De Anza College Student Accounts

Administrative Unit Outcome

2009-2010
Target Outcome: Proper Cash Handling for Clubs 
· Student club representatives will abide by the Inter-club Council (ICC) Financial Code and Student Accounts procedures for cash handling and deposits for clubs.
· Student club representatives will utilize the proper cash handling procedures and submit supporting documentation to account for all money received.
Method Used: Information Literacy through Financial Orientation for Clubs 
· Written procedures include informational packets given to each club detailing all cash handling requirements at quarterly ICC Financial Orientations
· Verbal presentation of expectations regarding cash handling requirements as well including time for questions and answers
Assessment Methods: 
· Winter 2010 Financial Orientation included survey below

	Check
	
	
	
	
	
	
	
	

	I am:
	
	Club Treasurer
	
	Club Advisor
	
	

	
	
	Club President
	
	Other (please write in)_________________________

	
	
	Club Vice-President
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	As a result of this Financial Orientation on Cash Handling:
	
	

	
	
	
	
	
	
	
	
	

	1. Do you know when club deposits are to be made?
	Yes
	No

	
	
	
	
	
	
	
	
	

	2. Do you know where club deposits are to be made?
	Yes
	No

	
	
	
	
	
	
	
	
	

	3. Do you know what forms are to accompany club deposits?
	Yes
	No

	
	
	
	
	
	
	
	
	

	4. Do you know where to get the required forms for club deposits?
	Yes
	No

	
	
	
	
	
	
	
	
	

	5. Do you know who to contact if you have any questions?
	Yes
	No

	
	
	
	
	
	
	
	
	

	Comments/Suggestions:
	
	
	
	
	
	


Assessment Results: 
· Of the 70 surveys given out, 53 were completed (75%)
· Club officers completing the 53 surveys: 

· 16 Club Treasurers

· 14 Club Presidents

· 16 Vice-Presidents or Co-Presidents

· 3 ICC Representatives

· 1 Club Secretary

· 1 ICC Chair

· 2 Officer Position Not Stated
· 0 Club Advisors

· Of the 53 surveys completed, 44 officers answered Yes to all questions (83%)

· Of the 53 surveys completed, 7 answered No to question 1 even though it was clearly stated that club deposits must be made on the first business day after receipt of funds in compliance with the ICC Financial Code

· Of the 53 surveys completed, there were 10 Comments/Suggestions:

· 4 suggestions - make the ICC Financial Orientation non-mandatory for club officers who have attended previously

· 1 comment - too much paper, too complicated form processing

· 1 comment - be more fun, totally boring, should be optional

· 2 comments - good job

· 1 comment - informative

· 1 comment – clear

Reflect and Enhance: 
· No club advisors completed the survey 
· Club advisors may not be aware of  the Cash Handling Procedures for clubs

· Since club advisors are the faculty/staff advisors for a club, they are not required to attend ICC Financial Orientations, but they need to be educated on procedures
· Since club advisors have oversight and signing responsibility for clubs, they need to be educated on the Cash Handling Procedures for the clubs they advise
· Discuss with the ICC Advisor, La Donna Yumori-Kaku, on how to educate the dozens of club advisors across the campus on Cash Handling Procedures
· Propose to send an email with the Cash Handling Procedures attached for all club advisors/officers to review and keep for reference before the Fall 2010 ICC Financial Orientation through the ICC Advisor’s email list of club officers/advisors

