FERRIS  STATE  UNIVERSITY

Student Fee Request Form

Date:  _______________
     Requester:  ____________________________    Amount:  ______________

Fee Description and Justification: _________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

Anticipated Implementation Date: ________________


Collection Site: _______________________                       Account to be Credited:  _ - _ _ _ _ _ - _ _ _ _

( Student Fee – New

( New Emerging Technology Equipment Request


( Student Fee – Increase

     (Only to be used for new emerging technology requirements that are 

      Current Amount:_______                                not on an existing equipment list; i.e., laptop computers)
Signature:  ________________________________  Phone No.:  ___________  Address:  ____________

Approvals:

Dean/Director:  __________________________________________________
Date:  ____________

Vice President:  __________________________________________________
Date:  ____________

Student Fees Committee Chairperson:  ________________________________
Date:  ____________

President:  ______________________________________________________
Date:  ____________
Summary Procedure:

1. Complete Student Fee Request Form and forward to Dean/Director.  Questions on completing this form maybe directed to the Budget Office at 591-3823.

2. Dean/Director reviews request and, if supports, presents fee recommendation to appropriate Vice President. 

3. Vice President signs and forwards requests, if supported, to Student Fees Committee (SFC).  Vice President returns non-supported request to Dean/Director.  Deadline for submission is February 1 of year preceeding implementation/increase.  Exceptions (to be approved by SFC) only for minimal student fee increases from outside sources that may occur at different times of the year (i.e., ACT or CLEP test fee changes).

4. Student Fees Committee reviews; forwards recommendation to President with copy to appropriate Vice President.

5. President reviews the request and conveys decision to SFC Chairperson.

6. SFC Chairperson sends decision via memo with copy of approved/disapproved form to appropriate Vice President, Dean or Director, Business Operations, Finance Office, Financial Aid and Budget Office.

7. Budget Office adds appropriate fee/change to approved Student Fee listing and provides to Board of Trustees for their information.  The Financial Aid Office adds new approved emerging technology equipment to Equipment List.
Definition:  

Student Fees – Are those student fees which are assessed to underwrite the cost of goods or services and are charged at a legitimate point of sale (clinics, bookstore, health center, golf course, racquet facility, as examples) or fees that are assessed to students as the primary customer, which are intended to augment department or general revenues, or are not charged at a legitimate point of sale.  

Equipment Fees (formerly Tool and Supply) – Are those fees which are required for program-specific equipment or supplies (software, lab coat, tools).  This form must be used for new emerging technology requests.

Criteria for submitting requests to the Student Fees Committee

Items that DO NOT come through the Student Fees Committee:

Routine, course-specific supplies will be treated like textbook items (add to course syllabus) and should go through the normal Departmental/Dean’s Office approval process.  Examples:  scientific calculator, zip disks, diskettes, course specific software, etc.

If course-specific supplies cost over $100, the list then needs to be sent to the Financial Aid Office to become part of the equipment list.  This allows the Financial Aid Office to add the cost to the student’s budget for financial aid consideration.

Routine, course-specific disposable supplies will continue to be supplied by the department.  Examples:  Biology lab items, rubber gloves, gauze needles, first aid items, etc.

Items that MUST come through the Student Fees Committee:

Those fees that are not specifically related to a course and could conceivably affect any Ferris student.   Examples:  Proficiency Exams, Alcohol Education Class, Application Fee, etc.
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