Fundraiser/Event
Campus Cash Authorization using Mobile Readers 
Please Print
Name of Event: __________________________________________   Date of Event: _______________
Location of Event: 
Reason for Event: 

Manner of raising funds:________________________________________________________________
Host Dept. / Organization Responsible for Event:   ___________________________________________
Name of Responsible Party/Contact for the Event:   __________________________________________
Contact Phone Number required:  __________________Email: ________________________________
Approval Signature Host Area Dept./Org. Director:   X  ______________________________________

Print Name:  

Provide appropriate GL (general ledger) string for transfer of funds.   

If unsure, please contact your Area’s Budget Administrator, the Controller’s Office or email Accounting@sandiego.edu:

Fund


Org


Acct #


Source


Project


Signature of Budgetary Approval for Host Dept. /Organization: X______________________________

Print Name: 

Approved: Executive Director Auxiliary Services:      X
/

                                                                                                Andre Mallie                                / Date
Instructions for consideration:
Equipment Check Out Policies:  Valid ID Required.  Patron accepts responsibility for returning all equipment on time to the Campus Card Services office by 12 noon, within 1-2 business days after the event.  In the event that equipment is lost or damaged, the Host Dept/Organization Director is responsible for paying any fine or cost, up to and including replacement cost of $500.  
All requests must be made in writing at least five (5) working days prior to the event and dropped off to Auxiliary Services, UC 137, for approval.   This request must be approved by your department head and the appropriate budget administrator for your area prior to submission.  Submitting this form does not guarantee approval. Once approved by the Executive Director, Auxiliary Services, Campus Card will be notified and will inform you as to when to pick up reader for your event.
For CCSO Office Use:  
Copy sent to Campus Card Office on:  _____________


Mobile Reader Location
6013
6014
6015
6016
6017
6018

Mobile Reader # 

Equipment signed out on:  


Name
Date
Equipment signed back in:  


Name
Date

