
Damage occurs 

Damage identified and  
reported via incident 
report, police report, or 
work request 

Responsible party 
identified 

Damage list given to Hall 
Council AD assigns a charge to the 

damage 

Incident report or work 
request given to the 
Director of Housing 
Operations as “unassigned 
charge” 

AD assigns a charge to 
the damage 

AD meets with 
responsible party for 
discipline/billing 

HC investigates and 
provides additional 
information. Sends 
damages back to AD 
as “unassigned 
damage” 

HC investigates and 
decides responsible 
party (i.e. building, hall, 
individual 

By last day of classes, 
HC distributes itemized 
damage list and 
collects money. 
(Damage after last day 
of classes determined 
by AD.) 

Incident report or work 
request submitted to 
the Director of Housing 
Operations for billing Incident report or work 

request given to 
Director of Housing 
Operations as 
“unassigned damage” 
at end of semester 

Receipts given to 
those who pay 

Appeals sent to HC—
fall. (Must be received 
in writing by end of 
Jan.) Appeals sent to 
AD (spring). 

Itemized list of 
damages and one 
check from each HC 
given to the Director of 
Housing Operations 

List of those who have 
not paid given to the 
Director of Housing 
Operations. Bills sent. 
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