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CAL POLY CORPORATION CAMPUS PROGRAMS REQUEST FOR NEW ACCOUNT
M E M O R A N D U M
	To:
	CPC Campus Programs
	Date:
	

	Approved By:
	

	
	Signature required from Dean or Vice President

	Department Chair Approval:
	


	Account Director Approval
	


	Contact Person:
(if other than Acct Dir)
	
	Phone:
	

	Subject:
	REQUEST FOR NEW CAMPUS PROGRAMS ACCOUNT



Please fill out this form if you would like to request a new Cal Poly Corporation/Cal Poly Foundation account.  The following information will help us determine the appropriate type of account.

By signing this form you acknowledge that you understand that there is no interest allocated to funds deposited into this account.  Also, if it is classified as a “Special Activity” account there will be a 5% fiscal fee on expenses each month.  

· I would like account titled:	___________________________________________________________

· The account director will be:	____________________________________Phone:_________________

Purpose of Account (please use the following space to describe, in fullest detail, the purpose and/or background of this new account.  Also include any specific restrictions placed on the use of the funds.)  
	

	

	

	



Documentation supporting the new account MUST be attached (i.e. gift letter, pledge card, gift agreement, flyer supporting income producing activity, etc.)

Source of Funds:

Does the donor require anything in return for his/her donation/sponsorship, i.e. report, finished product, book, etc.? 
	 
	If yes, what is required?

	

	

	


· Types of Expenses (check all that apply):
[bookmark: Check19]		
		
[bookmark: Check25]		
	
	

	

	


· If students are involved in projects funded by this account:
	· Will students receive class credit for participation?
	

	· Will they be taking field trips related to this account?
	

	· Will fees for class be collected?
	



· In the unlikely event of a deficit, funds can be transferred from Account No. ______________________   with the project director’s concurrence (this is required to establish the account).
· All reports are to be retrieved by Account Director or designee by BOE INFOVIEW software.

	1. Does the director have access?
	

	2. If no; request access by filling out form located at: 
http://www.calpolycorporation.org/docs/

	3. Does anyone else need access to this account?
	

	4. If yes; who?
	



Please be sure designee has access to system as well

Once this request is completed and returned, a memo will be submitted to the Controller of the Cal Poly Corporation, obtaining her approval on the account’s establishment.  With this approval, an account number will be assigned and the file created. You should receive an email regarding your new account (including a memo stating your account number and links to other important information such as the Signature Authorization form, Check Request forms, and Purchase Requisitions).  If you want to check on the status of your request, or if you have any other questions regarding your account, please contact Campus Programs at ext. 6-6116.   Thank you.
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