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Procedure Number:   CS 503 

Procedure Title:   Unrestricted Funds Requests 

Relevant Board Policy:  C.1.3 Appropriations and Revenue Sources Relevant 

SACSCOC Principle:   13.5 Control of sponsored research/external funds 

Originating Unit:   Office of Resource Development 

Maintenance Unit:  Office of Resource Development 
Contact for Interpretation:  Director of College Grant Development 

 

I. Purpose/Definition(s):   The purpose of Northeast Lakeview College (NLC) 

Unrestricted Funds Requests procedures is to provide guidelines for processing 

NLC Unrestricted Funds requests from the Alamo Colleges Foundation. These 

funds are used to provide emergency aid to students, and for other purposes that 

benefit the College and align with its strategic plan. All requests must be approved 

by the President. 

  

II. Procedure statement:  NLC Unrestricted Funds is an account established and 

managed by the Alamo Colleges District Foundation.  The account is funded by 

donations collected from various sources.  The funds may be used by the college for 

purchases which cannot be made with operational funds and which support the 

mission of NLC. The Office of Resource Development (ORD) maintains and tracks 

expenditures on this account The NLC President and NLC Executive Team will 

consider each request to determine whether funds will be awarded.  

 

A. Make the Request  

1. A Faculty of staff member completes the ‘Request for Money from 

the NLC President’s Unrestricted Fund’ form.   

a. The form may be obtained from the Director of College and 

Grants Development. 

b. Once completed the form should be submitted to the 

respective Vice-President for the department making the 

request.  

c. Note the following:  Allow a minimum of 15 business days for 

processing. For funding requests for students, the student’s 

account will be credited therefore the student’s Banner ID 

number will be required. For purchases, all receipts for items 

purchased must be submitted to the Director of College and 

Grants Development. 

 

 

B. The Vice-President will present the request to the NLC Executive Team for 

consideration. 

1. A decision is made by the NLC Executive Team. 
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2. NLC President’s Office staff notifies the Requestor, the perspective 

Vice President, and the Director of College and Grants Development 

of decision. 

 

C. Denials/Approvals 

1. If the request is denied, no further actions are taken. 

2. If the request is approved, ORD staff complete an ‘Alamo Colleges 

District Foundation Transfer Request’ form.  

a. The form can be obtained from the Alamo Colleges District 

Foundation SharePoint site. 

b. The completed form is must be signed by the NLC President 

and returned to ORD staff. 

c. ORD staff then submits the signed form to the Alamo Colleges 

District Foundation office for processing. 

 

D. Notification 

1. Upon receiving notification of the completion of the funds transfer by 

the Alamo Colleges District Foundation office, ORD staff will notify 

the requesting department of the availability of the funds. 

 

Attachment:  

Request for Money from the NLC President’s Unrestricted Fund form 

Alamo Colleges District Foundation Funds Transfer Request form 

 

Originator: ________Tammy Toney_______________________________________ 

Date Approved:   4/23/19       

Last Updated:  5/21/19       

 

 

Approved: ___________________________  

Title:   Vice President of College Services 
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