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OVERVIEW

This procedure ensures that mailers which include parking permits are properly inventoried and controlled for the duration of their cash value term. 

FORMS USED: None.

CODES, REGULATIONS, AND DISTRICT POLICIES RELATED TO THIS PROCEDURE:

None.

PRIMARY STAKEHOLDERS: Department of Public Safety, Cashiers Offices, Warehouse Supervisor

COMMENTS

Mailers from the Credentials website, which include parking permits have a cash value and accordingly must be inventoried and tracked for the duration of the cash value period.  This procedure reflects the recommendations of outside auditors.  

STEP
TASK PERFORMED BY
DESCRIPTION
1
Warehouse
Receive Mailers


Sign Purchase Order for mailers and log receipt of the mailer boxes into Warehouse tracking system.  Notify District Cashiers that the mailers are available.























2
District Cashier
Sell Permits 


Log sales of all permits which are sold outside of the credentials system. Assist students with parking permit tracking and sales as needed. 











3 
Public Safety 
Assist students with parking permit questions and answers. Direct students to the credentials website through WebAdvisor to purchase a semester permit. 
4
Cashiers
Return unused permits to the warehouse. 

5
Warehouse
Destroy left over parking permits. 
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