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Mission
The mission of the Chancellor’'s Cabinet is to serve as the leadership team ensuring
the capacity of our District to educate students effectively and meet the needs of our
communities in partnership with classified staff, faculty, and other managers.

District Strategic Plan
Cabinet reviewed and provided input on the timeline to complete the District’'s 2014-
19 Strategic Plan.

2013-14 Tentative Budget
Cabinet reviewed and provided input on the 2013-14 Tentative Budget that will be
presented at the June 26, 2013, Governing Board meeting.

Fall Districtwide Marketing Discussion

Since the District has the opportunity to capture growth funding available thanks to
the passage of Prop 30, Cabinet is exploring additional marketing activities similar to
the summer 2013 marketing effort that can be administered districtwide and
compliment what efforts are being done at the colleges.

Business Procedures Receive Final Approval
Cabinet gave final approval to the following:

Bus. 2.01 Attendance Accounting

Bus. 3.30 Externally Funded Projects

Bus. 6.01 (Delete) Guidelines for Processing Applications for Use of
Facilities

Bus. 6.02 (Delete) Guidelines to Determine Fees for Use of College Facilities

Bus. 7.05 (Delete) Fees for Meals Funded by Participants

Bus. 7.31 Preparation of Bank Deposits

Bus. 7.32 Returned ChecksProcedure

The Contra Costa Community College District, founded in 1948 and governed by a publicly elected five-

member board, is one of the largest multi-college community college districts in California. The mission

of the District is to attract and transform students and communities by providing accessible, innovative
and outstanding higher education learning opportunities and support services.




Bus. 9.09

Guidelines for Hosting Official Functions Meals and
Light Refreshments

Bus. 9.42

Contracts/Agreements for Professional Services
and-Adwvice

Bus. 9.43 (Delete)

Contracting for other Than Technical Services

Bus. 9.44 (Delete)

Contracting for Technical Services by Individuals
(Non —Emplovees)

Bus. 10.52 (New)

Donor Recognition




Contra Costa Community College District - Business Procedure 2.01

ATTENDANCE ACCOUNTING

Full-time equivalent students (FTES) shall be reported on forms prepared by the state Chancellor's Office
at such times as required by law or regulation. Each college's office of Admissions and Records is
responsible for accurate reporting of FTES and for entering the data into the state Chancellor's Office
reporting tool. The work file is updated through screen 3A3B and the reports are generated through
screen CA3R within the Enterprise Resource Planning system. After the data are input, the certification of
the attendance reports (CCFS-320, CCFS-321, and CCFS 320-F) is done by the Director of District
Finance Services, or designee.

Reporting Dates for State Apportionment Reports (CCFS-320 CCFS-321, CCFS-320F)

e The "first period" reports encompass data for July 1 through December 31 and are due in the
state Chancellor's Office on or before January 15.

e The "second period" reports encompass data for July 1 through April 15 and are due in the state
Chancellor's Office on or before April 20.

» The "annual’ reports encompass data for July 1 through June 30 and are due in the state Chancellor's
Office on or before July 15.

Correction of Attendance Errors

The District is required to correct significant attendance errors. Factors in the state apportionment formula
consider all districts in total, and any significant attendance report change in one district could impact all
other districts. Every effort must be made to report accurate attendance the first time with notification to
the state Chancellor's Office of any major change in claimed amounts. If corrections are necessary, they
are to be submitted on a CCFS-317 report.

Attendance Computation

The District follows the Student Attendance Accounting Manual (SAAM) for all student workload
measurements. SAAM is a set of statutory and regulatory guidelines all California Community Colleges
must adhere to. An electronic copy of the SAAM is available at the state Chancellor's Office website.
Common terminology and computations are listed for reference.

The "class hour" is the basic unit of attendance for computing FTES. It is a period of not less than 50
minutes of scheduled instruction and/or examination. There can be only one "class hour" in each "clock
hour," except as provided for multiple class hour classes. A class scheduled for less than a single 50-
minute period is not eligible for apportionment. For purposes of computing FTES, a class hour is
commonly referred to as a "contact hour" or "Student Contact Hour" (SCH). A partial class hour can be
claimed for a class scheduled for more than one clock hour.

A clock hour is a 60-minute timeframe which may begin at any time. For example, 8am to 9am or 8:30am
to 9:30am. Each clock hour is composed of one class hour segment and a segment referred to as
passing time," "break," etc. No additional attendance may be claimed for this 10-minute segment, except
as provided for under "multiple class hours." A multiple hour class is a period of instruction scheduled for
more than one clock hour.

The following examples show how weekly student contact hours (WSCH) are computed:

MWF 0800-0850 (excludes passing time) = 3.0 WSCH
MWF 0810-0900 (excludes passing time) = 3.0 WSCH
MWF 0800-0900 (includes passing time) = 3.0 WSCH
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0800t0 0850 =50 min. =1 class hourin 1 clock hour =1.0 WSCH x 3 days = 3.0 WSCH
081010 0900 =50 min. = 1 class hour in 1 clock hour =1.0 WSCH x 3 days = 3.0 WSCH
0800100900 =1clockhour = 1.0 WSCH x3 days =3.0 WSCH

TTh 0800-0915 (excludes break time) =.3.0 WSCH

TTh 0810-0925 (excludes break time) = 3.0 WSCH

TTh 0800-0925 (includes break time) = 3.0 WSCH

0800 to 0850 = 50 min. = 1 class hour =.1.0 WSCH

0850 to 0915 = 25 min. = 0.5 class hours = 0.5 WSCH

1.5 WSCH x 2 days = 3.0 WSCH

Calculation of FTES to WSCH for weekly student contact hours is generally done as follows:

Census Date Contact Hours x Term Length Multiplier / 525 x FTES annualizer

An FTES annualizer is part of the FTES formula because statute specifically requires the use of 525 as
the divisor. The FTES annualizer is a function of the length of the academic year and the proportion of
that year completed during each reporting period in terms of scheduled faculty contact hours of instruction
and examination.

Calculations for other forms of attendance are also listed:

Daily Student Contact Hours (DSCH) is the number of class hours each course is regularly scheduled to
meet on each day multiplied by the number of students actively enrolled in the course.

Census Date DSCH x Days Course is Scheduled to meet / 525 x FTES annualizer

The actual hours of attendance calculation (also referred to as “positive attendance") is based on an
actual count of enrolled students present at each class meeting.

Total Hours of Actual Attendance / 525 x FTES annualizer

Further information on attendance accounting can be found in the SAAM.

Education Code 84501
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Historical Annotation:
11/19/90; Rev.8/1/9, 7/18/00, 00/00/13



Contra Costa Community College District Business Procedure 3.30

EXTERNALLY FUNDED PROJECTS

introduction

Funding from external sources is vital for the establishment of many new and innovative programs and
services enriching the eelleges-and District Offiee. Outside funding enables such entrepreneurial activities as
experimentation with improvements in curriculum design, teaching strategies, methods of instructional delivery
and the creative use of technology in administrative and student services projects, not otherwise possible
through general funds. Along with the preparation, acceptance and receipt of external funding come many
responsibilities involving the application, management and administration of programmatic, financial and
reporting aspects of the grant project. Communication and coordination are essential between District and
Ccollege personnel is—essential-for successful grant projects. Past performance is a consideration in
evaluating the award of future grant funding.

The following procedures shall govern the preparation, submission and implementation of all applications
for funds from sources outside the District.

Grant ission Process

Submission of outside funding requests for special projects, activities, or equipment will follow-the-established
eellege—preeedures be made through the DlstrlctW|de Grant lnformatlon System Ihe—Drstnet—O#ﬁee—et—Grant

: g 5 g A new grant
proposal is developed W|th|n the Dlstrlctvwde Grant Informatlon System through the use of the
“Intent to Submit Proposal” application. After the proposal has been submitted, it will be reviewed
by the site grant office and either denied or forwarded on to the next approval level.

proposal has been approved by the sute grant offlce |t is fonNarded to the coIIege President for
approval. The college President will verify that the grant proposal is consistent with the mission of
the District and respective college and that adequate infrastructure is in place to carry out the
goals of the grant. After the proposal has been approved by the college President, it is forwarded
to the Chancellor for approval. Only after approval by the Chancellor, may the proposal be
submitted to the grantor.
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Upon recelvmg notlflcatlon by
grantor of a successful proposal, the site grant office shall send the accepted proposal to the
college President. The college President shall review the grantor proposal and accept or not
accept the grantor proposal. If the college President accepts the grantor proposal, it is forwarded
to the Chancellor for final acceptance.

hb. FheAssistantContrellerinthe The District Accounting Department will assist the project director
and college business officer in setting up the initial budget in the system, with the correct object
and activity codes.

ic. Copies of project addenda/amendments relating to changes in the project activities, budget,
director or principal investigator, and funding period will be sent to the District Grant-Office
Accounting Department. Each site is responsible for loading all grant documents into the
Districtwide Grant Information System Library.

jd. All projects funded by outside funding agencies will adhere to standard accounting practices,
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College and District fiscal and personnel procedures, and the requirements of the funding source
(refer to Board Policy 5013 regarding the purchase of supplies and equipment). Any request for
personnel to be hired under the grant must be submitted to District Human Resources and
District Payroll with proper activity code and budget coding.

3. Project Closeout

a. The District GrantOffice Accounting Department and the Gollege-Developmentcollege business
offices will maintain complete records of all projects and activities that receive external funding.
The District Accounting Department will maintain complete revenue, expenditure, and other
financial records for each project. Copies of all midterm progress and final reports must be sent
to the District Grant-Office-and Accounting Department. Each site is responsible for loading its
documents into the Districtwide Grant Management System.

b. Federal and state regulations require the maintenance and availability of project records for five
(5) years, commencing on the date of the submission of the final or annual expenditure report or
close of the fiscal year covered by the plan (including any amended ending dates). Grant
accounting records should include (1) a copy of the grant agreement/contract, terms and
conditions; (2) detailed accounting records, including all appropriate supporting documentation for
changes and amendments to the grant; (3) payroll records (supported by individual time and
effort documentation, if required); (4) budgeting; (5) grant payments; (6) refunds; (7) program
income (if applicable); (8) financial, programmatic, and project evaluation reports; and (9)
procurement records, as well as any other documentation required by the funding agency.

4, Service and Fiscal Accountability

a. Underexpenditure-of After project close out, unexpended grant funds afterprojectcloseeut are to

be returned to the outside agency pursuant to terms of the grant or outside-funded project unless
an extension on the project is approved by the funding agency.

b. Overexpenditure of grant funds will be charged to the respectrve srte and may requrre expense
transfers into another appropnate fund. Celleg aside : otie

c. The manager assigned to authorize expenditures is accountable for achievement of grant
objectives and expenditure of grant funds consistent with the approved project budget.
Accountability includes not expending funds beyond grant ineere funding and to assure that all

expenditures are permitted by terms of the grant. Fhe-overexpenditure-orunautherized-use-of
grant-funds-mayresult-in-employee-diseipline-

Historical Annotation:
Administrative Procedure 8900.02 10/14/80
12/1/84, Rev. 3/1/88, 4/19/88, 11/19/90. 8/1/96, 7/18/00, 10/8/02, 2/4/03, 00/00/13



Contra Costa Community College District Business Procedure 6.01

DELETE THIS PROCEDURE

Historical Annotation:
10/22/79, 11/19/90, 7/18/00



Contra Costa Community College District

Business Procedure 6.02"

DELETE PROCEDURE
MOVED TO BUSINESS PROCEDURE 6.04

GUIDELINES TO DETERMINE FEES FOR

USE-OF COLLEGE FAGILITIES

Historical Annotation:
12/1/84, 11/19/90



Contra Costa Community College District Business Procedure 7.05

DELETE THIS PROCEDURE
SUBJECT MATTER COVERED IN
BUSINESS PROCEDURE 9.09

FEES FOR MEALS FUNDED BY PARTICIRANTS

Historical Annotation: Related Board Policies:
3/2/82, Rev. 12/6/84, 11/19/90, 7/18/00, 00/00/13 Board Policy 5009



Contra Costa Community College District Business Procedure 7.31

PREPARATION OF BANK DEPOSITS

To provide uniformity in accounting, all bank deposits are to be prepared as follows:

1. Each session is verified and counted separately. Cash, checks and credit card payments are
counted and must balance to session total.

2. The total amount of cash and checks are to be deposited by account (general clearing, trust,
associated students, cafeteria, financial aid, etc.) into sealable bank deposit bags.

3. Each deposit bag will have a triplicate deposit slip. The original and one copy are included in the
sealed bank deposit bag. The last copy is attached to the daily cash reconciliation sheet.

4. The sealed deposit bags for cash and checks are listed by amount and bag number on the daily
courier log and signed for by the cashier’s office supervisor and the armored car courier.

Historical Annotation: Related Board Policies:
Administrative Procedure 8431.02, 7/1/74 Board Policy 5009
12/1/84, 11/19/80, 00/00/13



Contra Costa Community College District ; Business Procedure 7.32

RETURNED CHECKS PROCEDURE

The cashier's office will notify a student by mail if a check is returned for any reason (e.g., insufficient
funds, stop payment or account closed). A "bad check restriction" hold will be placed on all accounts,
which blocks the ability to add/drop classes, obtain grades or transcripts, or any other records or
registration service. To remove the account hold, a student must pay the original check amount plus a
$15.00 returned check charge.

Checks returned for any reason (e.g., insufficient funds, stop payment or account closed) by non-students
will have the revenue removed by journal entry. The department where the revenue was originally
deposited and the college business office will be notified by the cashier’s office and will be responsibte for
any follow-up with the individual or entity whose check was returned.

The District reserves the right to refuse to accept personal checks from persons who have previously
written bad checks.

California Civil Code Section 1719
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Historical Annotation: Related Board Policies:
3/25/85, 11/19/90, 7/18/00, 00/00/13 Board Policy 5009



Contra Costa Community College District : Business Procedure 9.09

GUIDELINES FOR-HOSTING-OFFICIAL-FUNGTIONS MEALS AND LIGHT REFRESHMENTS

District funds may be used to provide light refreshments (coffee, punch, cake, etc.) or meals for official
functions of the District with approval of the Chancellor, e~Gcollege Presidents or their designees. Ghancellor.

Fhe-applicable-procedure-follows: All District and college purchasing procedures shall be followed.

3—Light Refreshments-

Light refreshments may be authorized at certain District-sponsored meetings or formal training
sessions. This authority is not intended for use with the normal daily business of employees, but
rather for special situations or occasions under the following conditions:

the purpose of the meeting is to conduct official District business or to provide formal
training sessions that benefit the District or recognize District or employee
accomplishments;

the meeting involves District employees or Board members; and

4— Meals-

Meals may be authorized at certain District-sponsored meetings or formal training sessions. This
authority is not intended for use with the normal daily business of employees, but rather for special
situations or occasions under the following conditions:

the purpose of the meeting is to conduct official District business or to provide formal
training sessions that benefit the District or recognize District or employee
accomplishments;

the meeting involves District employees or Board members;

the meal is an integral part of the meeting or formal training event;

the name and affiliation of all participants is indicated on the invoice or an attached
listing;

the purchase of meals for individuals other than employees or Board members is
restricted to persons with an official relationship with the District, i.e., member of an
accreditation team, advisory committee, high school principal, etc.;

the purchase of meals is limited to functions which can be substantiated as a legitimate
District expense where a service to the District is being performed and not construed as
a gift of public funds; and

Certain grantors prohibit the purchase of meals. In these instances, alternative funding must be used.
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Historical Annatation: Related Board Policies:
§/16/79, 12/6/84, 11/19/90, Rev. 5/26/92, 7/18/00, 00/00/13 Board Policy 5012



Contra Costa Community College District Business Procedure 9.42

CONTRACTS/AGREEMENTS FOR PROFESSIONAL SERVICES AND-ADVICE

Contracts for the services of persons who qualify as professional experts may occur without competitive
bidding. Professional experts are persons specially qualified to provide services and advice in financial,
economic, accounting, engineering, legal or administrative matters. They must be specially trained,
experienced and competent to perform the services required. Compensation for professional services and
advice from professional experts may be paid from available funds in the amounts deemed proper for the
services rendered. For professional service contracts, the following criteria shall apply.

21. Any person employed for such professional service shall be specially trained and experienced and
competent to perform the speseial services required. Employment may properly be made without
competitive bidding. However, if the Chancellor determines that the services needed are more of a
technical nature and involve little professional judgment, bids may be required in the public interest.

32. The employment may be for a specific project or on a continuing basis as provided by law.

43. Types of services included are those not normally provided by educational agencies. Examples are:
employee classification studies, building inspectors, insurance actuarial studies, negotiators,
consultants requiring specialized licenses (medical, land appraisers, real estate brokers, etc.), audits,
etc.

64. Employment may be with any individual firm, partnership, corporation, association, or other legal
entity permitted by applicable law to provide such service.

Professional service contracts are to be placed on the Governing Board agenda pursuant to Business
Procedure 9.45, Request to Place Contract on Governing Board Agenda. Following Governing Board action,
the Director of Purchasing and Contract Services shall execute the contract.

Historical Annotation: Related Board Policies:
12/1/84, 11/19/80, 7/18/00, 00/00/13 Board Policy 5010

Related Procedures:
Business Procedures 8:06-0:43; 9.45



Contra Costa Community College District : Business Procedure 9.43

DELETE THIS PROCEDURE

CONTRACTING FOR OTHER THAN TECHMICAL SERVICES
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Historical Annotation: Related Board Policies:
11/17/81, 11/19/90, 7/18/00 Board Policy 5010

Related Procedures:
Business Procedures 9.40, 9.42, 9.44



Contra Costa Community College District : Business Procedure 9.44

DELETE THIS PROCEDURE

Historical Annotation: Related Board Policies:
11/30/76, 11/19/90, 7/18/00 Board Policy 5010
Related Procedures:

Business Procedures 9.43, 9.45, 11.04



Contra Costa Community College District New Business Procedure 10.52

DONOR RECOGNITION

The purpose of this procedure is to provide standard guidelines among the District’s colleges and centers
in naming major buildings, sites, rooms, common areas, real property or endowments. This procedure
shall be in accordance with Board Policy 5029, Donor Recognition.

Process

1. To be eligible for consideration, a major financial contribution to the District or to its respective
colleges must be made through at least one of the college foundations. A major financial
contribution can be in the form of a gift of cash or other acceptable consideration such as real
property, stock, or an irrevocable trust.

2. Requests for the naming of major buildings, sites, rooms, common areas, real property or
endowments shall be submitted to the respective President’s Office at each college. The
request should include a rationale for the request, a biography or history of the proposed
person or entity’s name as well as the person or entity’s connection to the college or District.

3. The President’s Office shall then determine if the proposal has merit and meets the necessary
criteria to be forwarded for further consideration.

4. The college President shall then institute a process to assure broad-based input into the
proposed naming of major buildings, sites, rooms, common areas, real property or
endowments. This process shall include consultation with students, staff, community
representatives and any other representation the college President deems advisable.

5. The college President shall make a recommendation to the Chancellor only after compliance
with the procedural process. The recommendation to the Chancellor must include an
explanation of the consultation and review process used to arrive at the determination.

6. The Chancellor shall review the recommendation and determine if it is to be forwarded to the
Governing Board for approval.

Restrictions

1. Major buildings, sites, rooms, common areas, real property or endowments will not be named
for individuals while they are employed by or officially involved with the District. Naming after
such persons shall be no earlier than one year following the conclusion of their relationship with
the District.

2. If a naming request is made for a deceased individual, at least two years must pass before the
request shall be considered.

Historical Annotation: Related Board Policies:
00/00/13 Board Palicy 5029
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