T e TS S - g o T TSSO U PP PURTPUPPRN HelpDesk, ext. 2447
$ Media development and audio visual assistance ..Director of Media Development or Media Service€oordinator, ext. 2257
R = LT o] Lo T Y £y T Lo RSO PR IT--Telecommunications Manageext. 2442
S Printing & AUPIICALING ....eeitiiiiiie it ce ettt ettt a b e et b e e s st e ettt e sba e e e b bt e eab e e e sbbeesab e e sareenbbeesnneesnnes IT—Printing & Duplicating Staf, ext. 2329
TEXTBOOK ADOPTION . ...ttt e e ettt ettt e e e e e e e et ettt e et e e e e e e oo aeeeeeeeeaeaanaees e et eaee e e aamnaseee et eeaeeesansneeeaeaeesaannnsbeneeaaaeesaaannnssnneas Bookstore dreical Support, ext. 2348
$ Process for selecting texts & course-related mateis for classroom use http://ius.bncollege.com
TRAVEL POLICIES ... eiieeeeee ettt ettt e e oottt e e o244 e et E et e e e e e e e e e e et et e e e e e e sk R s e e et et e e e e e m R eE et e e e e e et e e e e et e e e e e e s assnnn e e e e e e e e eannnnneeeeees www.indiana.edu/~travel/
$ Indiana University guidelines on travel planning,approval, and reimbursement
VEHICLE RESERVATIONS/CHARGES .....coitiiiitiiiitie ittt sttt be ettt ehe e s et e s bt e e sk et e sa bt e e b e e ek bt e smn e et bt e sinee s bt e e nneee e Physical Plant Setay, ext. 2330
$ Process for reservation and use of campus vehiclis university travel by employees www.ius.edu/PhysicalPlant
VIDEO CONFERENGCE SCHEDULING ...ttt et ettt e e e e et e e e et e s s e se s e e e e e e et e s e s s e s st e e s saasssbn s senaasssssnnsartnnsaees Media Services Coordinatoext. 2257
$ Assistance in setting up video conferences and regeg video rooms www.ius.edu/Mediaservices
WORK ORDERS & PROJECT REQUESTS (PHYSICAL PLANT) ... cccoiiiieiieiee e Physical RtéSecretary or Director, ext. 2330 www.ius.edu/PhysicalPlant

$ Process for requesting repairs, equipment/furnituremoves, renovations, non-routine cleaning, specisét-ups, heating and air adjustments
(emergency projects will generally be covered by i@serve fund set aside for such purposes; non ememgy projects must be covered by individual
department funds, i.e. reorganizing/renovating spee, new furniture set ups, etc.) E-Mail Adess: SE Workorders, Workorders

C:\Documents and Settings\jshelfer\Local Settings\Temporary Internet Files\Content.Outlook\L 3K 16R7L\IUS ADMIN QUICK REF with websites aug 07.doc
Asof August 20, 2007
SJT/ac



