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POLICY AND PROCEDURE

Procedure:
VENDING SERVICES

Policy No.:
4.7
Department:

Administrative Services

Contact:

Vice President for Administrative Services
Policy
Vending provides a variety of products and services for GBC students.  The administrative services department and student government work to meet student (and employee) needs.  Procedures for the collection and deposit of vending machine money must be clearly specified and followed.
Procedures

	1.0 Outsourced Vending


Vending Services Contracts.  Contracts for drink and snack vending services are bid out and entered into as 
needed.  Any special procedures are located in 4.6 Contracts, Grants, Leases, and Agreements.
	2.0  In-House Vending     


Feminine Hygiene Vending Machines.   On a quarterly basis, two employees collect this vending money, one employee from the buildings and grounds department and one from the security department.  Once the money is collected, the two employees take the money directly to the controller's office for deposit into the vending account.

Prophylactic Vending Machines.   The Student Government Association (SGA) takes care of the collection of monies from these machines in the Community College Center. The SGA advisor and an SGA member collect the monies twice a month.  After the money is collected, they take it directly to the controller's office for deposit into the SGA account.
Housing.   Washing machines, dryers, coin changers.
The monies are collected every two weeks with the following procedures:
· The housing coordinator is accompanied by a security officer.
· The washers/dryers coin boxes are emptied into a keyed money bag.
· The change machine is emptied into a bag and also refilled with $60.00.
· The security officer and housing coordinator take the locked money bag to the controller’s office for deposit, where it is deposited into the housing vending account.

Community Center Game Room.  Pool table, air hockey, change machine.

· On a weekly basis, quarters from the game tables are put into the change machine, in dual custody, by the SGA advisor and an SGA officer.  When full, the change machine carries a total of $150.00 in quarters.
· In dual custody, the remaining money is taken to the controller’s office, where it is deposited into the SGA account.  There is a form used to reconcile amounts put back into the change machine and the amounts left over.
· On occasion the SGA may vote to leave the air hockey and pool tables open (free to students) for a limited period of time.   

· The SGA's treasurer is responsible for showing all deposits on a monthly treasurer’s report. It must balance (with receipts) with the revenue report generated by the GBC controller’s office.
	3.0  Distribution of Vending Machine Profits (Elko)


Vending machine profits are distributed quarterly as follows:

· The College will retain 60% of the profits.

· The Student Government Association will receive 25% of the profits.
· Classified Council will receive 15% of the profits.

	4.0 Other Campuses


GBC off-campus centers receive 100% of their profits received from vending services. The profits are deposited into a vending account that has been set up for each off campus center.
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Contact the assistant to the president for any questions, corrections, or additions.
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