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SANTA ANA COLLEGE 

    PLANNING AND BUDGET MANUAL 

Introduction 

The Planning and Budget (P&B) manual has been prepared to serve as a desktop reference for the

Santa Ana College campus community.  It includes the budget priorities recommended by the 

Planning and Budget Committee which are then used by campus departments to develop their 

Resource Allocation Request forms (RARs).  

The budget development process requires careful planning; for that reason, the manual includes a 

comprehensive planning and budget calendar that outlines responsibilities by area throughout the 

fiscal year.  Also, the scheduled meetings for the Planning and Budget Committee can be found in 

the manual for campus faculty and staff interested in attending. 

 The Planning and Budget manual also includes the district Tentative and Adopted budget 

calendars and many other informational resources.  Budget guidelines and accounting procedures 

can be found in the manual to facilitate daily budget transactions such as account requests, budget 

changes and transfer of expenditures.   

We invite you to use this manual and to visit the SAC budget office website for additional 

resources, and also the planning and budget committee website for current budget information. 
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2014-15 SAC Budget Priorities  
Revised 10/1/2013 

2015-16 SAC Budget Priorities  
Revised 11/04/2014 

 
General Priorities 

 Legal Mandates and Compliance* 

 Health & Safety of the Learning and Working   

    Environment  

  Student Completion Initiatives 

 Program & Services Sustainability 

 

 

Specific Priorities  

FTES Production  

1.  Credit 

2.  Non-Credit 

 2a.  Enhanced 

 2b.  Non-Enhanced  

 

FTES Support 

1.  A&R, FA, Counseling 

2. Tutoring, Library, Study Centers, Supplemental  

     Instruction 

 

Support Services  

1. Health & Safety 

2. Maintain Existing Facilities & Equip 

3. Appearance  

4. Go Green 

 
*includes but not limited to:   AB1725, ADA, Title V, etc. 
 
 

 
 
 
 

Approved 10/1/2013 
 

 
   General Priorities 

 Legal Mandates and Compliance* 

 Health & Safety of the Learning and Working   

    Environment  

  Student Success and Completion Initiatives 

 
 

 

Specific Priorities  

FTES Production  

1.  Credit 

2.  Non-Credit 

 2a.  Enhanced 

 2b.  Non-Enhanced  

 

FTES Support 

1.  A&R, FA, Counseling 

2. Tutoring, Library, Study Centers, Supplemental  

     Instruction 

 

Support Services  

1. Health, Safety & Accessibility 

2. Maintain appearance and functionality of the existing     

    Facilities & Equipment. 

3. Make progress on sustainability initiatives 

 
*includes but not limited to:   AB1725, ADA, Title V, etc. 
 
 
 
 
 
 

Approved 11/4/14 
 

 

 

The mission of Santa Ana College is to be a leader and partner in meeting the intellectual, cultural, technological and workforce 

development needs of our diverse community. Santa Ana College provides access and equity in a dynamic learning 

environment that prepares students for transfer, careers and lifelong intellectual pursuits in a global community. 

  

 

 

 

 

 

intellectual pursuits in a global community. 
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October 2015 FY 14/15 Budget Cycle Ends and FY 16/17 Budget Development Begins.

Budget Priorities for FY 2016/17 approved by SAC Planning & Budget Committee.

Resource Allocation Requests forms (RARs) for FY 2016/17 are sent out to all program 
areas.

December 2015 Departments update/complete SAC Resource Allocation Requests.

Governor's 2016/17 Proposed Budget is presented.

Administrative Services compiles SAC Resource Allocation Requests.

RARs reviewed and prioritized by Cabinet.

March 2016
SAC Planning & Budget Committee reviews prioritized RAR list.

SAC Planning & Budget Committee reviews 
District & SAC Tentative Budget Assumptions

April 2016
SAC builds Tentative Budget based on 

SAC Budget Priorities and Tentative Budget Assumptions.

Governor's May Revise is presented.

SAC Tentative Budget summary is sent to Planning & Budget  Committee for review.

SAC Tentative Budget is sent to district.

Fiscal Year 2015/16 District Operations end.

Tentative Budget available for department review after Board of Trustees approval.

Fiscal Year  2016/17 District Operations Begin.
Cabinet reviews and analyzes prior year's budget performance and SAC achievements of 

"key performance indicators" related to SAC Strategic Plan

District and SAC Adopted Budget Assumptions for FY 2016/17 are distributed to Planning 
and Budget Committee for feedback.

Fund 13 proposed expenditures presented to P & B.

September 2016

Board of Trustees approves FY 2016/17 Adopted Budget
Cabinet allocates funding for Resource Allocation Requests items

Annual Fiscal Resources Performance Evaluation is sent out to Campus

Approved 11/04/2014

Revised 11/03/2015

SAC Budget Development Calendar 
Fiscal Year 2015-2016

 January 2016

May 2016

August 2016

November- 2015

June 2016

July 2016
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FY 

15/16
DIV July 2015 August-2015 September-2015 October-2015 November-2015 December-2015

President Cabinet Retreat District and SAC Adopted Budget is completed. FY 15/16 Budget is adopted  by RSCCD Board of Trustees.
Faculty Priorities List is established and presented to 

the SAC Cabinet.

Prioritized list of  RARs for FY 16/17  are submitted by 

program areas to VPs and Administrative Services by  

December  18, 2015
                   Review and analyze prior 

                   year’s budget performance.

Cabinet allocates funding for Resource 

Allocation Requests items

                   Review and analyze SAC 

                   achievement of key 

                  performance indicators.

All program areas receive Resource Allocation Forms.  -  Requests are tied to Division/Department intended outcomesFaculty Priorities List reviewed and finalized

                   Funding of new and replacement 

positions.

Prior year (FY 14/15) Area program review/Area 

Plan evaluation completed (All divisions)

Area Program Review/Area Plan Goals and Objectives  set for 

FY 16/17

Program Review/Area Plan documents are finalized.  

- Departments to list resources needed to execute plans 

and objectives into RARs

Management Review of Planning work Program 

Review.

Instructional Equipment needs assessed as 

prioritized from RAR for FY 15/16
Replacement and new faculty requests submitted 

Deans meet to discuss faculty priority list created by 

Academic Senate and develop management faculty 

priority list using budget priorities criteria.

Faculty Priorities list is established and presented to 

the President

Prioritized list of  RARs for FY 16/17  are submitted by 

program areas to VPs and Administrative Services by  

December  18, 2015

Determine FON requirements for the following year. 

FY 16/17
Faculty Priorities Committee meets.

Program areas to Develop RAR's based on SAC 

Budget priorities, SAC Mision and Vision and 

department intended outcomes

Managers/Deans prepare "draft" division/program

plans for next year 

Prior year Area Plan measured and analyzed 

(FY 14/15). 
Analyze goals and objectives in  Area Plan for FY 16/17 Finalized Area Plan goals and objectives for FY 16/17

Department Chair/X-Factor assignments 

determined for Spring 2016

En
ro

llm
e

n
t 

M
an

. Intersession 2015 extract to Deans for 

Intersession 2016.

Cost schedule-Spring 2016 

Fall 2015 Begins

Cost Schedule- Intersession 2016

Summer 2015 extract to Deans for Summer 2016

Fall 2015 extract to Deans for Fall 2016

RAR Priorities are re-analyzed.
Previous year Area Plans measured and 

analyzed (FY 14/15)

Instructional and Administrative Program Review is launched 

for FY 16/17

- Finalized Area Plan goals 

and Objectives for FY 16/17

Faculty Priorities list is established and presented to 

the President

- Submit SSSP  Budget Plans to the State

Budget changes submitted for adjustment to FY 

15/16 Tentative Budget in preparation for FY 

15/16 Adopted Budget

Fund 13 proposed expenditures processed and 

discussed.
Prior FY expenditure and performance report analyzed

Scheduled Maintenance Priorities forwarded to 

Facilities Committee for review

Budget Performance quarterly report provided to 

SAC Cabinet and Planning and Budget committee.

District and SAC Adopted Budget Assumptions 

are distributed to P&B Committee for feedback
 SB361 Budget model evaluation plan is analyzed.

Prioritized list of  RARs for FY 16/17  are submitted by 

program areas to VPs and Administrative Services by  

December  18, 2015

Planning & Budget Committee conducts an 

effectiveness evaluation of committee work.

Post funded RARs for current Fiscal Year on the Planning 

and Budget website for campus review.

SAC Budget Priorities drafted and submitted to 

Planning and Budget committee for review and 

adoption

Resource Allocation Request forms are distributed 

to all Program areas. ( first week of November)

Scheduled Maintenance and 5 yr plan update – 

priority list created utilizing SAC (RAR)

Budget Performance quarterly report provided 

to SAC Cabinet and Planning and Budget 

committee.

Previous year(FY 14/15) Area Program Review 

results  analized 

Area Program Review Goals and 

Objectives set for FY 16/17
Area Program Review is finalized
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COMPREHENSIVE PLANNING AND BUDGET CALENDAR FY 2015/16
Includes SAC Budget Development, RAR Procedures, Area Plan/Program Review and Enrollment Management calendars
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Prioritized list of  RARs for FY 16/17  are submitted by 

program areas to VPs and Administrative Services by  

December  18, 2015

January-2016 February-2016 March-2016 April-2016 May-2016 June-2016

Area VPs Prioritize RARs in accordance with 

Planning & Budget established budgeting criteria 

consultation with area managers to align with 

SLO materials.

SAC cabinet discussion: Institutional priorities 

and effects on RARs.
 Final Area Plan submitted to area VPs.

Final Area Plans for all divisions 

are posted
RSCCD Tentative Budget approved by Board of Trustees.

SAC Budget Office evaluates current year budget 

performance

– Notify SAC Cabinet of assessment outcome.

Budget Performance report presented to SAC 

College Council.

Cabinet forward recommendations related to the 

outcomes of the budget performance report to 

Planning & Budget for review & action if needed.

Planning cycle for next academic year begins (FY 

16/17)

Faculty and Deans continue discussion on 

budget implications resulting from department 

program reviews and division plans.

Management reviews draft funding categories prioritized by 

SACBO.

Department Chair/X-Factor assignments 

determined for Fall 2016

 Area Plan is due to

 Academic Affair VP Final Area Plan posted

En
ro

llm
e

n
t 

M
an

.

Intersesson 2016 semester begins

Cost Schedule Summer 2016 Cost schedule Fall 2016

Spring 2016 extract to Deans for Spring 2017

Summer 2016 Begins

ST
U

D
EN

T

SE
R

V
IC

ES

 Area Plan due to Student Services VP Final Area Plan posted

Gov. delivers budget proposal for 2016/17. Tentative Budget assumptions for following year 

established by District.

District and SAC Tentative Budget assumptions presented  

to SAC Planning & Budget for review and comment.

50% law analysis takes place by SAC Budget Office 

(SACBO).

SAC Tentative Budget is sent to Planning for review 

(Early May)

- SAC Tentative Budget is submitted to District   

May 19th

Tentative Budget available for Department review.

SACBO compiles Resource Allocation Requests. List of RARs sent to Planning and Budget for 

review then made available to campus 

community via SAC website

Funding categories will be assigned to the Prioritized RARs by 

SACBO sent to SAC Cabinet for prioritization.

SAC Tentative Budget is built utilizing budget criteria 

and Tentative Budget assumptions

Budget memo is drafted and sent out to campus. SACBO begins review of Tentative Budget in preparation 

for Adopted Budget

SAC Planning and Budget Committee Goals are 

established by Planning and Budget committee.

SAC Planning and Budget Committee Goals are 

reviewed and approved by Planning & Budget
Area Program Review due to Administrative Services VP

Area Program Review is shared/

 postedhttp://teams.rsccd.edu/SitePages/Home.aspx 

Budget Performance quarterly report provided to 

SAC Cabinet and Planning and Budget committee.

Define life cycles, fund  & implement a systematic 

updating  of Technology to support college-wide 

effectiveness

Budget Performance quarterly report provided 

to SAC Cabinet and Planning and Budget 

committee.

Prepare and Post SAC Budget Manual
Governor's May Revise is presented to Planning & 

Budget
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CLASSIFIED HIRING CONSIDERATIONS 
 College Goals & Objectives         Strategic Plan Alignment 

 Regulatory Compliance 

 Health and Safety 

 Increased FTEs Production/FTEF 

 Expansion/Renovation of Physical Plant 

 Support for SLO/Improving Student Success 

 Staff ability to complete assigned workload 

 Staff working beyond assigned hours/scope 

 Program Review justification 

 Changing job functions 

 Position previously grant funded 

 # of FTES served by position 

 Use of ST employees 

 

PROCESS – FUND 11 
1. Position requested/Documentation in RAR. (December) 

2. Managers prioritize total dept. personnel requests. 

3. VPs prioritize in accordance w/criteria 

4. VP Admin Services calculates ongoing cost of position 

5. Prioritized List         P&B via RAR process 

6. President makes final decision on hiring plan (August) 

7. Area manager initiates re-org, BCF and iGreentree 

5



DIVISION:

SUBMITTED BY

Directions:
 * Enter items that have been included in your 2014/15 approved or revised program review that require additional funding
 * Sort request by division/department priority. Prioritize by numerical value, # 1 being highest priority of need.

* All Resources Allocation Requests need to be submitted no later than Thursday December 18, 2014

* SAC Strategic Plan

Department/Program Items Description 
Request Type:

Personnel/Facility/Technology/

/Equipment/Supplies/Contracted Svcs etc.,

How does your request relate to 

course/program Student Learning Outcomes 

(SLOs) and Service Unit Outcomes (SUOs)

How does your request relate to 

dept/division goal?

How does your request 

relate to the Strategic Plan? 

Is this a multi-disciplinary or 

campus wide request?

Yes/No- Please explain

P
ri

o
ri

ty

1=
 H

ig
h

es
t

Estimated Cost 

FY 15/16

POTENTIAL SOURCE OF 

FUNDS

General Fund/

Grants/Other 

Date Received: Total - 

SAC RESOURCE ALLOCATION REQUEST

FY 2015/16

 * Dean/Director submits  an electronic copy of this request along with supporting evidence to the SAC Budget office  with a copy to area VP 

SAC MISSION STATEMENT

The mission of Santa Ana College is to be a leader and 

partner in meeting the intellectual, cultural, 

technological and workforce development needs of our 

diverse community. Santa Ana College provides access 

and equity in a dynamic learning environment that 

prepares students for transfer, careers and lifelong 

intellectual pursuits in a global community.

2015-16 SAC Budget Priorities 

General Priorities 

 Legal Mandates and Compliance*

 Health & Safety of the Learning and Working

Environment

 Student Success and Completion Initiatives

Specific Priorities  

FTES Production  

1. Credit

2. Non-Credit

2a.  Enhanced 

2b.  Non-Enhanced  

FTES Support 

1. A&R, FA, Counseling

2. Tutoring, Library, Study Centers, Supplemental 

Instruction 

Support Services  

1. Health, Safety & Accessibility

2. Maintain appearance and functionality of the existing

Facilities & Equipment.

3. Make progress on sustainability initiatives

*includes but not limited to:   AB1725, ADA, Title V, etc.

Rev. 10/6/14 Page 1
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SAC RESOURCE ALLOCATION REQUEST (RAR) PROCEDURES 

 

 This process intends to link all college resource allocation requests to the department/division 

goals, the college mission, the strategic plan and the budget priorities.  The Resource Allocation 

Request Form outlines the college mission and the budget priorities; the form has a link to the 

SAC Strategic Plan document for easy reference. 

1. Budget priorities are determined and approved by SAC Budget and Planning Committee. 

(November) 

2. Administrative Services sends out Resource Allocation Request (RAR) forms. (November) 

 The form needs to include items that have been identified and justified in the department 

program review 

 The requests need to be prioritized by the program areas, including direct ties to college 

budget priorities, college mission, strategic plan, and intended outcomes 

3. All program area RARs and supporting evidence needs to be submitted to the area Vice President 

and simultaneously to the Campus Budget office by the deadlines established. (December) 

4. Campus Budget office compiles college-wide Resource Allocation Requests (January) 

 Segregates requests by VP areas with priorities included 

 Segregates request by specific request type (personnel, facilities, equipment etc,) 

 Provides comprehensive list of RAR’s to area vice presidents. 

5. Requests are reviewed and prioritized by Cabinet (January)  

 Prioritized Resource Allocation Requests are presented to Cabinet by area vice president. 

 Cabinet prioritizes college-wide RARs in accordance with college budget priorities, 

strategic plan, college mission and direct tie to dept/division intended outcomes  

6. Administrative Services provides prioritized list of Resource Allocation Request to Planning and 

Budget for review (February)  

7. Area Vice Presidents review prioritized list with respective departments/divisions and 

communicate the location of possible funding.   Some requests might be funded in the Tentative 

Budget, during the Adopted Budget or possibly later depending on funding availability and state 

budget information.  (June/ September) 

8. Vice President of Administrative Services assigns funding categories and sources of funds to 

prioritized RARs, and presents the information to cabinet and the Planning and Budget 

Committee.   

9. Allocation of funds is validated after approval of Adopted Budget. (September) 

10. Planning and Budget committee as well as management teams are provided with the final 

prioritized RAR list by VP area. (September)  If there are items that were not approved and the 

departments can still justify the need, these items could be included in the Resource Allocation 

Request for the following year.  

7

SAC%20Resource%20Allocation%20Request%20form%20FY%2015-16.xlsx
SAC%20Resource%20Allocation%20Request%20form%20FY%2015-16.xlsx
2014-2016%20Strategic%20Plan%20Update_approved9102014.pdf


2015/2016 

Planning and Budget  

Shared Governance Meeting Schedule 

The mission of Santa Ana College is to be a leader and partner in meeting the intellectual, cultural, technological and 

workforce development needs of our diverse community. Santa Ana College provides access and equity in a dynamic learn-

ing environment that prepares students for transfer, careers and lifelong intellectual pursuits in a global community. 

Planning & Budget Committee 
SAC Foundation Board Room 

1:30—3:00p.m. 

September 1, 2015 

October 6, 2015 

November 3, 2015 

December 1, 2015 

February 2, 2016 

March 1, 2016 

April 5, 2016 

 May 3, 2016 

June 7, 2016

*If needed
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RSCCD Tentative Budget Calendar
Fiscal Year 2015 – 2016

February 17, 2015

Governor’s May Revise

Tentative Budget to FRC For Recommendation to District 
Council 

District Council  Reviews and Recommends Budget  to Chancellor

Fiscal Resource Committee (FRC) Develops Budget Assumptions 
and  Recommends to District Council

Governor’s 2015-2016  Proposed Budget

Business & Fiscal Services Sends Budget Development 
Worksheets to Budget Centers

District Council  Reviews and Recommends Budget Assumptions 
to Chancellor

January 10, 2015

February 25, 2015

March 2, 2015

Budget Deadline for Budget Centers to submit Budget Change 
Forms  to Business Operation & Fiscal Services

May 8, 2015

SAC/CEC SCC/OEC District Services

March 3, 2015

May 15, 2015

June 1, 2015

Chancellor’s Cabinet Reviews and Recommends
Tentative Budget

June 8, 2015

Board of Trustees Approves Tentative BudgetJune 15, 2015

May 27, 2015

Board Approves Budget AssumptionsMarch 9, 2015

Budget on Display for Public ReviewJune 10,11,12, 2015

Approved by Fiscal Resources Committee: February 25, 2015

9



RSCCD Adopted Budget Calendar
Fiscal Year 2015 – 2016

February 17, 2015

Proposed Budget to FRC for Recommendation to District Council

Budget on Display for Public Review

P-1:  February P-2:  JunePrior Year Recalculation: Dec/Jan

Board of Trustees Adopts the Budget

Board of Trustees Approves Ongoing Budget Changes for 
2015-2016 Budget

Other Budget Transfers following State Revisions to Apportionment

Business Operation & Fiscal Services Sends Budget 
Information to Budget Centers 

Board Approval of  Public Hearing Inspection Notice 

Chancellor’s Cabinet Reviews and Recommends Proposed Budget

District Council Reviews and Recommends Budget to Chancellor

September 8, 2015

SAC/CEC SCC/OEC District Services

September 14, 2015

September 9, 10, 11, 2015

August 6, 2015 (revised)

(Previously  August 7, 2015)

August 31, 2015

July 13, 2015

August 19, 2015

Deadline for Budget Centers to Submit Budget Changes to 
Business  Operation & Fiscal Services

September 15, 2015–
June 30, 2016

July 8, 2015 Fiscal Resource Committee (FRC) Develops Budget 
Assumptions and Recommends to District Council

Governor Signs the State Budget July 1, 2015

July 14, 2015

District Council Reviews and Recommends Budget Assumptions 
to Chancellor

July 20, 2015 Board Approves Updated Budget Assumptions

August  17, 2015

Approved by Fiscal Resources Committee: February 25, 2015
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PROCEDURES TO APPLY FOR A GRANT 

Before you apply for a grant a request for authorization to apply for a grant form should be filled 

out with the following information: 

1. General Information about the Grant

2. Project Description/Plan

3. Project Facilities Requirements, if any, and how will they be met

4. Anticipated Project Personnel

5. Curriculum (Program/Course)Impact

6. Implication for the College/District

7. Long Term implication for the College/District

8. Advisement of Proposal to the Following:

- Academic Senate President, - Curriculum Committee Chair, - Department Chair(s) of

Dept Impacted by Project, and RSCCD Research & Grants office

9. Operational Signatures from Project Initiator, Project Administrator and Area Vice

President.

10. Recommendations from College Council and Academic Senate President

11. Final Approval from College President

After getting final approval from College President, the Resource Development department will 

provide you with grant development and grant management services.  Please go to 

http://rsccd.edu/departments/resource-development/Pages/default.aspx for more information.  

30

http://www.sac.edu/AdminServices/Documents/SAC%20Request%20for%20Authorization%20to%20Apply%20for%20a%20Grant%20(approved%20042314).pdf
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Form Approved: College Council 04/23/14 

    
Request for Authorization to Apply for a Grant   

College Council 
Santa Ana College 

 
1. GENERAL INFORMATION: 
 

Project Title:                                            __________________________________________________   
 
Project Initiator:                              __________________________________________________ 
 
Project Administrator:                             __________________________________________________ 
 
Project Coordinator:                             __________________________________________________ 
 
Grantor Agency:                              __________________________________________________ 
 
Grantor Agency Deadline for Proposal:          __________________________________________________ 
 
Funding Period:                               __________________________________________________ 
 

2. PROJECT DESCRIPTION/PLAN: 
 
Estimated grant amount:                                  __________________________________________________ 
Match required:  Yes  No  
Estimated match amount:                                __________________________________________________ 
In-kind/Cash match requirement:  Yes  No  

       Where will funds for match originate?            
       Comments about match:              
 
3.  WHAT ARE THE PROJECTED FACILITIES REQUIREMENTS, IF ANY, AND HOW WILL THEY BE MET? 
 
4.  ANTICIPATED PROJECT PERSONNEL:   

    
  Position Needed            FTE                 Hourly            Existing/New         Funded Match   Stipend or 

           In-Kind       Release Time 

      

      

      

      

      

      

      

 
Is the Project Coordinator involved in any other grants (i.e. manager/coordinator or participant).  If so, what 
amount of release time does she/he receive for the other grant participation? 
 
5.  CURRICULUM (PROGRAM/COURSE)IMPACT: 

 
 

31



 

 
Form Approved: College Council 04/23/14 

6.   IMPLICATIONS FOR THE COLLEGE/DISTRICT: 
 How does this project relate to the goals and objectives of the college?   
 How does this project relate to the goals and objectives of the program to which the grant 

relates?   
 Where is the need for this project identified in the related program’s EMP/DPP/Program Review? 
 Will this project impact other departments/units?  Yes   No  
 If yes, identify which department/unit and explain how you plan to include them in the planning 

process. 
 Please list each department, the chair(s) to whom you spoke and whether or not the faculty in the 

department are willing to participate in the proposed project.   
o Department _________________ Chair(s)__________________ Willing to Participate Yes   No  
o Department _________________ Chair(s)__________________ Willing to Participate Yes   No  
o Department _________________ Chair(s)__________________ Willing to Participate Yes   No  
o Department _________________ Chair(s)__________________ Willing to Participate Yes   No  

 How will project facilities requirements, if any, be met? 
7. LONG TERM IMPLICATIONS FOR THE COLLEGE/DISTRICT: 

 When funding ends, will this project be institutionalized?  Yes   No  
 If so, what is the estimated cost to fund this project?   
 If not, what will happen to this project and the personnel involved with it?       

 
8. HAVE THE FOLLOWING BEEN ADVISED OF THIS PROPOSAL? 
 

 Academic Senate President  Curriculum Committee Chair    Department Chair(s) of  
      Department Impacted 

 RSCCD Research & Grants office                by Project 
 
9. Operational Signatures:  (Obtain signatures in the order below) 

 

              
Project Initiator:        Date 
 

              
Project Administrator:       Date 

 

              
Vice President:        Date 
 

10. Recommendations:  
 

College Council Recommendation:  Yes  No   Date: ____________________________ 
Academic Senate President Recommendation:  Yes  No  

              
Academic Senate President:                    Date 

 
11. Final Approval:  

               
College President        Date    
                                     

32
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Regular

Beyond

Contract/ 

Overtime

Contract

Extension

Substitute

Short-Term/ 

Hourly

(Rev 04/09/14)

Substitute

Long-Term

Intersession/Summer

Beyond Contract

(Excl. Contract Ext.) Sabbatical

TOPS Group Codes

(use specfic TOPS for various instructional and non-

instructional disciplines)

INSTRUCTORS

Full-Time 1110 1313 1112 1311 1116 1314 1190 Instructional <499900*

Part-Time 1310 1311 1315 Instructional <499900*

COUNSELORS

Full-Time 1230 1433 1232 1431 1236 1434 1290 Counseling 631000-639000
Part-Time 1430 1431 1435 Student Services 642000-649001

LIBRARIANS

Full-Time 1220 1423 1222 1421 1226 1424 1290 612000
Part-Time 1420 1421 1425 612000

COORDINATOR

Full-Time 1250 1453 1252 1451 1256 1454 1290 Non-instructional - 601000 or higher
Part-Time 1450 1451 1455 Non-instructional - 601000 or higher

INSTRUCTIONAL ASSISTANTS/ASSOCIATES

Full-Time 2210 2450 Instructional <499900*
Part-Time 2410 2450 2420/2440 Instructional <499900*

*Use TOPS code for program they are teaching

OTHER NON-INSTRUCTIONAL/REASSIGNED TIME

CURRICULUM DEVELOPMENT

Full-Time 1280 1483 1282 1481 1286 1484 602000
Part-Time 1480 1481 1485 602000

DEPARTMENT CHAIR

Full-Time 1280 1483 1282 1481 1484 601000
Part-Time 1480 1481 1485 601000

FARCCD/ACADEMIC SENATE

Full-Time 1280 1483 1282 1481 1484 603000
Part-Time 1480 1481 1485 603000

ACCREDITATION

Full-Time 1280 1483 1282 1481 1484 609000
Part-Time 1480 1481 1485 609000

FRESHMEN EXP/SOPHOMORE EXP/HONORS PROG/PROGRAM DEVELOPMENT/PROGRAM FACILITATION, ETC.

Full-Time 1280 1483 1282 1481 1484 Non-instructional - 601000 or higher
Part-Time 1480 1481 1485 Non-instructional - 601000 or higher

CHILD DEVELOPMENT TEACHERS

Full-Time 1270 1470 1471 1470 692000
Part-Time 1471 1471 1471 692000

DEANS/ASSOCIATE DEANS

Full-Time 1210 Instructional 601000/Non-instructional >610000
Part-Time 1410 Instructional 601000/Non-instructional >610000

NURSING PERSONNEL

Full-Time 1240 1443 1242 1441 1246 1444 644000
Part-Time 1440 1441 1445 644000

PHYSICIANS/PSYCHIATRISTS/PSYCHOLOGISTS

Full-Time 1260 1463 1262 1461 1266 1464 644000, 696000
Part-Time 1460 1461 1465 644000, 696000

Revised 4/15/2014   35
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SAC PROCEDURES FOR NEW ACCOUNTS, BUDGET CHANGES & TRANSFER OF EXPENDITURES (TOE) 

New Accounts 
1. New accounts are requested by division offices; a New Account Request is filled out and e-

mailed to the SAC Budget office. SAC Budget office reviews and validates GL numbers before
sending the form to Fiscal Services department.

2. The originator of the account request can check status of GL account in ACBL or by running a
COAR –chart of accounts report in Datatel.

3. For account requests involving Restricted Funds, contact your Resource Development
Coordinator assigned to your categorical project. Forward account request form directly to
Resource Development department; Resource Development staff will submit the account
request(s) to Richard Kudlik, Fiscal Services Manager for validation and account creation.

Budget Changes 
1. Budget changes are initiated by division offices; it is recommended to run a GLSA report to

assure that you are reviewing all of your accounts, and that you have sufficient funds in the
accounts where you are decreasing the budget. Proceed to complete a Budget Change Form and
include enough information in the reason for change area.

2. Division Dean or Budget Director approves and forwards the BCF to area Vice President for
approval.

3. Area VP approves and forwards budget changes to the SAC Budget office S-203 to check for
availability of funds and compliance.  BCFs are then approved by VP of Administrative Services..

4. SAC Budget office forwards approved budget changes to District Fiscal Services for final review
of account sufficiency and compliance before the budget change is entered into Datatel.

5. The originator of the BCF can check status of GL account in ACBL in Datatel to confirm transfer
of funds.

6. For budget changes involving Restricted Funds, after approval from area Vice President, budget
changes are forwarded to District Resource Development department to review for compliance.
Then, budget change form(s) are forwarded to District Accounting office for final review of
account sufficiency before BCF is entered into Datatel.

Transfer of Expenditures 
1. Transfer of Expenditures (TOE) are initiated by division offices; it is recommended to attach a

LGLA detail sheet showing the amounts that will be transferred to another account.  Make sure
funds are available in the account where the expense will be transferred to for the TOE to take
place.

2. When transferring expenses related to salaries and benefits, there is no need to attach a status
change form.

3. Division Dean or Budget Director approves and forwards TOE to area Vice President for
approval.

4. After area VP approves, TOEs are sent to the SAC Budget office S-203 to check for availability of
funds and compliance. TOEs are then approved by VP of Administrative Services.

5. SAC Budget office forwards approved TOE to District Fiscal Services for final review of account
sufficiency and compliance before the TOE is entered into Datatel.

6. The originator can check status of TOE in ACBL or by running a GLSA report.

7. For TOE involving Restricted Funds, after approval from area Vice President, TOEs are forwarded
to the district Accountant assigned to your categorical project for final review of account
sufficiency before transfer of expenditures are entered into Datatel.
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Budget Change Form Process Diagram 

    Unrestricted Funds    Restricted Funds 

Project Director of Special Projects Fund 

12/33/74 and Fund 11 (match to a special 

project with the exception of SSSP) initiate 

budget change - 

…need to check account balance to make sure

there is enough money in the account and that 

all accounts used are valid existing accounts  

…if account does not exist request account with

Resource Development prior to forwarding 

budget change, Resource Developments submit 

account request to Richard Kudlik 

Forward BCF for (Health Center, Instructional 

Equipment, Lottery, and BSI special project) to VP 

of Administrative Services or Continuing Education 

VP for Signature 

(who should review appropriateness of transfer, 

reverify fund availability and account accuracy) 

Forward BCF to VP of Administrative Services or 

Continuing Education VP for Signature 

(who should review appropriateness of transfer, 

reverify fund availability and account accuracy) 

Department initiate budget change for 

unrestricted funds and SSSP match - 

…need to check account balance to make sure

there is enough money in the account and that all 

accounts used are valid existing accounts  

…if account does not exist request account with

Richard Kudlik prior to forwarding budget change 

Forward Restricted Fund 12/33/74 and Fund 11 

(match to a special project with the exception of 

SSSP) to Resource Development for Signature 

(who should review appropriateness of transfer, 

that is allowable/approved by federal/state/local 

agency and account accuracy) 

Special Projects with Restricted Fund 12/33/74 - will 

be checked by Accountant for accuracy and process 

Fiscal Services checks budget to process for all 

other funds 

FD 11/13/24/31/33/61/62/63/71/72/74/76/79 - need to be signed by Adam O'Connor 

FD 12-need to be signed by Richard Kudlik 

FD 41/42/43-need to be signed by Peter Hardash or Adam O'Connor 
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     STATUS CHANGE FORM PROCESS DIAGRAM

Supervisor/ProgramAdministrator 
Reviews and Verifies Appropriate 
Account Numbers and Budget 

Availability

ASCF/CSCF sent to Human Resource 
Department

Is the account a 
special project  ?

Fiscal Services verifies
account and funds only on 

ASCF 

Human Resources processes 
ASCF/CSCF in Datatel

Resource Development 
Reviews Appropriateness of 
Change and Approves. If 
general fund account also 
listed send to Fiscal Services 

for review

Yes

No

Department Originates ASCF 
(Academic) or CSCF(Classified) Status 

Processed ASCF/CSCF sent to Payroll 
Department

CSCF go directly to Human 
Resources

Are there 
sufficient funds 
in the account? 
Is the account

correct?

Yes

No

Copies of processed CSCF are 
reviewed after the fact by Fiscal  

and Accounting

Process budget change form. 
Hold SCF until BCF is processed

ASCF/CSCF sent to VP Administrative Services 
(credit)/VP Continuing Education (non‐Credit )

ASCF/CSCF sent to area Vice Presidents

No

Yes

		September	30,	2015
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DATE:

TO: Accounting Department

FROM:
Initials Date

It is requested that fiscal year  ___________-___________  account number(s) be assigned as indicated below:

 A=Add

 C=Change

 D=Delete To be filled out by Accounting

Reason for Request: Approval Signatures:

Contact Person:

Date

Name College - Department  Phone No.

Date

A/C/D

Code

Accounting Use Only

        To be filled out by Requestor

Resource Development (for Special Project Only)

Project

XXXX

DateFiscal AdministratorName Phone No.

XXXXX

Fund

XX

Department

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT

Object

XXXX COMMENT

ACCOUNT REQUEST FORM

TOPS

XXXXXX

jp  06/07

Site Administrator
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FISCAL YEAR: FUND TRANSFER NUMBER:

TO: FISCAL SERVICES PROCESS DATE:

FROM: / ENTERED BY:

DATE:

It is requested that changes to budgeted funds be made as listed below:

CREDIT (From) Office Use DEBIT (To)

Amount

Project

XXXX

-                                

Reason for Change: Approval Signatures:

Contact Person:

Phone No.Name Fiscal Administrator Date

President or Vice President Date

Resource Development (for Special Projects only) Date

TOTAL TOTAL -                       

Office Use

Fund

XX

Project

XXXX

TOPS

XXXXXX

Department

XXXXX

Object

XXXX

Fund

XX

TOPS

XXXXXX

Department

XXXXX

Object

XXXX Amount

 Signature - Administrator College - Department Name

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT

 BUDGET CHANGE FORM

2014/15
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TO:

FROM:

Please transfer: in Expenditures

Amount

DEBIT:

   (TO)

TOTAL:

CREDIT:

(FROM)

TOTAL:

Reason for Transfer:

Phone No.

Approved: ______ Disapproved: ______
Date

Approved: ______ Disapproved: ______
Date

Approved: ______ Disapproved: ______
Date

Approved: _______ Disapproved: _______

41D

Date 41

Accounting Department

Other items:

Fiscal Services, Administrator

VP of Administrative Svc (if required)

Area Vice President (if required)

Administrator (not requester)

Requested By:

Vendor Name

Name of Employee

Check# 

-     

-     

 Object
XXXX 

 Department
XXXXX 

Signature

 Fund
XX 

 Project 
XXXX 

 TOPS
XXXXXX 

PO# Voucher#

Employee ID #Payroll# (ex:1A,1B)
Payroll Items:

NOTE:  This is not a fund transfer form. Please check with the Accounting Department if you have any questions.

-$  

Date:

RANCHO SANTIAGO COMMUNITY COLLEGE DISTRICT

REQUEST FOR TRANSFER OF EXPENDITURES

Posting Reference: _____________
College - Dept Name  Name

Accounting Use Only
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Instructional Support Program Guidance 
 
Equipment vs. Supply 

 
Equipment: Tangible property with a purchase price of at least $200 and a useful life of more 

than one year, other than land or buildings and improvements there on. 
 

Supply: A material item of an expendable nature that is consumed, wears out, deteriorates in use; 

or one that loses its identity through fabrication or incorporation into a different or more complex 

unit or substance. 

 
Salary and Wages 

 

 Cannot be used to supplant district personnel salaries and wages 

 Can be used for outside labor 

 Can be used to pay for cost of installation or adaptation of equipment 
 

 
Allowable Items 
 Eligible equipment, library material, or technological enhancement 

 Classroom demonstration 

 Student evaluation or use 

 Preparation of learning materials in an instructional program. 

 Repair, replace, or expand class or lab furniture 

 No equipment allowed for administrative or non-instructional purposes 

 Cannot be used for instructional supplies 
 
There are five categories that will be used to classify instructional support.  The following are 
examples but is not limited to what is shown. 
 

1. Equipment and Furniture 

  Instructional equipment and furniture for primary use by students in instructional programs. 

 Classroom/Laboratory equipment 

i. Whiteboard, Projector screen, Projector, etc. 

 Instructional furniture 

i. Desks, Tables, Podium, etc. 

ii. Chairs, etc. 

 

2. Information Technology 

    Instructional information technology equipment for student use in classrooms and/or 
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laboratories. 

 Desktops, Laptops 

 Monitors 

 Printers 

 Servers 

 Network/Wireless infrastructure 

 AV/TV 

 Multi-media 

 

3. Software 

a. Software licenses are allowed but only the initial year is permitted. 

b. Other permitted software are those that are used in excess of one year 

c. Software modifications that add capacity or efficiency to the software that defers 

obsolescence and results in an extension of the useful life of the software. 

 Registration 

 Counseling 

 Student Services 

 Learning Management Systems for student 

 

4. Adaptive Equipment 

      Adaptive equipment for ADA/OCR students are allowed to assist them in a learning 

environment. 

 

5. Library Material 
 Databases 

 Online subscriptions 

 Books, Periodicals, Videos, etc. 
 

Non-allowable items: Administrative or Non-Instructional Purposes 

Equipment being used for administrative or non-instructional purposes is not allowed. 

 Photocopiers 

 File cabinets 

 Bookcases 

 Computers 

 Networking infrastructure 

 Software licenses
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Instructional Equipment/Library Materials/Technology Procedures 

1. Departments must include Instructional Equipment needs in resource allocation request 

form (RAR). 

2. Administrative Services to notify departments of RAR items funded.  

3. Departments to submit quotes to SAC Budget office for items requested and funded in 

RAR (quotes to include tax, shipping and installation cost, if any). 

4. SAC Budget office will requests accounts and allocate budgets to proper object codes. 

5. Departments are responsible for contacting Maintenance, ITS or Media Services 

departments ahead of time for any electrical upgrades or installation needs. 

6. Departments will enter requisitions and work closely with purchasing and the warehouse 

to coordinate equipment delivery dates. 

7. Departments will submit work orders to Maintenance, ITS and/or Media Services to 

coordinate any needed installation. 

End of Life/Surplus Equipment procedures 

1. Departments fill out furniture and equipment transfer request form located in the 

employee intranet under purchasing department. 

2. Obtain the appropriate administrators signature. 

3. Forward the form to district warehouse operations for processing. 

4. Warehouse forwards form to M&O for items to be removed. 

5. Maintenance and Operations personnel contacts department to arrange removal of surplus 

equipment. 

 All items with a cost or donated value of >$1000 or more per item are included in 

the inventory with the exception of the equipment permanently fixed in a building 

such as heaters or lockers.  The inventory reports include at least the name, 

description, date of acquisition, identification (serial) numbers, tag number, 

campus and department location, and original cost of all items.  

 Items purchased with federal funds are given an additional code number and 

are recorded under a threshold of >$1,000 identified by tag numbers that begin 

with “F”.  

 Equipment may not be disposed of without following the procedure set in 

Administrative Regulation#3405- Surplus Property 

 http://www.rsccd.edu/Trustees/Administrative-Regulations/Pages/Admin-

Regulation-BusFin-Support-Serv-AR3405.aspx 
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