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Program Review:  Fiscal Services 

PART I.  ABSTRACT - EXECUTIVE SUMMARY 

Department Description - The role of the Fiscal Services Department is to assist in the planning, organizing, control, and direction of district-wide fiscal service programs in support of District goals and objectives.   In addition, the role of the Fiscal Services Department is to assist in the planning,  recommendations, and implementation of budget development and monitoring, including department expenditures; direct  preparation of Federal and State reports; maintain accounting systems; and assume responsibility for  timely and accurate vendor payments, bursar operations, and financial reporting.
Department Self-Evaluation

Staff - We strongly encourage staff to participate in the hiring process. Over half of the Fiscal Services staff participated in one or more hiring committees during the past two years.  We encourage staff to join local civic, social, and professional organizations.  A staff member currently serves on the district foundation board, and another is chair for the district’s social committee. With the exception of accounts payable, the current staff is adequate for Fiscal Services in a district our size.

Customer Relations - Fiscal Services staff provides faculty and staff training for GroupWise, Purchasing 2000, and SnowWhite financial reporting systems at least twice per year.  We improved communications regarding Fiscal Service operations using e-mail to “everyone.”  In addition, year-end close out processes, including purchasing cut-offs, have been effectively communicated to management and budget managers. The department has regular meetings for budget and fiscal planning issues, including restricted program carryovers and budget transfer procedures. 

Quality of Service - The department strives to provide great quality services to the student population. We know each student has a choice as to the college he/she may attend.  All services are focused on having the student select VVC as their college of choice. The department identifies areas needing improvement on a regular basis and has adopted a system to correct those problems and improve services. Regular staff meetings enhance opportunities for staff to provide the feedback necessary for improving processes. Department procedures and practices are designed to enhance student understanding and appreciation of diversity. The department employs students in the Bursar’s Office, and the selection of student employees over the past three years has reflected the diversity of the campus community. 

Fiscal Services Program Forecasting

Implement Access VVC (DataTel) financial software.  Developed DataTel general ledger 

Develop employee encumbrance process using online technology.  Currently working with Administrative Services and IT to develop a Web based batch process for budget encumbrance
Fiscal Services Program Forecasting – continued

Continue the development of strategies to link the educational master plan, program review and budget development.  Assisting the Vice Presidents by providing technical support.
Conduct training workshops for categorical budget planning, budget development, budget augmentation processes, linking to program review, use of Purchasing 2000, GroupWise, budget transfers, and SnowWhite for reports.  Fiscal Services conducted two workshops during 2002 (3/19, 20/02).
Acquire additional funding for Employee Computer Acquisition Program/Hi Tech Fund. An additional $20,000 was added to the employee computer loan program during 2001-02.
Maintain five percent (5%) general fund unrestricted ending fund balance. Fiscal Year 2001-02 ended with an 8% ending fund balance.
Established tracking of special programs/categorical programs budgets.  For the first time in the history of the district, all categorical program budgets were balanced for fiscal year 2001-02, 2002-03.    

ABSTRACT– EXECUTIVE SUMMARY cont’d

Names, titles, and positions of  all department members who participated in the program review and contributed to the report.  Participants:

Mary Pringle – Interim Director, Fiscal Services


Marie Vidana-Barda – Accounting Technician II


Virginia (Ginny) Harley – Accounting Technician II


Ann Thompson – Accounting Technician I


Debra McConnehey – Accounting Technician I


Lorie Henning – Accounting Technician I


Ann Maria Sharp – Accounting Technician I


Michelle (Mickey) Conrad – Accounting Technician I
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PART II.   DEPARTMENT DESCRIPTION 

A) Describe the Role of the Department within the Victor Valley Community College District:   

The role of the Fiscal Services Department is to assist in the planning, organizing, control, and direction of district-wide fiscal service programs in support of District goals and objectives.   In addition, the role of the Fiscal Services Department is to assist in the planning,  recommendations, and implementation of budget development and monitoring, including department expenditures; direct  preparation of Federal and State reports; maintain accounting systems; and assume responsibility for  timely and accurate vendor payments, bursar operations, and financial reporting.
1) Mission Statement of The District

The direction of VVCCD is guided by a brief  but dynamic mission statement.  Approved by the Board of Trustees, the mission statement represents the perspectives by which our programs and protocols are fashioned.  The statement  reads as follows: 

Victor Valley College Mission Statement
“We at Victor Valley College are committed to excellence in educational programs and services that are accessible to a diverse student population.  We will continue to be an educational leader by striving for instructional excellence, being responsive to the needs of the community, and providing a nurturing learning environment.”

Being an educational leader, focusing on excellence, committed to community service, and ever-responsive to student needs…these are important challenges and responsibilities.  The goals of the Educational Master Plan and the Fiscal Services Department are integrated into and dedicated to these principles, whereby the goals, objectives, and activities of the Fiscal Services Department advance the mission of the District (listed in the Program Forecasting Section, page 18 ) 

Fiscal Services Mission Statement


“The Fiscal Services Team will provide quality, accuracy, and the highest level of integrity in all that we do.  We are committed to creating a proactive and nurturing environment for the benefit of the entire community.”

2) Services Provided

a) Establish district budget and payroll

b) Responsible for vendor payments

c) Recording and depositing district revenues

d) Responsible for budget development and monitoring

e) Bursar operations for student tuition payments

f) Responsible for financial reporting

3) Customer Categories

a) Faculty, classified staff, and management

b) Vendors

c) Students

d) Governmental agencies

B) The current Fiscal Services Department staff are as follows:

1) Mary Pringle – Interim Director, Fiscal Services, Full time 

Marie Vidana-Barda – Accounting Technician II, Full time 

Virginia (Ginny) Harley – Accounting Technician II, Full time

Ann Thompson – Accounting Technician I, Full time 

Debra McConnehey – Accounting Technician I, Full time 

Lorie Henning – Accounting Technician I, Full time 

Ann Maria Sharp – Accounting Technician I, Full time 

Michelle (Mickey) Conrad – Accounting Technician I, Full time

2) Summarize Changes in Staffing (Past Three Years)

a) In 2000, Bursar’s Office added one full time position
b) In 2001, Fiscal Services added two full time positions

C) Department Productivity Over the Past Three Years:

Summarize Productivity Trends for Past Three Years

	Type of Transactions and Customers
	2000-01
	2001-02
	2002-03(thru Dec 2002)

	
	
	
	

	Vendor Accounts Payable:
	
	
	

	Batches
	609
	681
	340

	Warrants
	6,123
	5,435
	3,595

	Dollars amounts
	$14 Million
	$17 million
	$ 7 million

	
	
	
	

	Revolving Checks
	625
	642
	371

	Federal Grant Checks
	18,675
	19,768
	5,741 *

	State Grant Checks
	903
	972
	541  *

	Checking-Clearing 
	134
	101
	47

	
	
	
	

	Funds transferred to county:
	
	
	

	Bursar’s Office
	$1.7 million
	$1.6 million
	 $  804,326

	Accounts Receivable
	$ 5 million
	$11 million
	$ 3,169,641



*Financial Aid issued one grant check rather than two disbursements each semester

D) Department Revenue:  

1) Non-FTES Revenue:  N/A

E) Department Budget:  (Past Three Years)



List annual expenditures by the department in each of the following categories:  supplies, equipment/furniture, printing, software, remodeling, memberships, travel.
Fiscal Services Operating Budget:  


	
Budget Category
	2000-01
	2001-02
	2002-03

	
	
	
	

	4000- Supplies:
	
	
	

	    4500-Supplies
	8,240
	8,240
	16,240

	    4591-Credit card fees
	13,000
	13,000
	12,000

	    
	
	
	

	
	
	
	

	5000-Contracts,Travel, etc.
	
	
	

	    5202-Travel
	
	2,000
	

	    5212-Mileage
	200
	700
	200

	    5230-Upward Mobility 
	8,105
	8,105
	6,105

	    5300-Dues & Membership
	2,100
	2,100
	100

	    5700-Audit and Legal
	30,000
	112,189
	52,000

	    5740-Assessment fees
	6,000
	6,000
	6,000

	    5800-Contracts (County)
	3,500
	3,500
	3,500

	    5840-Contracted Services
	5,000
	5,000
	5,000

	
	
	
	

	6000-Equipment
	
	
	

	    6400-New equipment
	8,575
	
	3,000

	    6405-Computers
	9,891
	2,000
	2,000

	    6410-Software
	
	
	

	
	
	
	


IV.   FISCAL  SERVICES SELF-EVALUATION
A) Staff

1) Staff are actively involved in the selection of full- and part-time staff. Yes, staff is given every opportunity to serve on hiring committees.  

2) The number of staff members, both full-time and part-time is appropriate for the department. Yes, with the exception of needing to improve accounts payable timelines.
3) Staff are actively involved in professional organizations and activities. Yes, as they relate to their job responsibilities. For example, Director Fiscal Service is currently enrolled in a Master’s program. Other staff members participate in staff development workshops.
4) Staff regularly participate in staff development activities and implement what they learn in the department.  Yes, including flex day activities, workshops, conferences etc.  

5) All staff observe the district’s written code of professional ethics. Yes, both district union contract requiring employee conduct,  and State of California Education Code.

B) Customer Relations

1) The department schedules activities to meet the instructional needs of faculty and students. Yes, such needs have included training in the use of GroupWise, Snow White, and Purchasing 2000 annually for the last three years (3/19-20/02, 2/13/03).  
2) The department communicates efficiently and effectively with faculty and students. Yes.  For example, changes in bursar’s operations are communicated in the schedule of classes and by e-mail to the campus community.  The year-end purchasing close out calendar is communicated to Vice Presidents, Deans, Directors, budget managers, and all staff.  

3) The department interacts effectively with other non-instructional departments. The department has regular meetings for budget and fiscal planning issues.  Meetings are held regarding restricted program carryovers and budget transfer procedures. 
4) The department collects customer satisfaction data and uses it to improve services. While we have not developed a customer survey instrument, we are planning to do so within the next six months.
5) The department interacts effectively with community agencies, organizations, and resources. The district supports involvement with local chamber of commerce, civic organizations, and governmental agencies such as the planning commission, parks and recreation, and public works.

C) Quality of Service

1) The department contributes effectively to student access, retention, and success. The department strives to provide great quality services to the student population. We know each student has a choice as to the college he/she may attend. All services are focused on having the student select VVC as their college of choice. 
2) The department recognizes and responds appropriately to external factors such as regulations, agency reviews, and community needs. The department is in full compliance will all known regulations.
3) The department effectively assists faculty in the delivery of instruction. Fiscal Services exists for the purpose of supporting staff and faculty in the delivery of instruction.
4) The department identifies areas needing improvement on a regular basis and has adopted a system of correcting problems and improving services. Regular staff meeting enhance the opportunity for staff to provide the feedback necessary for improving processes.

5) Department procedures are developed, reviewed, and revised by staff of the area. Yes.      One example is the year-end closing calendar.
6) Department procedures are in written form and are followed by staff.  No.  However all District Board policies were recently revised and Fiscal Services will be updating procedures accordingly.
7) The department contributes to an institutional environment which promotes personal and civic responsibility among students.  (IIB3b) Employment opportunities in Fiscal Services promote student responsibility.
8) Department policies and practices enhance student understanding and appreciation of diversity.  (IIB3d) The department does employ students in the Bursar Offices. The selection of students over the last three years has reflected the diversity of the campus community. 
9) The effectiveness of all instruments and practices employed by the department has been validated and biases are minimized.  (IIB3e)  NA
10)  Student, and other appropriate records are maintained permanently, securely, and confidentially, with backup of all files.  (IIB3f) Yes.
D) Institutional Support

1) The department possesses adequate facilities, equipment, and other resources to perform its functions effectively. Yes.
2) Budget allocations to the department over the past five years have been appropriate. Yes.

3) Technical support is sufficient to implement and maintain technology and software in the department.  (IIIC) Yes.
4) Appropriate training is available for the use of technology in the department.  (IIIC) Yes. For example, staff has received training in the use of Excel, Word, SnowWhite and Purchasing 2000.
5) Appropriate staff development activities are available for the acquisition and expansion of department members' knowledge and skills. Yes, both on and off campus.  For example, staff have attended campus staff development workshops.
E) Accreditation Recommendations

The Department has made progress in meeting the most recent accreditation        evaluation team’s recommendations for the Department.  The Accreditation team’s recommendations were integrated in with the Fiscal Services departmental  goals and the Educational Master Plan goals as indicated in Part V, Program  Forecasting.  

1) Responses To Evaluation Team Recommendations from visit,  March, 1999:

Educational Master Plan - Goal 7:  Acquiring Dependable Resources  

General Recommendation 1. The team recommends that the College retain the services of an independent financial advisory firm to review and evaluate the financing strategies of the College. Although the District's auditors identified no exceptions in their report with regard to the College's long- term debt, the team was unable to verify a plan for paying off the long-term debt incurred by the use of Certificates of Participation. The resulting report should include the history of financial indebtedness of the District, the current level of indebtedness, and the District plans for repayment. This advisory team should have expertise in Certificates of Participation, investing, and auditing. A report of the findings should be submitted to the ACCJC no later than a year from the date of acceptance of this report and recommendations by the accrediting commission. (Standard 9.C.1.)

AND

Standard Nine. 1: Financial Resources  - The team recommends that Victor Valley College should do a thorough analysis of the institution's indebtedness and develop a plan that clearly demonstrates that the college will be able to liquidate its rather substantial Certificate of Participation. (Standard 9.C. 1) (See recommendation 1 of this report, Response to the Major Recommendations from the 1993 Accreditation Evaluation.)

Progress Made       

During February 2000, General Recommendation 1 was completed.  Sutter Securities Incorporated, an independent financial advisory firm, conducted a thorough analysis of Victor Valley College's long-term indebtedness/investment. The program analysis of the Certificates of Participation Bond that includes the history, comparison of assets and liabilities, and projected repayment scenarios based upon average variable interest rates on a per annum basis is available at the Administrative Services Office. As concluded by Sutter Securities Incorporated, the College has made provisions for the repayment of the 1997 Certificates of Participation. With the safeguards in place, and interest averaging 4%, the College will monitor the impact to the District.

The Accrediting Commission for Community and Junior Colleges, Western Association of Schools and Colleges, at its meeting on June 4-6,2000, reviewed and accepted the Interim Report in which the Commission commends the College for obtaining analysis of its indebtedness by outside experts, and is reassured by the finding that adequate provisions have been made for the repayment of this debt (Letter from Accrediting Commission for Community and Junior Colleges, June 16, 2000).

Plan/Forecast of activities expected to be accomplished by the next self-study and visit
With the safeguards in place, and interest averaging 4%, the College will continue to monitor the impact to the District.

During calendar year 2002, the district continued to earn interest on the Guarantee Investment Contract (GIC). The GIC is invested at a fixed rate of 7.75%, while the floating interest payable rate on the 1997 COP has been less than 2% during calendar year 2002. Currently, the unfunded liability on the COP, $53,450,000, is estimated at $17 million, the difference between the COP liability and assets, at $36,450,000.  The investment (GIC) continues to be rated as AAA, according to Dunn and Bradstreet using the Standard and Poor methodology.

Standard Nine. 2: Financial Resources  - The team recommends the College develop a comprehensive written description of budget policies, guidelines, and processes, which defines the link between budget and financial planning to other institutional planning efforts. (Standard 9.A.1, A.2, A.4) (See recommendation 2 of this report, Response to the Major Recommendations From the 1993 Accreditation Evaluation.) 

Progress Made   

As the College brings the links between the master plans together in 2000-2001, Administrative Services will begin development of a new budget process to implement for the 2001-2002 budget. We realize this process will need to constantly change to meet the needs of the college and its various constituencies. The Educational and Facilities master plans will be used as a basis for the development process.  Participation of all areas of the campus will be sought.  As the process unfolds, it will be documented and policies and guidelines will be developed.   

Plan/Forecast of activities expected to be accomplished by the next self-study and visit

Continued development and implementation of integrated planning process. Completion of written description of budget policies, guidelines and processes, and linkages between budget and planning efforts. 2002 Update: Written budget preparation policies are detailed in AP 6200, 6250, and 6300. The budget calendar, the budget augmentation process, the tentative and final budget reflect the linkage between budget planning and educational master planning. The budget augmentation process is the primary method used at Victor Valley College to ensure that budget planning supports institutional goals and linkage to other institutional planning efforts:
(a) Budget assumptions are reflected in the final budget report
(b) A budget calendar is board approved
(c) For the last two years, the district has maintained at least the required 5% unrestricted ending fund balance
(d) Budget projections include long-term goals and commitments
(e) Board approval is required for Interfund fund transfers
(f) Board approval is required for use of contingency funds 
(g) Internal controls are reviewed
(h) Budget transfers are made on a timely basis
(i) Monthly financial reports are made to the board for approval
Because of the many new personnel, the College continues to encourage personnel to attend training sessions on integrated planning, evaluation, research and resource allocation. 

Conduct training workshop on Budget Development and Monitoring the Budget.  2002 Update: Fiscal Services and Purchasing staff continued their efforts to support training for new and current faculty, administrators, and classified staff on the use of Snowwhite for budget development and monitoring, and Purchasing 2000 for requisitioning. Both group training and one-on-one training have been provided to all staff.  Attendance registration is available for review.

2) The Department has made progress in implementing relevant planning agendas published in the most recent accreditation self-study report. The Accreditation   planning agendas were integrated in with the Fiscal Services departmental goals and the Educational Master Plan goals.

Strategies Implemented to Achieve the Mission, Goals, and Vision of the District as Outlined in the Educational Master Plan with Integration of Self-Study Plans

Educational Master Plan - Goal 4: Upgrading Equipment and Facilities and Renovating for Quality

Since April 1999, the district has expended more than $750,000 on new instructional equipment, including state funding and grant dollars. The Academic Commons building has been equipped with over 300 new student computers. The Humanities Center is home to more than $110,000 in video conferencing  and instructional equipment. At least eight new modular units have been installed to support the presence of four universities on campus offering bachelor degrees. They are Cal State University San Bernardino, Azusa Pacific University, La Verne University , and Cal Baptist University. Three buildings containing low levels of asbestos have been remodeled. Two of the buildings are now home to student support services. The third is the Art building, which is currently in the planning stages for remodeling.  

Educational Master Plan - Goal 7:  Acquiring Dependable Resources

· Fundraising - Annually the district compiles a list of projects that cannot be funded from the general fund.  This list is given to the Foundation for consideration.   After the appropriate Foundation committees meet, they need to notify the district of their decision. As of June 30, 2001, the list includes items costing more than $55,000.  2002 Update: The Victor Valley College Foundation is currently engaged in a $3 million dollar, three year Legacy Campaign to meet the needs of the college.  In the first year of the campaign, over $800,000 has been raised.  

· Improve tracking of budget expenditures – During fiscal year 2001-02, the district implemented the use of Excel worksheets to monitor/update budgets and establish tracking of special/categorical program budgets

· General Fund Unrestricted Reserve Fund Balance Goals – The district currently  maintains between five and six percent (5%-6%) general fund unrestricted reserve as of June 30, 2001. 2002 Update: As of June 30, 2002, the projected general fund unrestricted ending fund balance is between 5 and 8 percent.  
· Continue to develop opportunities for asset management - The district is currently negotiating its’ participation in the development of a Park N Ride Project to be located on Fish Hatchery Road. The resulting parking spaces will be available for student and special events parking.  In addition, the City of Victorville will install a traffic signal at the intersection of Fish Hatchery and Bear Valley Road.   2002 Update: As of December 31, 2002, the Park N Ride project and the traffic signal light for Fish Hatchery Road have been funded by the federal government and approved by the City of Victorville. Construction will start in 2003. 
· The district is researching asset management opportunities for the Administration Building. Within the past fiscal year, the district opened negotiations with Spring Valley Lake Association regarding the transfer of property rights that would result in the release required CC&R’s in the future. 

· Developed community partnership programs promoting economic development through non-credit classes.

· The district entered into a lease-purchase contract for $1 million to acquire additional facilities, including a back-up generator, a steel building to be used for the print shop, IT assembly, automotive maintenance, and warehousing, and  modules to be used for Basic Skills.  2002 Update: As of December 31, 2002, the construction of the Butler Building was completed. The print shop, IT, and M&0 transportation maintenance  moved into the building. 
· The district entered into contract with NORESCO, an energy management and conservation firm, to identify energy cost savings and state energy grant dollars.  Since April 1999, the district has entered into agreements with the State Chancellor’s Office to conduct a study of facility conditions. The data will be used to award capital outlay dollars to districts with aging facilities in the poorest conditions.   In addition, the district will be entering into an agreement with Maas Companies to provide guidance on the development of a facility plan that supports the Educational Master Plan and the decision to seek voter approval of a local general obligation bond.

· The district refined the budget development process to ensure full participation and knowledge by all three vice presidents. The process has resulted in broader  understanding, knowledge, trust, and campus participation in the budget development process, even in a year of state revenue decline and cuts. 2002 Update: during 2003-04 budget development, additional steps will be taken to build trust. They will include posting all major budget development decisions on the district’s intranet web site.
· The district administration has worked collaboratively with the classified and faculty bargaining units to ensure the best working environment by focusing on improved health programs, grievance processes, and the changing cost of living for families, while maintaining adequate general fund reserves and salaries and benefit ratio to general fund operating costs. 2002 Update: The district has been successful in negotiating contract settlements with faculty and classified groups  in the 2002-03 fiscal year. Faculty entered into settlement within the first five months of the fiscal year. Classified and management settlements will go to the board for approval seven months into the fiscal year. The three employee group settlements are the results of a much improved working environment
· The district implemented Purchasing 2000, a new web based requisitioning, purchasing, and receiving program. Since April 1999, district staff have been given the opportunity for training in the use of Purchasing 2000. The conversion from the legacy system to Purchasing 2000 was a success. 

· The district has improved the use of resources and information for decision-making by implementing budget controls for restricted and categorical programs. The district has identified fiscal service staff to monitor categorical programs to ensure timely information, budget reports, and timely use of funds to avoid returning unused funds. Since April 1999, the district has implemented the budget control required to ensure categorical program budgets operate in balance at all times.

· The district will implement GASB 34/35 during fiscal year 2001-02, including the new management reporting element and fixed asset inventory. 2002 Update: A complete inventory of district fixed asset has been conducted. A software system for maintaining fixed asset inventory has been implemented. The district is in the position to fully comply with GASB 34/35 for fiscal year 2002-03.

· The district has improved internal review of contracts for board of trustees approval.

· The district has continued to maintain the budget in an effective and business like manner by ensuring that all categorical and grant program operate with a balanced budget, maintained a 5 to 6 percent (5-6%) general fund reserve, and developed plans for budget reduction as the state economy slows down.

· While the college goal is to maintain a $100,000 vacation liability account, fiscal year 2001-02 budget will reflect $71,000.

· The district will remain cognizant of state funded construction processes and will seek every opportunity to apply for state funds for facility needs identified by the educational master plan. Such facility needs already include the child development center which is now in construction, the advanced technology building, a second central power plant, asbestos removal projects, and retrofitting of the old gym. 2002 Update: During 2002, the child development center was completed on time and within budget. In addition, the old Infant Toddler Centers have been substantially remodeled. The district was awarded $17 million for the construction of the advanced technology building and construction is scheduled to begin in June 2003. The district successfully completed the removal of asbestos from the Business Education Center and this building is now home to many student  support services.
· The district will ensure the continued quality of its maintenance, custodial, and grounds by employing the use of customer satisfaction surveys, cross training, and use of employee rotation to gain broader knowledge of facility needs.   

F) Department-Specific Standards:  To Be Completed by the Appropriate                  Departments

1) Financial Resources  (Accreditation Standard IIID)

a) All constituencies have opportunities to participate in financial planning and budget development.  Budget augmentation system expanded to include linkage to educational master planning.
b) Effective oversight is maintained for finances, financial aid, grants, externally funded programs, contractual relationships, auxiliary organizations, foundations, and institutional investments and assets.  Board of Trustee members review budget transfers and expenditures. 
c) Funds from grants, fund-raising efforts, and auxiliary activities are used honestly to support educational programs and services.

d) Guidelines and processes for financial planning and budget development are clearly defined and followed. Budget calendar and augmentation processes are district-wide processes.
e) Appropriate fiscal information is available to all district departments.  Snowwhite Financial System is available district-wide.

f) Fiscal planning is integrated with and based directly on educational planning.  Yes, using educational master planning and integrated resource allocation. 
2) Technological Resources (Accreditation Standard IIIC)

a) Technological resources enhance the operation and efficiency of the institution in assisting students to achieve learning outcomes.  Implemented GASB 34 for capital asset management
b) Quality training in the application of information technology is provided to students and personnel.  GroupWise, Purchasing 2000, and Snowwhite campus training.

G) Other

1) Describe any particularly successful aspects of the program as well as any honors, awards, or achievements earned by the department and/or its members.    Fiscal Services support for AccessVVC enabled the district to meet the “Go Live” timetable. 

2) Describe any particularly difficult obstacles, either internal or external to the institution, which influence the effectiveness of the department's courses and programs.  The County’s turn around time for vendor payments frustrated the district’s goal of improving vendor payments. 

IV.  FISCAL SERVICES PROGRAM FORECASTING 

A)  List existing department goals and describe the progress which has been made in  achieving these goals, including any accreditation recommendations.   

1) Implement Access VVC (DataTel) financial software. Developed DataTel general ledger .

2) Develop employee encumbrance process using online technology. Currently working with IT to develop a Web based batch process for budget encumbrance.
3) Continue the development of strategies to link the educational master plan, program review and budget development. Assisting the Vice Presidents by providing technical support.
4) Conduct training workshops for categorical budget planning, budget development, budget augmentation processes, linking to program review, use of Purchasing 2000, GroupWise, Budget Transfers, and Snow White for reports. Fiscal Services conducted two workshops during 2002. 
5) Acquire additional funding for Employee Computer Acquisition Program/Hi Tech Fund. An additional $20,000 was added to the employee computer loan program during 2001-02.

6) Maintain five percent (5%) general fund unrestricted ending fund balance. Fiscal Year 2001-02 ended with an eight percent ( 8%)  ending fund balance.
7) Established tracking of special program/categorical program budgets.  For the first time in the history of the district, all categorical program budgets were balanced for fiscal year 2001-02, 2002-03. 

B) Identify and describe any important trends in the following areas which have an effect on department goals.

1) Changes within the discipline of the department. NA – Fiscal Services
2) Changes within the student population served by the department.  NA – Fiscal Services.
3) Changes within the educational, social, or economic sector served by the department. NA – Fiscal Services.
4) Changes within the organizational structure and direction of the institution. The impact of AccessVVC  (DataTel) has been substantial. The staff time away from normal duties has caused delays in vendor payments. 

5) Changes within California public higher education. None
6) Changes in federal or state law that have an effect on department functions.  The return to Title IV has impacted the bursar operations. It has added another layer and higher volume of transaction to the daily workload and responsibilities of the Bursar operations. 

C) Educational Plan

1) Overall Department  Goals – (excerpted from Ed Master Plan Document -   Administrative Services Goals and Accomplishments 01-02)

a) Integrating Technology Campuswide

b) Linking Curricula and Services to Needs

c) Upgrading and Renovating for Quality

d) Responding to Diverse Populations

e) Promoting Area Economic Development

f) Acquiring Dependable Resources

g) Integrating Technology

2) Specific Goals and Objectives Short Term/Long Term

a) Goal  - Integrating Technology Campuswide

(i) Objective 1: Implement County module for capital assessment management

(a) Working w/County on implementation of GASB 34

(ii) Objective 2: Implement software to improve inventory control 

(a) Purchasing 2000 software installed w/online inventory control module

(iii) Objective 5: Ensure sufficient resources for current and future technology…

(a) Maintained 5% General Fund reserve

(b) Enhanced Employee Computer Acquisition Program

(c) Budget Development Process utilizing Excel 

(iv) Objective 8: Update district bids for equipment, furniture, supplies…

(a) Developed and  implemented RFP for:

(b) Document Management System

(c) Lease/Purchase Financing 

(v) Objective 10: Develop student receivables program… 

(a) Implemented Phase I

(vi) Objective 14 : Research options for “alert” system for emergency bulletins…

(a) Utilizing email for “everyone” bulletins

(b) Upgraded to cell phone/radio system, allowing for all one “group” emergency notifications

(vii) Long Term

(a) Implement GASB 34 for capital asset management

(b) Implement Phase II of Student Accts Receivable Process

(c) Categorical Programs – utilize computer programs to monitor receipt of funds, account balances and appropriate fund expenditures

(d) implement further web-based financial system

(e) Research/Implement Computerized Auditing system

(f) Implement County module of SAMS system for salary/benefit budget development

(g) Explore/identify utilization of Online Ordering for Purchasing

(h) Develop 3 yr plan for RFP’s Bids on Technology, Furniture, Supplies

b) Goal - Linking Curricula and Services to Needs

(i) Objective 1: Improve communication to departments regarding new programs, new faculty staffing needs.

(a) Conducted Financial Access workshops to improve staff reporting capabilities

(ii) Objective 7: Assess Admin Services resources to ensure that programs and services are adequate and efficient. 

(a) Improved email communications with campus for furniture/supply needs

(b) Implemented web-based registration/fee payments

(iii) Long Term Objectives

(a) Resolve any annual audit issues by year end

(b) Improve budget monitoring processImprove budget development process

(c) Establish regular meetings with categorical budget managers to improve account management.

(d) Employee encumbrance process online

(e) Develop Purchasing Manual for staff 

(f) Improve communications to departments regarding new programs, faculty/staff needs
c) Goal - Upgrading and Renovating for Quality
(i) Objective 1: Develop and implement auditing concept to empower staff.

(ii) Objective 2: Communicate upgrades and renovations to staff.

(a) Implemented billing control system (BCS) to standardize college invoicing to community 

(iii) Objective 6: Actively seek ways to earn additional funding from state and private sources.

(a) Developed and maintained scheduled maintenance/remodeling project management process and budget

(b) Established Fund 71 team to monitor current projects and plan future spending

(iv) Long Term Objectives 

(a) Transfer process – establish paperless process including system storage using networked document management system 

(b) Acquire additional funding for Employee Computer Acquisition Program/Hi Tech Fund

(c) Document Management System Training for Employees to provide Staff proficiency in all capabilities

(d) Internal Audit Control – Self Assessment training to empower staff to identify areas in need of improvement

(e) Seek private contributions for PAC lobby enclosure

(f) Involve all departments in preplanning and job meetings

d) Goal - Acquiring Dependable Resources 

(i) Objective #1: Improve tracking of budget expenditures and notifications

(a) Use of Excel worksheet to monitor/update budgets

(b) Established tracking of special programs/categorical programs budgets

(ii) Objective #2: Maintain five to seven percent (5-7%) unrestricted reserve

(a) Maintained five percent (5%) reserve

(iii) Objective #3: Continue to develop opportunities for asset management

(a) Second Tier to Academic commons project may assist with asset management of Admin Building property

(b) Negotiation of property transfer resulting in release from future CC&R’s

(iv) Objective #4: Ensure that staff have the proper technology and protocols to do their jobs effectively

(a) Pursuing acquisition of new Student Services/Administrative Services software system w/perpetual license

(v) Long Term Objectives

(a) Develop plans to monitor and maintain 5-7% reserve

(b) Continue to develop opportunities for asset management

D)  Resource Needs 

1) Short Term (1 year):  

· Personnel – Additional accounts payable staff

· Supplies – Nothing unusual 

· Facilities/Equipment – Movement towards electronic vendor payment 

· Professional Development – Improved training in MicroSoft  Office products

· Other  

2) Long Term (3 years):

· Personnel – At the management level, an accounting supervisor and financial analysis to assist the Director and Vice President

· Supplies - NA

· Facilities/Equipment – All Administrative Services functions under one roof.
· Professional Development – All management staff with either a BS or MS degree.

· Other
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