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SANTA ANA COLLEGE 

PLANNING AND BUDGET MANUAL  2018- 2019

Introduction 

The Planning and Budget (P&B) Manual was first developed in fiscal year 2013-14 to serve 

as a desktop reference for the Santa Ana College campus community.  It includes 

the SAC budget priorities recommended by the Planning and Budget Committee, 

which is used by campus departments to develop their annual Resource Allocation 

Request forms (RARs) in accordance with program review.   

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. It also includes the Planning and 

Budget Committee meeting schedule for campus community members interested in attending the 

open meetings. 

The manual also includes the district Tentative and Adopted budget calendars and 

many other valuable informational resources such as SAC budget guidelines and 

accounting procedures that facilitate the daily budget transactions including, but not 

limited to account requests, budget changes and transfer of expenditures.    

We invite you to refer to this manual regularly and to visit the SAC budget office website for 

additional resources, as well as the planning and budget committee website for current SAC budget 

information.

Sincerely,

Bart S. Hoffman, Ed.D.
Interim VP of Administrative Services
Santa Ana College
Planning & Budget Process and Procedures Manual

http://www.sac.edu/AdminServices/Pages/SAC%20Budget-Office.aspx
http://www.sac.edu/AdminServices/budget/Pages/default.aspx


 
 
 

2017-18 SAC Budget Priorities 
Revised 11/01/2016

2018-19 SAC Budget Priorities 
Revised 10/03/2017

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, Online Instruction and Course
Management System Support.

3. Marketing

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 11/01/2016 

General Priorities 
• Legal Mandates and Compliance*
• Health & Safety of the Learning and Working

Environment
• Guided Pathways

Specific Priorities 
FTES Production 
• Credit
• Non-Credit

a. Enhanced
b. Non-Enhanced

FTES Support 
1. A&R, FA, Counseling
2. Tutoring, Library, Study Centers, Supplemental

Instruction, Online Instruction and Course Management
System Support.

3. Marketing

Support Services 

1. Enhance appearance and functionality of the existing
Facilities & Equipment.

2. Make progress on sustainability initiatives

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

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. 
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Santa Ana College 

Planning and Budget Committee 

Proposed 2017 - 2019 

SAC Planning and Budget Committee Goals 

SAC PLANNING & BUDGET COMMITTEE GOALS: The committee shall establish goals that are measureable and 

achievable; review, adjust, modify, or otherwise change, on an annual basis, the goals of the committee; establish 

criteria for determining the effectiveness of achieving the stated goals. 

BASIC AND ONGOING GOALS: 

 Clarify, communicate and train the planning and budgeting process within the committee, divisions and
across the campus.

 End the fiscal year with a positive balance and a contingency reserve.

 Perform an annual institution-wide evaluation of the effectiveness of the Resource Allocation Process and
analyze the results to enable for continuous improvement.

 Implement a more robust total cost of ownership program and utilize it as a budgeting tool for technology
upgrades and physical facilities.

• Evaluate how budget process ties into program review and how to use technology to automate
the process.

Approved 3/6/2018 
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August 7, 2018

September 4, 2018 

October 2, 2018 

November 6, 2018  

December 4, 2018 

February 5, 2019 

March 5, 2019 

April 2, 2019  

May 7, 2019 

Planning and Budget  

CommiƩee 2018/2019 MeeƟng 

Schedule SAC FoundaƟon Board 
Room

1:30—3:00p.m. 
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 FY 2017/18 Budget Cycle Ends and FY 2019/20 Budget Development Begins

Resource Allocation Requests forms (RARs) for 2019/20 are sent to all program areas

November-2018 Finalize annual institution wide evaluation of effectiveness of the RAR process and analyze the results

to enable continuous improvement (Committee goal)

December-2018 Departments complete and submit SAC Resource Allocation Requests for 2019/20

Governor's 2019/20 Proposed Budget is released

Administrative Services compiles SAC Resource Allocation Requests

Vice Presidents, Department Deans and Managers meet to prioritize division RARs

Cabinet prioritizes college-wide RARs

SAC Planning & Budget Committee reviews prioritized RAR list

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

Budget Priorities for FY 2019/20 are discussed and approved by SAC Planning & Budget Committee

SAC builds Tentative Budget based on SAC Budget Priorities and Tentative Budget Assumptions

SAC Tentative Budget is sent to District Fiscal Services

Governor's May 2019/20 Revised Budget is presented

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

End of District Operations Fiscal Year 2018/19 

Tentative Budget available for department review after Board of Trustees approval

Beginning of District Operations Fiscal Year 2019/20

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 2019/20 are distributed to Planning & Budget 

Committee for feedback

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

Fund 13 proposed expenditure plan presented to Planning & Budget Committee for Adopted Budget

Board of Trustees approves Adopted Budget FY 19/20

Cabinet allocates funding for Resource Allocation Requests items 

Planning & Budget Subcomittee reviews SAC Resource Allocation Request procedures

Perform annual institution-wide evaluation of effectiveness of the RAR process and analyze the results 

to enable continuous improvement (Committee goal)

P&B 8/7/2018

September-2019

August-2019

SAC Budget Development Calendar 
Fiscal Year 2018-2019 

January-2019

May-2019

March-2019

October-2018

April-2019

June-2019

July-2019
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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, student learning outcomes 
(SLOs) for Academic Depts. and service learning outcomes (SLOs) for Administrative/Support 
Depts. The Resource Allocation Request Form outlines the college mission and the budget. 

1. The Budget priorities are discussed and determined by SAC Budget and Planning Committee.
(April/May)

2. Budget priorities are approved by SAC Budget and Planning Committee. (August/
September)

3. Administrative Services sends out Resource Allocation Request (RAR) forms.
(Early October)

• 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

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

• Academic Affairs – Vice President, Division Deans and Faculty
Representatives will meet to prioritize RARs for submission (refer to
Academic Affairs Best Practices) (November)

• Administrative Services – Vice President, Department Managers meet to prioritize
RARs. (January)

• Student Services – Vice President, Division Deans meet to prioritize RARs.
(January)

• Continuing Education -Faculty and Dean’s submit the Departmental
prioritized RAR’s. (December) The Vice President works with the Deans, Faculty,
and Staff to prioritize RARs. (Spring)

5. All program area RARs and supporting evidence needs to be submitted to the Campus
Budget office by the deadlines established. (December)

6. 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.

7. 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 department/division
intended outcomes.

8. Administrative Services provides prioritized list of Resource Allocation Request to Planning
and Budget for review (February)
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9. 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, durthe the
Adopted Budget or possibly later depending on funding availability and state budget information.
(June/ September)

10. 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.

11. Allocation of funds is validated after approval of Adopted Budget. (September/October)
12. Planning and Budget committee as well as management teams are provided with the final prioritized

RAR list by VP area. Rational for unfunded items will be included. ( Area VP and Deans will
communicate with faculty and staff to determine 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.) (October)

Rev. 11/2017 

Santa Ana College inspires, transforms and empowers a diverse community of learners. 
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Santa Ana College 

RAR Procedure Academic Affairs 

Best Practices 

1. Administrative Services sends out Resource Allocation Request (RAR) forms to Division Deans.
(Early October)

2. Division Deans forward RAR forms to Department Chairs (Early October)

3. Department Chairs work with faculty to identify needs. (October)

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

department program review.

 RARs should include items not funded in the previous year, new items and those considered

outside of normal operating needs (new furniture, software, instructional supplies,

instructional equipment, classified personnel).

 RARs should not include faculty positions nor currently budgeted on-going operational

needs (annual instructional supplies).

4. RARs are submitted to the Area Dean for review. (early November)

5. Area Dean along with Department Chairs (all or only those who have submitted RARs) meet to

rank division RARs. (November)

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

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

 The Division (dean and faculty) identifies top priorities in each category collectively.

 Faculty representative for Academic Affairs RAR ranking meeting is identified by participating

faculty and Area Dean.

6. All Division unranked priority RARs and supporting evidence needs are submitted to the area

Vice President. (November)

7. Academic Affairs – Vice President, Division Deans and Faculty Representatives meet to prioritize

RARs for submission. (December)

8. All ranked program area RARs and supporting evidence are submitted to the Campus Budget

office. (December)

9. 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)

10. Academic Affairs VP and Deans receive final list of funded RARs. (October)

11. Deans work with faculty and staff to process purchases of funded RARs.  (October – March)

Rev: 11/2017 
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RSCCD Tentative Budget Calendar
Fiscal Year 2018 – 2019

February 21, 2018

Governor’s May Revise

FRC Recommends Tentative Budget 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 2018-2019 Proposed Budget Released

Sites begin work on budget development worksheets for 
Tentative Budget 

District Council Reviews and Recommends Budget Assumptions to 
Chancellor

January 10, 2018

February 21, 2018

March 5, 2018

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

April 18, 2018

SAC/CEC SCC/OEC District Services

March 6, 2018

May 15, 2018

June 4, 2018

Board of Trustees Approves Tentative BudgetJune 11, 2018

May 23, 2018

Board Approves Budget AssumptionsMarch 26, 2018

Budget on Display for Public ReviewJune 5,6,7, 2018
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RSCCD Adopted Budget Calendar
Fiscal Year 2018 – 2019

February 21, 2018

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 
2018-2019 Budget

Other Budget Transfers following State Revisions to Apportionment

Sites begin work on budget development worksheets for 
Budget 

Board Approval of  Public Hearing Inspection Notice 

District Council Reviews and Recommends Budget to Chancellor

SAC/CEC SCC/OEC District Services

September 10, 2018

September 5,6,7, 2018

August 2, 2018

August 20, 2018

July 9, 2018

August 15, 2018

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

September 10, 2018–
June 30, 2019

July 3, 2018 (Tuesday) Fiscal Resource Committee (FRC) Develops Budget 
Assumptions and Recommends to District Council

Governor Signs State Budget July 1, 2018

July 10, 2018

District Council Reviews and Recommends Budget Assumptions 
to Chancellor

July 16, 2018 Board Approves Updated Budget Assumptions

August 13, 2018
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Guidelines for Distinguishing Between Supplies and Equipment (BAM 
Appendix D) 

One common accounting challenge districts face is that of distinguishing between supplies and 
equipment, between equipment and improvement of grounds, and between equipment/building 
fixtures and service systems. Nevertheless, districts must correctly identify each expenditure if 
they are to achieve the necessary uniformity of accounting. 

Whether an item should be classified as equipment or as supplies is determined on the basis of 
the length of time the item is serviceable and on its contribution to the value of the district. For 
example, supplies are constantly being consumed and replaced without increasing the value of 
the physical properties of the district. Equipment has relatively permanent value, and its 
purchase increases the value of the physical assets of the district. 

Expenditures made by districts for equipment, improvement of sites, building fixtures and 
service systems are charged as capital outlay; expenditures for supplies are charged as current 
expense. The purchase of equipment either as direct purchase or lease-purchase must be 
recorded in object classification 6400, Equipment.  

Supplies are items of expendable nature that are consumed or worn out, deteriorate in use, or 
are easily broken, damaged or lost. Examples include paper, pencils, cleaning materials, nails, 
scissors, test tubes, and keys.  

Items that have a relatively short service life (less than one year) and that, therefore, must be 
replaced frequently are also charged as supplies. Examples include brooms, tools, and rubber 
stamps.  

Computer software and hardware could fall into either category, supplies or equipment, 
depending on the cost and useful life. To determine which category of expenditure an item 
belongs, follow the questions and/or guidelines listed below. 

Some articles clearly cannot be classified as either supplies or equipment. They have the 
characteristics of equipment, but they have a low unit cost or are frequently lost, broken or worn 
out and replaced in normal use. To obtain uniformity, the district should assign items to the 
various classifications on the basis of the answers to the questions in the list below: 

1. Does the item lose its original shape and appearance with use?
2. Is it consumable, with a normal service life of less than one year?

3. Is it easily broken, damaged, or lost in normal use?
4. Is it usually more feasible to replace it with an entirely new unit than to repair it?
5. Is it an inexpensive item? Does the small unit cost make it inadvisable to inventory the
item? See Education Code Section 81600.

If the answer to one of the above five questions is yes, the item should be classified as a supply 
item and the expenditure should be recorded within object classification 4000. If all answers are 
no, the item should be classified under object classification 6400, Equipment. 
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Another method of distinguishing equipment from supplies is to follow the useful flowchart 
below. 

Guidelines for Distinguishing Equipment from Supply Items 
(Listed in Priority Order) 

Lasts more than one year -> NO 

⇓ Y E S 

Repair rather than replace -> NO 
⇓ Y E S 

Independent unit rather than being At first NO 
incorporated into another unit item -> NO item is declared to be SUPPLY 

⇓ Y E S 

Cost of tagging and inventory  
small percent of item cost -> NO 

⇓ Y E S 
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Equipment 
By way of example, let us classify both a personal computer and a calculator. The computer is 
likely to last more than one year, and if it did break down, it is most likely to be repaired. The 
calculator may last more than one year, but in the event that the calculator stopped working, it 
Would be replaced, not repaired.  

Thus, it would be declared a supply. Although it is not necessary to continue down the list of 
other criteria, note that many of them support the classification of calculator as supply rather 
than equipment. It would not be subject to special control, because the cost of keeping inventory 
on it would represent a large percentage of the cost. Nor is the cost in excess of the minimum 
dollar value established by the Budget and Accounting Manual. All of these criteria strengthen 
the classification of calculators as supplies. 

NOTE: It is important to note that the policies of a district may override any of these 
guidelines. Districts may also wish to include in their historical inventories, audit trace 
inventory system, or any other acceptable inventory system those items whose 
acquisition costs are less than the amount cited in the Budget and Accounting Manual. It 
may be desirable for individual districts to establish and maintain Capital Accounts for 
charging non-inventoriable equipment that do not warrant the keeping of inventory 
records. 

Repair parts that the district purchases for buildings, equipment and grounds, regardless of 
cost, are normally charged as supplies and would be accounted for under object 4000. 
Examples include plumbing fixtures; compressors, if part of a larger unit; bus transmissions; 
engines; and timer devices for automatic sprinkling systems. 

Repair costs are those outlays which are necessary to keep an asset in its intended operating 
condition but which do not materially increase the value or physical properties of the asset. 
These costs would be accounted for under object 5000. 

In contrast, all additions and betterments to fixed assets should be charged to a Capital Outlay 
account when acquired or when construction or installation is completed. An addition refers to a 
physical extension of some existing asset. A betterment exists when part of an existing asset is 
replaced by another and the replacement provides a significant increase in the life or value of 
the asset. 

Capital Outlay expenditures are those that result in the acquisition of capital assets or additions 
to capital assets. They are expenditures for sites, improvement of sites, buildings, improvement 
of buildings, building fixtures, service systems, and purchase of initial or additional equipment. 
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Classification Of Expenditures By Object (BAM) 
4000 Supplies and Materials 
Software 
Books, Magazines and Periodicals 
Instructional Supplies and Materials 
Non-instructional Supplies and Materials 

This object is used to record all expenditures for instructional and non-instructional supplies and 
materials, including costs of freight, sales/use tax and handling charges. 

Supplies and materials are items that are expendable and quickly consumed or easily broken, 
damaged, or lost. For distinguishing between supplies and equipment see Appendix D. 

Included in this object are instructional, office, library, medical, food and food service supplies 
as well as tests, periodicals, magazines, pictures, maps, computer software, and other 
expendable items having a useful life of less than one year. Also included are supplies and 
materials used in the care and upkeep of equipment, buildings and grounds and other like 
items. 

Object 4000, Supplies and Materials, is the controlling account that summarizes expenditures in 
the following subsidiary object categories: 

Software 
Expenditures for software purchases with an initial cost of less than the district’s capital 
outlay threshold should be accounted for in object code 4000. Expenditures for payments to 
firms providing software licensing are recorded within Object 5000. Software purchases 
with an initial useful life in excess of one year may be classified as equipment in Object 
6400. For additional information, see Appendix D, Guidelines for Distinguishing Between 
Supplies and Equipment. The account codes for software licensing are also described in 
object codes 5000, Rents and Leases, and object code 5000, Repairs and Maintenance. 
Account codes for the purchase of a perpetual license agreement is included in object code 
6400, Equipment. 

Books, Magazines and Periodicals 
Expenditures for books, magazines, and periodicals other than those purchased for the 
district’s library. Books purchased for a department/division library are to be recorded 
within this object as a supply. See Object 6300, Library Books for expenditures related to 
the college library. 

Instructional Supplies and Materials 
Expenditures for supplies to be used by students, faculty and other personnel in connection 
with an instructional program. 

Non-instructional Supplies and Materials 
Expenditures for supplies and materials used in institutional support services.
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6300 Library Books 
Expenditures for the purchase of books, magazines, periodicals and non-print media for 
the college library. Non-print media includes the costs of electronic services for books, 
magazines, periodicals and other library resources which are available through electronic 
subscriptions. 

The purchase of books, magazines, periodicals, and non-print media for department/division 
libraries shall be recorded within Object 4000, Books, Magazines and Periodicals under the 
appropriate Instructional Activity. 

6400 Equipment 
Expenditures for the purchase of tangible property with a useful life of more than one year, 
other than land or buildings and improvements thereon (EC §35168). 

Expenditures for intangible assets are also charged to object code 6400 if they have a value 
greater than the district’s capital outlay threshold and an initial useful life longer than one 
year. Intangible assets may include: easements, patents, intellectual property, and software 
both internally generated and purchased. The initial costs to implement, including licensing 
costs, for both internally generated and off the shelf software should be capitalized in 
accordance with the district’s capitalization policy. Subsequent outlays for maintenance and 
licensing are generally expensed unless they include modifications that add capacity or 
efficiency to the software that defers obsolescence and results in an extension of the useful 
life of the software. Modifications that do not result in added capacity or efficiency or 
result in an extension of the useful life of the software should be charged to the repairs 
and maintenance object code 5000.

See Appendix D, Guidelines for Distinguishing Between Supplies and Equipment. 
Districts shall maintain a historical inventory, audit trace inventory system, or any other 
acceptable inventory system that contains the description, name, identification numbers, original 
cost, date of acquisition, location, and time and mode of disposal for all items of equipment that 
cost or had a market value at time of acquisition in excess of five thousand dollars ($5,000) or 
the district adopted capitalization threshold. Districts retain authority to inventory assets at a 
lower level if there is local need to do so, but the $5,000 level is the uniform system level for 
capitalization and depreciation. (Accounting Advisory No. 2001-01)  

Built-in fixtures are an integral part of the building, or building service system, and are reported 
in Object 6200, Buildings. 

Expenditures for equipment purchases shall be recorded by the prescribed subsidiary account: 

New 
Expenditures for the purchase of new equipment, or equipment of different quality or 
capacity, or restoration of equipment (necessitated by casualty loss). 

Replacement 
Expenditures for the identical replacement of equipment (necessitated by normal use) on 
a piece-for-piece basis to perform the same function(s). 

Equipment that differs in capacity, function, or quality shall be considered new equipment. 
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Definitions 

Adaptive Equipment:  Equipment for those with disabilities that make the instructional program
accessible. "Accessible" means that individuals with disabilities are able to independently 
acquire the same information, engage in the same interactions, and enjoy the same services 
within the same timeframe as individuals without disabilities, with substantially equivalent ease 
of use. Examples of adaptive equipment/assistive technology would be the following:  

 CCTV's (hardware or equipment) for low vision users to read textbooks, library books
 Magnification software for users with low vision
 Screen reader software for users who are blind
 Screen reader software for users with learning disabilities
 Adjustable height tables for users in wheelchairs
 Ergonomic furniture for users needing adjustments due to physical disabilities
 Scanning solutions (small scanners for text to voice software and/or high-end scanners

for digitizing library research in books)
 Accessible teaching podiums for instructors with disabilities
 Any purchase of accessible technology in order to meet the needs of students on a

college campus.
 Accessible clickers used in lecture hall setting to record student response systems

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 thereon.  

Instructional Support 5-Year Plan: A spreadsheet submitted by each district to the

Chancellor’s Office comprised of the district’s future instructional equipment needs over a period 

of five years. 

Project Funding Proposal: A statement submitted by the districts of the intent, scope,

justification, estimated cost and timing of proposed scheduled maintenance/special repair, 

architectural barrier removal, seismic retrofit, and hazardous substances projects. 

Scheduled Maintenance:  Non-recurring work to restore a community college facility to a safe

and continually useable condition for which it was intended. 

Scheduled Maintenance 5-Year Plan: This plan is submitted by each district to the

Chancellor’s Office summarizing the district’s future scheduled maintenance/special repair 

projects over a five-year period.   

Supply: A material item of an expendable nature that is consumed, wears out, or deteriorates in
use; or one that loses its identity through fabrication or incorporation into a different or more 
complex unit or substance. 
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Instructional Equipment / Library Material / 

Technology Guidelines 
 

Introduction 
The Instructional Support Program assists districts with their ever growing need for instructional 
equipment, library materials, and technology on community college campuses due to aging 
equipment and inadequate funding. The 2018-19 Budget Act will allow all funds in Schedule 
(24) to be available for either the repair or replacement of instructional equipment and library 
materials or for scheduled maintenance and special repairs. This fund cannot be used for 
instructional supplies. 

 

Definition of Equipment 
The Budget and Accounting Manual (BAM) provides a definitive description of equipment. The 

Guidelines for Distinguishing Between Supplies and Equipment and Classification of 

Expenditures by Object is included in the appendix of the manual to assist districts in 

differentiating between equipment and supplies and determining if the equipment purchase is 

allowable. A quick definition of equipment versus supply as defined by the Budget and 

Accounting Manual is: 

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 thereon. (See 
Appendix, Guidelines for Distinguishing Between Supplies and Equipment.) and refer to  
RSCCD Administrative Regulation AR 6503 for capitalization thresholds. 

 

Supply: A material item of an expendable nature that is consumed, wears out, or 
deteriorates in use; or one that loses its identity through fabrication or incorporation into 
a different or more complex unit or substance. 

 
Matching Funds – Fiscal Year 2018-19 
The 2018-19 Budget Act does not require a district match for the instructional equipment, library 
material, and technology block grant for fiscal year 2018-19. 

 

Salary/Wages 
Instructional support funds cannot be used to supplant district personnel salaries and wages. 
Only expenditures for parts, outside labor or that which is included in the purchase price of the 
library materials, technological enhancement, or instructional equipment are allowable. 
Instructional equipment that requires installation or adaptation included with the purchase is also 
allowable. 

Installation Costs 
Normal costs of installation can be included for instructional support. “Normal” costs as being 

defined as costs appearing reasonable to a reasonable person. For example, running electrical 

wiring for equipment will be acceptable but building a new building to house the equipment is 

not reasonable. 
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Auditing 
The Chancellor’s Office does not perform audits on instructional equipment. District 
expenditures of the funds shall be reviewed as part of the district’s annual contracted audit 
(pursuant to requirements in the Budget Act). Exceptions to the block grant terms may result in 
repayment of funds. 

 

Allowable Items 
Instructional equipment expenditures are eligible if the equipment, library material, or technology 

is for classroom instruction, student instruction or demonstration, or in the preparation of 

learning materials in an instructional program. 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, 
laboratories, and/or directly assisting students (registration, counseling, student services, 
etc.). 

 Desktops, Laptops 

 Monitors 

 Printers 

 Servers 

 Network/Wireless infrastructure 

 AV/TV 

 Multi-media 

 
3. Software 

Software licenses are allowed but only the initial year is permitted. Other permitted 
software are those that are used in excess of one year and 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 use 

Planning & Budget Process and Procedures Manual                                      45



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

environment. Please see the Definitions Section in the Appendix for examples. 

 
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. The 

following equipment is not allowed: 

 

 Photocopiers 

 File cabinets 

 Bookcases 

 Computers 

 Networking infrastructure 

 Software licenses 
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SAC Instructional Equipment/Library Materials/Technology 

Acquisitions 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. SAC Budget office will requests accounts and allocate budgets to proper object codes.
4. Departments to follow Purchasing procedures when submitting requisitions, submit

quotes that include tax, shipping and installation cost, if needed.
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 warehouse

department to coordinate equipment delivery dates.

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

coordinate any needed installation previously discussed.

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#6550- Disposal of Property

https://www.rsccd.edu/Trustees/Pages/AR6550.aspx
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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 via e-mail.

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.

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 District Fiscal Services for validation and
account creation.

Budget Changes 
1. Budget changes are initiated by division offices; it is recommended to run a GL0010 report to assure that you are

reviewing all of your accounts, and that you have sufficient funds in the accounts where you are planning to take
the funds from.  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 e-mails approved budget changes to District Fiscal Services with a copy to originator of BCF 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.  After RD reviews, budget
change form(s) are forwarded to District Accounting office for final review of account sufficiency and to be
entered in Datatel.  Please note: budget changes related to Health Center, Instructional Equipment and  Lottery
projects are sent to VP of Admin Services for approval.

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 submit 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. Please note: Health Center, Instructional Equipment, Lottery and BSI
Special projects are sent to VP of Admin Services
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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: _______
Date

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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     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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Requisition Maintenance Quick Guide (REQM) 

Changes have been made to the REQM, Requisition Maintenance screens in Colleague in order to streamline and sim-
plify the process of creating Purchase Requisitions. 

Key 

 Fields outlined in are required fields. You will not be able to continue without completing these fields. 

 Fields that are are unused fields. Disregard all blacked out fields. 

 Fields with a are visible, but can not be entered or changed. Some will auto populate. 

 Fields without a colored border or background are optional, autofill, or will need to be drilled into to complete

additional information.

 The icon indicates that you can drill into the field to provide more details. Click the icon to proceed. 

YELLOW BACKGROUND 

BLACKED OUT 

RED 

Creating a New Purchase Requisition 

1. Type “REQM” into the Colleague search bar in the upper left hand corner.

2. Type in “A” and press enter to add a new Purchase Requisition

3. Type in “N” and press enter—or—just press enter to automatically assign a Purchase Requisition number.

4. A new Requisition screen will appear, all required fields must be entered.

RSCCD Purchasing Services Last Updated: September 18, 2018
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Final Step: Once PR is 
ready for approval,  ie all 
lines and accounts have 
been added, change to 
“Y”   

Enter your location:   
SAC: Santa Ana Coll. 
SCC: Santiago Canyon Coll. 
CEC: Centennial Edu. Ctr. 
          & Remington 
OEC: Orange Edu. Ctr. 
DMC: Digital Media Ctr. 
OCS: OC Sheriff’s Academy 
DO: District Office 

Account fund.  You may 
browse by typing “…” 
into the field and     
pressing enter. 

Vendor ID number. You 
may browse by typing a 
name or Vendor ID. 

Your credentials. 

Will auto populate with 
the current date; but 
can be overwritten. 

Tip: Tabbing through the form will take you to all required fields.  

Tip: The Vendor Address should auto populate. Drilling into the 

field will  provide more options. 

RSCCD Purchasing Services

Drill into line items to 

continue. 

Drill into the first line 

item to open the Requi-

sition Item Mainte-

nance screen and begin 

adding lines to your 

Purchase Requisition. 

78
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Tip: Verify account information before entering. Once entered, it cannot be changed. If  

adjustments are needed, a new PR will need to be issued. (Please be sure to request any  

issued, but unused PRs are deleted by contacting the Purchasing Services Department) 

Will auto populate from 

prior screen 

Drill into the field to 

enter information 

Price for line item 

Quantity of item(s) 

Unit for line item. You 

may browse by typing 

“…” into the field and 

pressing enter. 

Account String must be 

provided in order to 

complete the Purchase 

Requisition, however it 

may be saved and  

exited prior to entering 

this information. 

5. Once all required sections are completed,  Save (by clicking the save button along the top banner or pressing the F9
key on your keyboard) and Update (by clicking the update button on the pop up or pressing the return key on your key-
board).

6. Add additional line items as needed. Once all line items are entered, Cancel out of the blank Requisition Item
Maintenance screen. This will return you to the Requisition Item List screen.

7. Review Requisition Item List screen and Save if complete and Update. This will return you to the Requisition Mainte-
nance screen.

8. Once completed, update the Requisition Done field from “No” to “Y” to move it forward for approval.

RSCCD Purchasing Services Last Updated: September 18, 2018 

If applicable 

If applicable, 
enter “ST” for 
Sales Tax 
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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. Technology Resources, what hardware and software will be purchased

5. Anticipated Project Personnel

6. Curriculum (Program/Course)Impact

7. Implication for the College/District

8. Long Term implication for the College/District

9. Advisement of Proposal to the Following:

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

Dept Impacted by Project, RSCCD Research & Grants office, SAC Research Director 

10. Operational Signatures from Project Initiator, Project Administrator, Director of

Research and Area Vice President.

11. Recommendations from College Council and Academic Senate President

12. 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. 

Revised 8/09/18 
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Request for Authorization to Apply for a Grant 
College Council 

Santa Ana College 

1. GENERAL INFORMATION:  New Grant  Renewal/Continuation of Existing Grant

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. WHAT TECHNOLOGY RESOURCES WILL BE REQUIRED? WHAT HARDWARE OR SOFTWARE WILL BE
PURCHASED?

5. ANTICIPATED PROJECT PERSONNEL:
Position Needed FTE Hourly Existing/New Funded Match 

In-Kind 
Stipend or 
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? 

6. CURRICULUM (PROGRAM/COURSE) IMPACT:
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7. 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 

 What are the evaluation & research requirements of this grant and how will they be addressed?

8. 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?

9. HAVE THE FOLLOWING BEEN ADVISED OF THIS PROPOSAL?
 Academic Senate President  Curriculum Committee Chair  Department Chair(s) of

Department Impacted by Project
 RSCCD Research & Grants office  SAC Research Director

10. Operational Signatures: (Obtain signatures in the order below)

______________________________________________________________________________________ 
Project Initiator Date 

______________________________________________________________________________________ 
Project Administrator Date 

______________________________________________________________________________________ 
Director of Research Date 

______________________________________________________________________________________ 
Vice President Date 

11. Recommendations:
College Council: Yes  No  Date: ________________ Academic Senate President: Yes  No 

______________________________________________________________________________________
Academic Senate President Date

12. Final Approval:

_____________________________________________________________________________________
College President Date
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