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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 Email to Club Advisors/Officers 
· Written procedures include informational packets given to each club advisor/s and club officers detailing all cash handling requirements sent electronically 
· Request club advisors and club officers to review the cash handling procedures
· Request club advisors and club officers to answer questions and provide feedback
Assessment Methods: 
· Fall 2010 Email to Club Advisors and Club Officers on Cash Handling Procedures included survey below

DE ANZA STUDENT ACCOUNTS

CLUB CASH HANDLING PROCEDURES SURVEY

FALL QUARTER 2010

	Check
	
	
	
	
	
	
	
	
	

	I am:
	 
	Club Treasurer
	 
	Club Advisor
	
	
	

	
	 
	Club President
	 
	Club Secretary
	
	
	

	
	 
	Club Vice-President
	 
	Other (please write in)_________________________

	
	
	
	
	
	
	
	
	
	

	As a result of reviewing the written procedures on Cash Handling for Clubs:
	

	
	
	
	
	
	
	
	
	
	

	1. Do you have the information for when club deposits are to be made?
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	2. Do you have the information for where club deposits are to be made?
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	3. Do you have the information for what forms accompany club deposits?
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	4. Do you have the information for where to get the required forms?
	
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	5. Do you have the information for who to contact for questions?
	
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	6. Do you find these cash handling written procedures helpful?
	
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	7. Will you share this information with all who handle cash for the club?
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	8. For club advisors, will you talk with the club about these procedures?
	Yes
	No

	
	
	
	
	
	
	
	
	
	

	Comments/Suggestions:
	
	
	
	
	
	
	


Assessment Results 1 (from the Email): 
Only one club officer and one club advisor responded to the survey by an email response. An additional club advisor responded to the email survey by submitting a paper copy along with two other club officers. The low response to the email survey were disappointing and are summarized below.

2 Club Advisors

3 Club Officers (1 Club President and 2 Club Vice-Presidents)
Of the five responses to the survey by email, all responses were “Yes” to all questions – 100%
Reflect and Enhance: 
After the poor response to the email and survey sent out, we conducted an ICC Financial Orientation on October 27, 2010. We presented the information verbally along with a paper copy of the Cash Handling Procedures and requested the club officers present to complete the survey. The results are listed below under Assessment Results 2. 
Also, after asking how many of the club officers in attendance received the email, only a few hands went up. It may be the email went into their Junk Inbox.  A few club officers mentioned outside of the meeting that they are bombarded with too many email messages for club information sent by the ICC Advisor, La Donna Yumori-Kaku. It is possible they simply did not take the time to even look at the email for Club Cash Handling.
Assessment Results 2 (from the ICC Financial Orientation): 
· Of the 70 surveys given out, 45 were completed (65%)

· Club officers completing the 45 surveys:

· 15 Club Treasurers

· 17 Club Presidents

· 9 Club Vice-Presidents

· 1 Club Secretary

· 1 ICC Representatives

· 2 Officer Position Not Stated

· 0 Club Advisors

· Of the 45 surveys completed, 37 answered Yes to question 6 - “ Do you find these cash handling written procedures helpful? (83%)

· Of the 45 surveys completed, 42 answered Yes to question 7 - “Will you share this information with all who handle cash for the club?” (94%)
· Out of the 45 surveys completed, 6 had comments/suggestions (14%)

· 2 commented good (one used the word good, the other drew a picture of a smiling face with a “thumbs up”)
· 1 commented “. . .completely unclear, I don’t like the way ICC handles club money”

· 1 commented “still confusing as to what is accepted and how exact procedures work . . .”

· 1 commented “. . .only the ICC Rep is free during this time in many clubs. Lots of club officers need to DITCH class for this meeting”

· 1 commented “tell us how to get money from our account”

Reflect and Enhance: 
Based on our findings, we will continue to give the Cash Handling Procedures to club officers who attend the quarterly ICC Financial Orientation. We will also send out an email with an electronic copy to all club officers and club advisors during Fall quarter of every academic year. The electronic copy is important so that club advisors have the information as well as other club officers who do not attend the quarterly ICC Financial Orientation.
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