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I. PURPOSE
The purpose of this P&TSP is to outline procedures regarding the purchase, issuance, and appropriate usage of Departmental Guest Permits procured from Parking and Transportation Services.
II. GENERAL
A. Departmental Guest Permits (DGP’s) are available to University departments at a cost of $1.00 each.  
B. Departmental Guest Permits are designated for the parking zones listed on the permits unless advanced arrangements have been completed with Parking and Transportation Services.  
C. Upgrades to A zone parking with the Departmental Guest Permit must be date and zone stamped by the Parking Office.

D. If a vehicle displaying a Departmental Guest Permit is parked in the wrong zone, the vehicle is subject to receive a citation in the amount of $20.00.  
E. Departmental Guest Permits are not authorized for issuance to current staff, faculty, or students.  If a staff member, faculty member, or student misuses a Departmental Guest Permit, their vehicle will be cited for illegal use of permit ($50.00 fine).  
F. Beginning July 1, 2010 Departmental Guest Permits will be issued on a fiscal year basis, July 1 thru June 30th, the next calendar year. Permits are non-refundable and expired permits will not be exchanged. 
G. If during the fiscal year it becomes necessary for Parking and Transportation Services to change or modify the status of the DGP’s, an advance notification will be sent to the university departments stating the date that current Departmental Guest Permits become invalid. Departments that have Guest Permits in their inventory at this time will be authorized to exchange (at no cost) up to a maximum of fifty permits. 
H. Departments failing to properly complete the required additional information for the proper use of Departmental Guest Permits prior to issuance may be denied further Departmental Guest Permit purchases or usage.
I. University departments must comply with these general guidelines to ensure that visitors and guest do not receive parking citations.

III. PROCEDURES

A. Purchase

1. Permits may be purchased with cash, check, invoice billing, or interdepartmental budget transfer.  
2. If paying with an interdepartmental budget transfer form, the permits cannot be issued to departments until the original form with authorized signature(s) and FOAP code has been received by Parking and Transportation Services. The following information must be included on the Interdepartmental budget transfer form: Contact name, phone number, building, room number, and department to which the Departmental Guest Permit is to be sent.

B. Large Group Event

1. If a department is purchasing Departmental Guest Permits for a large group event (20 or more vehicles), special arrangements must be scheduled two weeks in advance (by email) to Parking and Transportation Services External Operations.  This policy will ensure parking lot space accommodation is available for the visiting vehicles.  
2. Parking and Transportation Services will charge a per person staffing fee in the amount of $17 per hour for events requiring parking control assistance.  
3. For events which result in parking at remote locations, special shuttle service arrangements must be made (prior to the event) by the department scheduling the event with ECU Student Transit.
C.  Departmental Guest Permits Required Information
1. The Departmental Guest Permits are to be dated for one day only. 
2. Issuing departments must complete the Departmental Guest Permit using a permanent marker (pencil is not permitted) with the department name and date for the Departmental Guest Permit to be valid.

3. A Departmental Guest Permit without a proper date is not valid for parking and is subject to being cited for illegal use.

4. All information (date, parking zone, etc.) written or stamped on the permit must not be changed for use on any subsequent day.  
5. Changing information on a Departmental Guest Permit is considered Alteration of a Permit.  
6. Departmental Guest Permits that have been altered will result in vehicles being cited with a $50 illegal use of permit and are subject to being towing at the owner’s expense.  
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