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* * * * * * * * * *
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STUDENT PERSONNEL ACTI VI TI ES AND SERVI CES

SERI ES 4000 - 4999
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4100- 4199 Organi zati onal Functions
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4600- 4699 Co-Curricular Activities
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* * * * * * * *
Procedure
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| nstitutional Exam nation
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Advi sement for Foreign Students
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Clinical Psychol ogical Services

Students Deemed Psychologically Unfit to Attend
M am - Dade Community Col | ege

Probati on for Academ ¢ Reasons

Excl usi on for Academ ¢ Reasons

Student W thdrawal from Course(s) or Coll ege
Student Petitions Conmittee

Coordi nati on of Faculty Advisors
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St udent Accident |nsurance
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Community Col | ege Enpl oyees
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Techni cal Manual of Procedures (Student Financi al
Ai d)
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Program

Guar anteed and Federally Insured Loan Prograns
VA Defernments
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Achi evenment Award
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Schol arshi p

Enphasi s on Excell ence - Academ c Schol arshi ps
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CHAPTER 5

BUI LDI NGS, GROUNDS AND UTI LI TI ES ( NEW CONSTRUCTI ON)

SERI ES 5000 -

5999

Requi rement s
Health and Sanitation Matters

Codes and St andar ds
Site Wirk and Constructi on

Speci alties and Speci al

Construction

M am - Dade Comrunity Col | ege Buil di ngs

Requests to Architect and Contractors
Processi ng of Construction Plans and

Bi d Openings for

Saf ety Task Force

Functi onal Breakdown
5000- 5099 Gener al
5100-5199 Saf ety,
5200-5299
5300- 5399
5400- 5499 Fur ni shi ngs
5500- 5599 Mechani cal
5600- 5699 El ectri cal
5700-5799
5800- 5899 Equi pnent
5900- 5999

* *
Pr ocedure
Nunber Title
5005
5045

Specifications

5055
5070 Fi nal
5100 Envi r onnent al
5101

Noti fication of Safety,
Envi r onment al
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CHAPTER 6

CONTRACTS AND PURCHASI NG
SERI ES 6000 - 6999

Functi onal Breakdown

6000- 6099 Gener al

6100- 6199 Requi sition and Specifications

6200- 6299 Advertising, Bids and Purchase Orders

6300- 6399 Agreenents and Contracts

6400- 6499 Recei vi ng, Inspection and Cl ai ns

6500- 6599 Repair of Equi pment and Furniture

6600- 6699 Excess Property, Survey and Di sposal

6700- 6799 Contract Adm nistration

6800- 6899 Rent al / Lease of Equi pnent

6900- 6999 Unassi gned

* * * * * * *

Procedure

Nunber Title

6000 Purchasing Authority and Purchase Requisition
Processi ng

6003 Conpetitive Pricing Procedure

6005 Pur chasi ng Departnent Authorization for Direct
Di sbursenment s

6006 Direct Disbursenment Procedure for the Purchase of
Li brary Books

6008 Merchandi se to Be Received on a Trial Basis

6013 Conflict of Interest Relative to Enployees of the
Pur chasi ng Depart nent

6050 Purchase of Used Equi pnent

6051 Procurenment of Typewiters - Replacenent Program

6052 Procurenment of Word Processi ng Equi pment

6100 How to Prepare a Purchase Requisition

6107 Lead Tinme for the Purchase Requisition

6108 No Substitute Specification

6109 Routi ng of Requisitions and Purchase Orders

6110 Ener gency Purchases

6110. 1 Expedi t e Purchases

6130 Preparation of Specifications for the Purchase
Requi si tion

6136 Requi sitions: Specification and Quality
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6140

6236
6280
6300

6309
6311
6350

6401

6503
6510

Det erm nati on
Col | ege Central Stores

Tie Bids for Purchase

Pl acenent of Advertising with News Media

Aut hori zed Signatures for and Processing of

Various Contracts, Agreenents for Professional

and Technical Services and Lease Agreenents

Correspondence with Vendors

Consul tants' Services

Contracts for Food, Major Services and Vendi ng
Machi ne Services

Central Receiving Departnment

Repair of Equi pnment
Repair of Office Equi pnent

14



| NSTRUCTI ONAL RESOURCES:
EQUI PMENT - SPECI FI CATI ONS AND SUPPLI ES

CHAPTER 7

MEDI A - PROGRAMS - SERVI CES -

SERI ES 7000 - 7999

Functi onal Breakdown

7000- 7099 Cener al

7100- 7199 Audi o- Vi sual Services

7200- 7299 Progranms and Medi al Presentations

7300- 7399 Audi o- Vi sual Equi pnment (Except Photographic and

Tel evi si on)

7400- 7499 Conti nuation of Audi o-Visual Equi pnent

7500- 7599 Phot ogr aphi ¢ Equi pnent - Accessories, Attachnents
and Conponents

7600- 7699 Tel evi si on Equi pment - Accessori es and Conponents

7700- 7799 Facilities

7800- 7899 Unassi gned

7900- 7999 Comput i ng Resources

* * * % % *x * * * *

Procedure

Nunber Title

7010 Pur chase of Audi o-Visual Supplies and Materials to
Support the Instructional Program

7030 Purchase of Audi o-Vi sual Equi pmrent to Support the
I nstructional Program

7040 Audi o- Vi sual Rentals and Previ ews

7060 Tenporary Custody of Audi o-Visual Equi pment

7111 Production of Audio-Visual Presentations for the
I nstructional Prograns

7112 Requesting Canpus Audi o-Vi sual Services

7114 Production of Ancillary Audio-Visual Mterials and
Services for the Instructional Program

7900 Gui delines for Use of M am -Dade Conmmunity Col | ege

Conmput i ng
Resour ces
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CHAPTER 8

I NSTRUCTI ON AND CURRI CULUM

SERI ES 8000 - 8999

Functi onal Breakdown
8000- 8099 Gener al
8100- 8199 Curricul um
8200- 8299 Text book and Instruction
8300- 8399 Testing and G ading
8400- 8499 General Education Prograns
(except Physical Education)

8500- 8599 Uni versity Parallel Prograns
8600- 8659 Techni cal Career Prograns
8660- 8699 Cccupati onal Educati on
8700- 8799 Al lied Health Studies
8800- 8899 Speci al Prograns
8900- 8999 Physi cal Education and Intercollegiate Athletics

* * * * * * * * * *
Procedure
Nunber Title
8004 Advi sory Committees for Workforce Education
8030 Rel ations with Seni or Coll eges
8040 Pl acenent Criteria
8050 Cl ass Rolls
8100 Assi gnment of Course Prefixes and Nunbers
8110 Educati onal Support Activities and Service--ESU s
8141 Adm ssion and Regi stration
8150 Use of Curricul um Forns
8171 Conti nui ng Education: New Courses - Non-Credit
8200 Text books & Instructional Materials (South Canpus)
8201 Text books & Instructional Materials (Mtchel

Wol f son New Worl d Center Canpus)

8202 Text books & Instructional Materials (North Canpus)
8203 Text books & Instructional Materials (Medical

Cent er Canpus)
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8301
8303
8380
8381

8660

8800

8881

St udent Appeal of Grades

Testing of Students

Grade Reporting

Granting and Renovi ng of | nconplete G ades

| nstitutional Responsibility for Occupati onal
Educati on

Teacher Certification and Adult and Veteran Educati on

New Course of Program Approval s
Qut-of-District Study Prograns
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CHAPTER 9

CAMPUS LI BRARI ES AND SERVI CES, | NNOVATI ON

LI BRARI ES AND STUDY CENTERS

SERI ES 9000 - 9999

Functi onal Breakdown
9000- 9099 Cener al
9100-9199 Li brary Services
9200- 9299 Li brary Col | ection
9300- 9399 Li brary Equi pnment
9400- 9499 Li brary Facilities
9500- 9599 Order and Purchase of Periodicals
9600- 9699 Order and Purchase of Books
9700- 9799 Techni cal Processing
9800- 9899 | nnovati ons Libraries
9900- 9999 Study Centers
* * * * * * * * * *
Procedure
Numnber Title
9002 Campus Library's Financial Accountability
9005 Acqui sition of Campus Library Materials
9100 Li brary Service Functions
9120 Li brary Borrowing Privil eges for Students,
Faculty, Staff and Speci al Borrowers
9121 Li brary Obligations
9800 | nnovation Center - Facilities and Services
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