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Course User Fee Audit

o State Auditors review Miami Dade College
(MDC) Course User Fees every two years
during the month of October and all User
Fees are reviewed at least once every five
years. Manual of Procedures (MOP): #1164
Course User Fees



https://www.mdc.edu/procedures/Chapter1/1164.pdf

— Fall Term — April 1
— Spring Term — August 1
— Summer Term — December 1
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STEP 1 (Continued)

 Determine whether User Fee is to be revised/updated
or deleted and submit the following to OAP no later
than January 28, 2008, for CASSC processing:

» Revised/Updated:
— CASSC Form 102
— CASSC Form 109 (with supporting documentation)

» Delete/Purge:
— CASSC Form 102, Section 4

 NO revision/update: Documentation and CASSC
Form 109 due no later than September 1, 2008.




STEP 2

 Determine whether a College and
Vocational Credit Course User Fee
Request Form (CASSC Form 109) is on
file. Auditors will only accept Form
109; no other form may be used.



http://www.mdc.edu/asa/documents/109FeeForm.doc
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STEP 4

If CASSC Form 109 is not current or does not exist,
complete CASSC Form 109 and provide a Rationale
/Justification (with supporting documentation) for the
existing fee or increased fee (on CASSC Form 109) to
the Office of Academic Programs. If the number of
students in a class is pertinent to the fee rationale, a
Class Master Roster must be submitted.



http://www.mdc.edu/asa/documents/109FeeForm.doc

STEPS 5 &6

* Provide copies of the documentation to the Office of
Academic Programs of how fee monies collected
were spent. Examples: Paid Invoices, Financial
Systems Posted General Ledger Transactions,
Purchase Orders and Requisitions.

 Documentation obtained from the Department/
Discipline is forwarded from the Office of Academic
Programs to Gregory Knott, Associate Vice Provost
of Finance and Student Financial Services.
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Supporting Documentation
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STEPS 7 & 8

Submit CASSC Form 102 and 109 (with supporting
documentation) for proposed increase(s) in the existing fee
during the audit process, CASSC Form 102 and 109 must be
submitted through the CASSC Process for approval before the
new fee can be input into the Odyssey System.

Submit CASSC Form 102 for courses not offered in five years,
(“end-termed”).



http://www.mdc.edu/asa/documents/102 Curriculum Action Course Form (Revised 11192007).doc
http://www.mdc.edu/asa/documents/102 Curriculum Action Course Form (Revised 11192007).doc
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