KCTCS ADMINISTRATIVE POLICIES AND PROCEDURES

3.3.18 KCTCS Fund-Raising Policy

While KCTCS encourages employees’ fund-raising on its behalf, proper coordination and
approval is necessary to avoid conflicts and confusion.

Therefore, all fund-raising activities conducted on behalf of or in the name of the KCTCS
colleges as a whole, or any individual KCTCS college, by any employee shall be
coordinated together with the office of the president/chief executive officer of the
applicable college or the Chancellor. Grants or gifts may not be accepted on behalf of the
applicable college or the Chancellor, as applicable, without the approval of the college
president/ceo or the Chancellor.

It is unlawful for anyone to appropriate for their use or the use of another the name, logo,
seal, emblem, or any other trademarks or service marks of a KCTCS college or of the
KCTCS without the written permission of the president/ceo of the applicable college or
of the Chancellor, as applicable.

3.3.19 Outside Activities—- KCTCS

Employees are required to conduct their activities on behalf of KCTCS with the utmost
good faith and loyalty. Employees may not compete with the college at which they work
or with KCTCS, or convert business opportunities of the college at which they work or of
KCTCS to their personal gain or advantage, or the gain or advantage of another.
Employees may not convert confidential information or trade secrets of the college at
which they work or of KCTCS to their personal gain or advantage, or the gain or
advantage of others.

3.3.20 KCTCS Travel Policy

Official travel in Kentucky, and within the other forty-nine states and the District of
Columbia, and travel to foreign countries is governed by Kentucky Revised Statutes,
Chapters 42, 44, and 45. These regulations apply to all travel of KCTCS and affiliated
corporations. Special rules and regulations apply to out-of-country travel charged to
non-state funds. (See KCTCS Business Procedures Manual.)

4-30-99 8-26-03; 5-31-06 8-26-03; 5-31-06

Approval Date Date(s) of Last Review Date(s) of Last Revision
(Include all dates in
chronological order)

(SIGNED) 5-31-06 (SIGNED) 5-31-06

Recommended by Date President, KCTCS Date



