	
	JMU REQUEST FOR AUTHORIZATION – Collection of Funds

NOTE:  Please review JMU Policy 4501:  University Business Activity [http://www.jmu.edu/JMUpolicy/4501.shtml].  If your activity/event meets the criteria for a business activity, you may not use this form but instead must submit a business activity synopsis and CBA as required by Policy 4501.  This form is only for those requesting authorization for specific events not meeting the requirements to be considered a University Business Activity or one-time recovery/expenditure credit such as long-distance phone calls.

Review JMU Financial Procedures Manual 4105: Deposits, specifically section .100 - .210 [http://www.jmu.edu/finprocedures/4000/4105.shtml] to ensure your department is prepared to comply with requirements for managing deposits in accordance with university and state requirements.

Submit completed form via email to iis.finance@jmu.edu or fax to Cash & Investments at 568-2383 or via campus mail at MSC 5711.  If a new Department ID is also required, be sure to submit the required ‘Action Request for Department ID’ to Financial Reporting as well. This form is available in the Forms Index of the JMU Financial Procedures Manual: http://www.jmu.edu/finprocedures/1000/1020.shtml 
SECTION I. DEPARTMENTAL INFORMATION
Contact Name: Click here to enter text.Email:Click here to enter text.Phone: Click here to enter text.Date:	Click here to enter a date.
Department Name: Click here to enter text.	DeptID: Click here to enter text.	New☐	Existing☐
Detailed explanation of collection of funds activity/invoicing activity: Click here to enter text.
Provide Department name for any residual funds/deficit [if any] at termination of activity? Click here to enter text. DeptID# Click here to enter text.
Department Head/Director (Signature):			Title: Click here to enter text.Date: Click here to enter a date.
Dean/AVP (Signature):					Title: Click here to enter text. Date: Click here to enter a date.
SECTION II. COLLECTION/INVOICING DETAILS
YES/NO			QUESTION
Choose an item.		Will this be an on-going activity/event?
Choose an item.		Will this be an annual activity/event?
Choose an item.  	 Is the department/center aware of/familiar with JMU FPM Section 4105: Deposits?
Choose an item. 	Does the department have a safe or the appropriate level of secure, restricted access storage required per FPM 4105.210 for storing deposits overnight when collected at end of day?
Choose an item. 	Is this related to a Sponsored Program? If yes, indicate Deptid# Click here to enter text.
Choose an item. 	Does the department/center currently have authorization to collect funds? If yes, indicate Deptid# those funds are deposited toClick here to enter text.
Choose an item. 		Are you aware there is a requirement to use the standard JMU invoice?
Choose an item. 		Are you currently issuing JMU Invoices?
SECTION III. FINANCE APPROVAL/RECOMMENDATIONS
☐Approve with conditions: Click here to enter text.	
☐Approve only with criteria of compliance with university policies and procedures.
Director, Cash & Investments					DateClick here to enter a date.
Associate Vice President for Finance				DateClick here to enter a date.
2/22/19
Cash & Investments Use Only:
☐Approvals Completed	☐Spreadsheet Updated	☐Copy to Financial Reporting	☐Original Filed	☐Department Notified
