Roles and Responsibilities for Grants &
Restricted Funds Management




VISION AND MISSION STATEMENTS

Vision
Victor Valley Community College District uplifts the diverse communities we teach and serve by
promoting educational excellence, enhancing local prosperity, and ensuring environmental leadership.

Mission
The mission of Victor Valley Community College is to:

Cultivate intellectual growth, social responsibility, environmental stewardship, cultural enrichment,
and economic development.

Create exceptional and accessible lifelong learning opportunities that afford students within our
expanding communities the attainment of knowledge and skills necessary for success in the global
economy.

Embrace difference in our communities by integrating their wealth of multicultural knowledge and
wisdom into a cohesive and resourceful learning environment for all.

Inspire innovative teaching and service with imaginative uses of collaboration and technology,
fostering vibrant programs that are measurably effective in addressing student learning and
community needs.

Empower each student to learn by modeling academic integrity, democratic citizenship, and
meaningful contribution to society.



2018-19 GRANT LIST

FEDERAL GRANTS:

* CTE Transitions

- FSEOG

*  TANF

*  Federal Work Study
*  Perkins 1-C

- PELL

¢ Upward Bound

*  Veterans

*  BLM Seed Grant

- WIOA



2019-20 GRANT LIST

STATE GRANTS:

Student Success and Support
Program (SSSP) Credit/Non-Credit

Student Equity Plan (SEP)
Student Fin. Aid Admin.

Mental Health Program
Strong Workforce — Local (Round 2)
*  Strong Workforce — Local (Round 3)

(SFAA)/BFAP »  Strong Workforce — Local (Round 4)
ISPIC Makers Space (SWP) *  Strong Workforce — Regional (Round 2)
Pre-Apprenticeship Grant *  Strong Workforce — Regional (Round 3)
Apprenticeship Grant *  Strong Workforce — Regional (Round 4)
Nursing Education ¢ Campus Security & Sexual Assault

Equal Employ Opportunity (Staff «  Hunger Free Program

Diversit
y) . Veterans Resource Center I

Prop 39 E Project
rop 53 knergy Frojec Veterans Resource Center I1

S B
ong brown *  Classified Professional Development

Physical Plant/Instructional S t
ysteal Hantinstructional SUPPOTE, - california Promise Program

Lottery
AFT (PT Faculty Compensation)

*  DSN - Rancho — Business
DSN - Rancho Santiago - ATL

EOPS

CARE
CALWORKS
AEBG

FA Technology
SSCG

Access — fka DSPS
TANF- CDC
Re-Entry

NEXTUP-
CAFYES

CTE - Online
Guided Pathways



2018-19 GRANT LIST- Continued
Local Grants:

Student Transportation

Child Dev Training Consort
Nursing Prep Tests

San Manuel Grant

Waste & Recycling Corrections

B of A - Better Opps for Troops /
BOOTS

Public Safety Training Center
Weekend Nursing

Fire Tech Materials

Admin of Justice Materials
Const & Mfg Tech — Corrections
ASE Cert - Corrections
Construction Tech Materials

Foundation — Miscellaneous Pass
Through Grants

Dr Prem Reddy Grant
CSUSB Crest Grant
Desert Valley Hospital Support

So Cal Edison STEM Grants
National Student Nursing Association
Water Removal/Recycle-corrections
WIB Assoc Nursing Program

Wells Fargo VA Resource Center
FCC/BAR Smog Referee Lease Auto
Walmart VA Resource Center Grant

Community Service Community Services -
Phlebotomy

Community Service - Fees
Community Service — Fire Tech
Community Services — Auto Seminars
Campus Police: Fingerprinting
Contract Education

Contract Ed - Nursing

Contract Ed- CSRI

Contract Ed - Victor Elem School Dist
Contract Ed- General Atomics

Puente

Job Fair

Kaiser Grant
Citations
Planetarium

Parking and Security
Catering

Ram Rock Café
Faculty/Staff Dining
EMT Materials
West Ed Early Start
Faculty Mini Grants
Rio Tinto AG Grant



POST-AWARD

We received the awardal
Now what?



FISCAL OFFICE SERVICES
RESPONSIBILITIES

The Fiscal Services Office is responsible for the following areas:
Grants and contracts revenue streams from federal, state, and local funding sources.

The office of record for all grant agreements, subaward agreements, and service
contracts.

Post-award administration:

Budgeting - establish budget codes; provide salary and benefit information;
provide monthly budget reports Sas needed); conduct quarterly/mid-year budget
review; process budget transfers/revisions; provide annual budget worksheets
and enter budgets

Accquntin%— CProcess accounts payable, procurement, travel, accounts .
receivable, budget and expenditure transfers, service contracts (before work is
performed), equipment inventory and ensure financial controls are in place

Reporting — review financial reporting on program expenditures, cost share
compliance as required by awarding agency, reports prior to submission, and
certify on reporting website

Record Retention — maintain grant files for up to three years after final reports
have been submitted



FISCAL SERVICES OFFICE RESPONSIBILIT
Continued

Provide grants and administrative procedures training

Provide the tools necessary to effectively manage the post award financial
functions of the grant award(s)

Provide training on Financial 2000 (F2K) and EDU Reports
Set up budget codes for the grant award

Maintain contracts/agreements

Process expenditure and budget transfers

Approve personnel paperwork to ensure availability of funds and verify account
number

Bill per the new FI$Cal billing procedures/bill pass through entities

Maintain the Categorical Grants Calendar and send reminders of due dates to all
managers



PROJECT DIRECTORS AND PROGRAM
SUPPORT STAFF RESPONSIBILITIES

Read award documents carefully and pay close attention to terms and conditions of the award
(ex: project period, allowable expenditures, Non-allowable expenditures, reporting deadlines).

Submit award agreements, Grant Award Notices (GANSs), or contracts to FISCAL Services.
Also provide Fiscal Services with copies of the allowable/Non-allowable expenditure lists and
reporting dates

Submit Budget Augmentation/Budget Revisions to FISCAL Services
Spend funds in a timely manner — not leaving expenditures to the end of the year

Directors/grant managers should be responsible for making sure there is budget prior to
spending, if not request budget transfers PRIOR to submitting requisition

Make sure budget transfers are entered into the Chancellor’s Office site, request budget
transfers from the program managers — BEFORE spending. Send approvals to Fiscal



SAMPLE GRANT AWARD NOTIFICATION (GAN)

US Department of Education POATAIZIE09 - 13
Washington, D.C. 20202
GRANT AWARD NOTIFICATION
4] RECIPIENT NAME | AWARD INFORMATION
Victor Valley College PR/AWARD NUMBER PO4TA121609- 15
Instruction & Student Services ACTION NUMBER 6
18422 Bear Valley Road ACTION TYPE Continuation
Victorville, CA 92395 - 5850 AWARD TYPE Dizeretionary
3| PROJECT STAFF 4 FROJECT TITLE
RECIPIENT PROJECT DIRECTOR. B4.047A
Patricia Bejarano-Vera (760) 245-4271 VVC's Upward Bound
Patricia. Bejurmg-
EDUCATION PROGRAM CONTACT
Ashley T Jackson (202) 502-7733
[Talae M1
EDUCATION PAYMENT HOTLINE
G5 PAYEE B88-336-8930
HELPDESK
5 KEY PERSONNEL
NAME THLE LEVEL OF EFFORT
Patricia Bejarano-Vera Project Director 25%




SAMPLE GAN - Continued




Sample alternate GAN

(email from Chancellors Office)

ESTIMATES (no official) 2019-20 BFAP-SFAA & SSCG Allocations (Advance)
3 BEAL
District College MOE BASE Total | Percent | S5(G
VENTURA OXNARD § 6785 10371 ALY BT RIG[S 116720
VENTURA VENTURA § sigel(§ 191769 |3 3BSASL|S AM0(S 141149 (§ 1781304
VICTOR VALLEY VICTOR VALLEY § 66330 |8 16954718 333303 [§ SO2040(§ [7AI86[§ 2047102
WEST HILLS COALINGA § ngn | RI|S 108I66[S D36ML{S  3B005(F 908970
WESTHILLS TENOURE 5 ] T A T A e
TESTRERN TAFT 5 Wm[T 0|3 IBR|) T3 A {3K0D
WEST VALLEY-MISSION ~ [MISSION § sa]s N00]3 y 51638 40316[§ 43100
WEST VALLEY-MISSION ~ |WEST VALLEY § Wese6|8 450658 I0383[§ MSRB(§ 420[F 4LI
YOSEMITE COLUMBLA § 5008 B7H(Y 1037635 132486(% 26610(% 318799
YOSEMITE MODESTO § 66149 |§ 206707|8 44677(§ GRIM4{F 2302808 2204111
TUEA TOODLAND § ) s A S s el
TUBA YUBA § Wy Ay 1800 Dy, 1% 75180 131887




Sample alternate GAN

(email from Chancellors Office)

California Community Colleges Chancellor's Office
FY 2017-18 D3PS FUNDING SUMMARY

201718 201718 Access to 201718 201718
College DHH Print & College Total District Total
Allocation Distribution Electronic Funding Funding
Information
VICTOR VALLEY 5 - ! 601,653
Victor Valley 5 47,053 § 43864 & 10,736 5 601.653
WEST HILLS 5 - ! 602,156
West Hills Coalinga 5 198,243 % - 5 10,199 % 208.442
West Hills Lemoore 5 324,085 § 59,355 & 10,271 5 393,714
Subtotal CCCs $ 100,541,325.00 $9,600,000.00 % 1,245,000.00 % 111,386,325.00 $111,386,325.00
Coast CCD
Coastline DOL Center 632,817 0 ] 632,817 632,817
Kern CCD
FPorterville DOL Center 0 0 0 0 0
West Valley CCD
Mission DDOL Center 0 0 0 0 ]
Subtotal DDL Centers $ 632,817 § - $ - $ 632,817 § 632,817

TOTAL CCCs + DDLs $ 101,174,142 $ 9,600,000 % 1,245,000 % 112,019,142 § 112,019,142




SAMPLE BUDGET WORKSHEET

VICTOR VALLEY COMMUNITY COLLEGE
Budge! Workshest

Heslth Schance Public Salety Industrial
Depariment: T Drate:; 472016
Pragram: H (B8050) Program Year: 20182017
Award: Parkins {2201}
Carryover:

“Total Allocation: 478,085.00 Allocation |Contact Personnel Suzranne Panfold |
Pleasge make sure the above amount
matches the tolal on page twa

1000 Canificaled Parsonmnal
1100 Taacher Salaries, Ragular 1
1103 Teacher Salaries, Summer
1280 Counsalors
1283 Counsalors, Summer
1300 Teachar Salaries, Hourly
1350 Parsanal Services
1440 Facilitabors: P/T Assignment
1470 Coordinaiors: PT Assignment
1480 Academic - MI/NR - Counsalors
1483 Hourly Counsaling - Summear

(other)
(other)
(other)

2000 Cerificated Banadits
Contract Benafits: 16% DI_
Inst HEW 21,500 Haalth banafits x number of EE's Muliiply number of EE's x 521,500 lor HAW

2000 Classifiad Parscnnal
2150 Classilied-MReg/Admin
2180 Classilled-MNIiiReg 30,000
2200 Class Sals/nstructional
2380 Class-NUNRA - Students [Office Worker)
2301 Clags - Reg/FT - Cwartima
PARE Ciassifind-VNR - Feo Rase instructoar
24850 Classified-IMA - Studenis {inst Tutors)

3000 Classilied Banefits
Contract Banalits: 24% 7. 200
Studant Workens Benelits: 35 [x)
Cher hourly Bangilis: B.5% [V
ClassifiedMgr 21,500 Health banslils x number of EE's IIHuIﬁ:ry- number of EE's x 521,500 for HEW




SAMPLE BUDGET WORKSHEET- Continued

VICTOR YALLEY COMMUNITY COLLEGE
Budgst Warksheat

Health Science Public Salsty Industriat
Departmant: Techno
Program: HEPSIT {5050}

4000 Supplies MWotes
4300 Instruetional Supplies 7.000
4305 Instructional Soitware

(prirtars/moniions under S500)
4310 Instructional Scllwars
4430 Subscriptions
4500 Other Supplies
4505 Oihver Supplies
{printers/moniloss undar S500)
4510 Non-Instructional Software
4570 Matwork Supplles

5000 Travel,Rapair,Other Services
5200 Traved, Conferenca, instructonal 20,000

5202 Travel,Conference, non-Instruction
5210 Milsage/Instructicnal

£212 Mileage/Administraticn

5300 Dwes & Memberships

5350 Postage Expense

5422 Professional Liatbilily

5630 Confracts - Renis & Leases
5640 Conlracts - Repairs

5850 Coniracts - Malnt Agreemis
5630 Indiract Costs

5740 Agsassment Fae

5805 Licensa Feas

5810 Advertizing - Public Rlalations
5815 Plagues/dwards wEngraving
5840 Conlracted Services

5800 Other Expense




SAMPLE BUDGET WORKSH

G000 Equipment

HET— Continued

8310 Library Books)

6,885

B400 New Equipmant

6405 Camputers

£.000

6410 Furnitura {not in Fixed Assais)

6419 Equipment-Leasa/F urchase

TODO Contingancy

7500 Grants

7810 Siudent Book Service

TE20 Other Sarvices - Students

7900 Reserve for Contingencies

Total Expendilures [______78.085] This amount needs to equal the total allocation from

Authorizad Signaturs: :E--L-L ’é-ﬁ-—

Please fill in blue arsas as well as dollar amounts per abject codes and explanations

page ona




PROJECT DIRECTORS AND PROGRAM
SUPPORT STAFF RESPONSIBILITIES- Continued

Review quk—]lolan, deliverables, objectives, and budget
needed to implement grant activities

Implement project and conduct program activities as
detailed in the award terms and conditions, or GAN

Ensure no conflict of interest is involved in the project

Be informed of local, state, and federal laws - Be good
stewards of grant funds!

Provide Fiscal Services with copies of GAN, allowable
expenditures, non-allowable eXFendltures, grant
requirements, RFP/RFA, and all related documents

Provide Fiscal Services with copies of reports that were
submitted to respective agencies



SAMPLE WORKPLAN (State Grant)

PROJECT: Deputy Sector Navigator
SECTOR (If applicable):  Small Business
DISTRICT: WVictor Valley CCD

COLLEGE: Victor Valley College
FISCAL YEAR: 2018M7
RFA NUMBER: 13-153

Statement of Work (Annual Warkplan)
Objectives/iCommon Metrics

Objective: 1

Convens educalion, business, and economic development pariners to idenlify the regional workforce devalopment and business development needs of the Small Business Seclor
.and then idenlify programes (or set of courses) that are in aignment with thess neads.

‘Common Metrics:

Select: Goal1 Increase the number of community college CTE students who eamn a certificate or degree that prepares them for the workforce

L3 Activities Perfanmance Outcomes Timalines Responsibla Person(s)
Octobar 2016 DEN Small Business
Facilllabe and paricipate i business and educational advisory
mielings within the Inland Emgin'Desert Regan . o includa January 2617
14 Cammunity College Faculty, High School Facully, Indusiry Pariners, |Alignmentaf skillseds within a program (or set of courses) to an ¥
" |WIB, SBDC, and olher related slakehalders for Small ocoupatian and the needs of the fEbar maked
Busingss/Entrep hip ared related pathways in peionty and March 2017
BMENging seclors.
Febrsary 201 7 Seclor Navigabar
uct a slabrende SmaliBusiness Educabors Symposism co-sporsonsd
4. [With the Nationsl Associstion far Comenuraty College Entreprencusship :""“""‘:““ mﬁu;ﬂm"#imm.-r%mr:m DEMs
:;m'_“mwhrpmmm“wm’m"mmm'-ﬁuuh!muardmlh-..lrdu“ “I:B i ) D
lAugust 2096 D5HN Smal | Busness
Comwane deans, faculty, and administralors of Small Business, Davalop & regicnal plan o cross-promols coursas in small .
4.3 |Entregrensursni, and CTE programs 1o review content business and entreprensurehip, including speciaied eoursas, MNovambar 2016 Reginnal Consortia
arhancements, $SCuss nesowsioes , and plan for reganalization of cartificatas , and degree programs, integraling Entrepreneunal sk lis
ros o CTE Fabrmuary 2017
May 2017




SAMPLE BUDGET (State Grant)

DISTRIGT: Viclor Valley GCD

COLLEGE: Victor Valley College

FISCAL YEAR: 201617
RFA NUMBER: 13-158

APPLICATION BUDGET SUMMARY
MNOTE; Submit detals expiaining the expenditures by calegary on the Application Budge! Detail Sheet

ot TOTAL PROGRAM MATCH

Expanditurs Classification Line | FUNDS REQUESTED Match Required
$ 200,000 | S 200,000
1000 INSTRUCTIOMAL SALARIES 1 3 Tl - 83,853
2000 |MONINSTRUCTIOMAL SALARIES 2 |s 76,200 | $ 82,024
3000 |EMPLOYEE BENEFITS < 387483 28,530
4000 SUPPLIES AND MATERIALS 4 $ 700018 0
5000 |OTHER OPERATING EXPENSES AND SERVICES E |3% 72,360 | 5 42,402
2000 CAPITAL OUTLAY B |5 0ls 1]
To0o OTHER QUTGO T |5 als 1 0

TOTAL DIRECT COSTS:] 8 |3 5
TOTAL INDIRECT COSTS (Mot io excesd 4% of Direct Costs):| 8 s

TOTAL COSTS:| 10 (3% 200,000 | 237,816




PROJECT DIRECTORS AND PROGRAM SUPPORT
STAFF RESPONSIBILITIES - Continued

Monitor all budget expenditures to ensure fiscal compliance and
alignment with approved budget, funding agency requirements, and
district policies

Program expenditures must be allowable, allocable, and reasonable

Submit Expenditure Transfers and/or Budget Transfers/Revisions as
necessary WITH appropriate supporting documentation

Must have program managers approval on all budget
transfers/requests to move expenses

*Note: changes in project scope, objectives, key personnel, or major
budget reallocations (ten percent of budget line items) need prior
agency approval — if there is movement between major objects those
need approval from the project manager as well



BIDDING PROCEDURES MATRIX

VICTOR VALLEY COLLEGE
CONSTRUCTION PROIJECTS Board Prevailing Payment Liability Auto Insur.
(per UPCCAA) Min Quotes Action Wage Bid Bond Bond Insur. Cert  Cert Remarks
Projects under $1,000 1 SABR N N N Y Y PO, RFP, or proposal
Projects $1,000 to $14,999 2 SABR Y N N Y Y PO, RFP, or proposal
Projects $15,000 to $63,999 2 SABR Y N N Y Y PO, RFP, or proposal
Projects $64,000 to $92,599 2 BAP Y Y Y Y Y PO, RFP, or proposal
Projects $92,600 and larger Bids BAP Y Y Y Y Y RFP, Existing Bid or Formal Bidding
NON-CONSTRUCTION
Equipment, Materials, Services, Etc
Purchases of $0 to $10,000 1 N/A N N N 1 quote required, 2 recommended
Purchases of $10,001 to $20,000 2 N/A N N N 2 written quotes (catalog/internet OK)
Purchases of $20,001 to $63,999 2 N/A N N N 2 written quotes (catalog/internet OK)
Purchases of $64,000 to $92,599 3 BAP N N N Informal RFQ w/ 3 written quotes

Y- Formal RFP, specs, advertisement, Bid Bond

Purchases of $92,600 or more Bids BAP N N N Y- contractor contractor 5% optional by CEO

SABR = Superintendent Approval and Board of Trustees Ratified

BAP = Board of Trustees Approval prior to commitment



SAMPLE FINANCIAL ACTIVITY REPORT

Financial Activity Report for District 73 - Victor Valley Community College - Summary (From: 711/2016 To: 630201T) Page 1ol 1
FAR sp ty Is mr ob 1617

Rvised Actual Pre/Encumbensd
Dbjact b{ect Descripton Budget Activity Pended Activiy Balance

Fund 01 GEMERAL FUND

SubProgram 2013 TEMP ASSIST - NEEDY FAMILIES

Typs 0000 UNDISTRIEUTED

LifaSpan 50 RESTRICTED

Ravenus
E14D00 TEMP AZSIST FOR NEEDY FAMILIES 104,730.00 17,636.00 0.00 47,034.00

Total Revenus 104,730.00 17,506.00 0.00 87,034.00

Expenditurs
218000 CLASSIFIED-HIRES 30,012.00 5,402 €D 0.00 33,510.40
248500 CLASSYMR - STUDENTSTUTCRS 0.00 1,467.50 0.00 {1,457.50)
321000 PUBLIC EMPLOYEES RET SYSTEM 541800 TEZE1 0.00 485518
31000 CASDI 2,418.00 31.18 0.00 2,107.32
331500 MEDICARE 145% g5600 ToE4 0.00 43636
335000 PUBLIC AGENCY RET SYSTEM 0.00 17.78 0.00 {17786}
241000 HEALTH AMD WELFARE £2,110.00 2,275 86 0.00 1053434
251000 STATE UNEMPLOYMENT INSURANCE 20.00 275 0.00 1725
351000 WORKERS COMPENSATION 25500 164.04 0.00 TOO9E
450000 OTHER SUPPLIES 2,[0.00 oo £45.07 135332
521200 MILEAGEADMMNISTRATION 1,000.00 0.0o 0.00 1,000.00
751000 STUDENT BOO SERVICE 15,015.00 .00 0.00 15,016.00
752000 OTHER SERVICES - STUDENTS 16,264.00 23.00 14,507.52 143348

Total Expendiiurs 104,750.00 10,506.04 15,433.38 TE,720.47

Total LifeSpan 50 RESTRICTED 0.0J B35453

Total Typs (000 UNDIS TRIBUTED 0.00 B35453

Total SubProgram 2013 TEMP ASSIST - NEEDY FAMILIES 0.00 B 35453

Total Fund i1 GENERAL FUND 0.00 B35453

Criterta: Type = Summary; Sudget Status = Revised; Running Balance = Yes; Include GL Stabus = Pended, Encumbeared, PreEncumberd; SotiGmap -
Fund, SubProgram, Type, LeSpan, Coject; LieSpan = 50; SubProgram = 2019; Dispiay Columns FTR = GL Stebus



PROJECT DIRECTORS AND PROGRAM SUPPORT
STAFF RESPONSIBILITIES - Continued

Meet regularly with program personnel to assess and report on
progress of the program

Notify Fiscal Services of ALL reporting deadlines

Complete Cc{luarterly and annual performance/progress reports
as required by funding agency. Submit Reports to be approved
by component administrator(s), and allow ample time for
review before submission

Complete quarterly and annual financial reports as required by
funding agency. Submit Reports for approval By component
administrator(s) audited by Fiscal Services, certified and
submitted on time. Provide signed copies to Fiscal Services .



PROJECT DIRECTORS AND PROGRAM SUPPORT
STAFF RESPONSIBILITIES - Continued

Maintain detailed and accurate records of all program activities
(progress/performance, finances, participant information, inventory
of equipment, and any other relevant information)

Grant employees MUST complete Time & Effort (T&E) Certification
Forms monthly and account for 100% of their salary. Send copies to
the Fiscal Services Office. These must be signed off my each
Program Manager. These forms are monthly from the 1% to the 315t
(if applicable)

*NOTE: If an employee is classified or certificated and works only
for ONE program they can submit their T&E forms every 6 months.



AND EFFORT FORM

(1]

SAMPLE TIM!

CACURE R L

18422 B:ar "l-"a?i,llvn::ﬂr Raad. Victorville, CA 92395
T —
TIME AND EFFORT AFFIDAVIT (MULTIPLE, MONTHLY)}

EMPLOYEE NAME: SQGMXXEEXNX
TIME PERIOD COVERED: FROM: MARCH 1, 2016 TO: MARCH 31, 2016

I certify that the activities and time indicated for the month of MARCH were conducted on behalf of
Vietor Valley Community College District in support of the following grant objectives:

Cost Objective: FPERKINS QR&E T ADMINISTRATION
Percentage of Time: 45% 7 i
Activities: This month I w

Percentage of Time: 46%
Actvities: This month kil 2
lated activities. he Fire lo vi i tin

Cost Objective: TA 5;3:;:;{ é:‘;RANT
Percentage of Time: 9% initial)

Activities: orked on balancing our budge

ing the Mursing and Fire

Employee Signnmm%%étx XKRXK pate: H 11 fI\_g

{ s
Program Manager Signature _ /‘Q‘;_ Date:\ H_‘EE [{ V%
Program Manager Signature Date:

Program Manager Signature Date:__,




SAMPLE TIME AND EFFORT - Continued

Tictmr Fallay Community Cullags Dirtrice
GRANTFUNDED FROJECTE Thim form LUES KO 18
o B 2

Cindy Blanco | Srmdent worker |
EEFFET HENTHSTE: FESIECT BAHE:
August 2013 | T5% Cal Works |
BAT | L] 131 BEICRIFTIHE #F ACTITITIES BAT HaEEX BEICEIFTIHE #F ACTITITIES
1 |4.75 Filinq Lo
T 11
1 REI ey ] Warkingon computer withreudentr
1 m |z.50 Filing
H d4.75 Fhoner, helpingrtudentr |35 FMir= OFFice dutior
E |4.75 Diclivering Filer to dephr 2 |4.75 Shredding
T .78 Arrirkingreudenkr 21
L} 4.5 Mirzoffice dukicr L
1 25
1 11
kLl B
| |
2 150 QFFice Duticr o
LI =81 Tutaring H |
L L] d.28 Making binderr m
5475 Shredding "
8 |225 Filingq TOTAL |54.00

ESEEE TIHE TH# ANARTER EF#EERX

EMFLOYEE: | zerkify that khe aboue hourr arc akrus and azzurake reparkof my time relaked ko khe aztivikierrhoun
andinruppartof the grantindizated.

Emplagrr's Sigualurr balr Fragram Hasaqer Apprasal Ealr

CHHHENTS:

ey Community Cullsgs Dartrict
GRAHTFUHDED FROJECTS

HOHTHLY TIHE AHD BCTIFITY LOG

EHFLETEE BAHE: JEE TITLE:
Cindy Blanco | Stwdent worker |
EEFFET HEETESTE: FRESIJECT BAHE:-
Auguzt 2013 | 25% Kaizer Grank |
BT | L1131 BEICEIFTISN #F ACTITITIES BT | L1131 BEICEIFTISN #F ACTITITIES
1 1.75 OFFize uork, Filing 7
H 11
1 11 1.25 OFFize uark, Filing
1 =1 0n.50 Arrirtingriudentr
H 175 Arrirtingreiudentr £ 1.5 Delivering paperuork koother deptr
£ 1.75 Arrirtingreudentr 2 175 Arrirtingreudentr
7 1.5 OFFi<e wark, Filing 21
1 1.50 Arrucring Phone 2 T
1 25
11 k
11 7
1@ 050 Arrirtingreiudentr =1
1 100 OFFize uork, Filing 21
" 1.25 Shredding n
R H 176 Organizing bookzarcr LR
1€ n.Ts Arrirtingriudentr T2TAL | 4500

FEOUHD TIHE T GUARTER HOURS

EMFLOYEE: | zerkify that the abowe hourr are akrue and azzurake repork of my time relaked ko ehe azkivikicr rhoun
andinruppart of the qrantindizated.

Dalr

Dalr Fragram Han

CHSHHENTX-




“NT TRANSFER SHEET

Vicror VALLEY COLILEGE
REQUEST FOR TRANSFER oF EQUIPMENT

DWATE:

REQUESTOR [Include contact information):

REQUESTED DATE OF MIOWE:

QUANTITY OF IMMEMS_

DESCRIPTHONC

ASSET TAG NUMBERS:

LOCATION OF ITERS (Include Building and Room &)

REQUESTED LOCATIN FOR ITEMS TO BE MOVED (Inclwde Building and Room #]):

REQUESTOR:
{Print=d Marme)] [Signatura)
FOWVE AUTHORIZED BY:
(Program hManager) [Printed Manms) (| Sipnature)}
MOVE COMPLETED BY:
(Printaed Mame) [signatura]

MOTES:

OO I/ FiscalProgram Manager/id & OfIRS

Frogram MMarager is the grant resporsibie person or the Director of the departrment.



DISPOSAL OF OBSOLETE/SURPLUS EQUIPMENT

Request for Disposal of Obsolete/Surplus Equipment

AP E520 reads " Mo fem of equipment thal has been inventored with a bar code may be removed fom any room
I which i has bean assigned without an approved "Request ko Move, Relocate, or Store Fixed Assels of Victor
Waley College” form. In addition, no equiprment may be removed fom e invenfony of Viclor Valey Colege
withoul an approved “Requas! for Disposal of ObsolsdeSurpius Equipment” farm.

Requester's Information

MName: _ B ]Data: |

Depariment: _ Phone Extension;
Equipment Information (One ltem Per Request)

Manufacturer:

Model Number: |serial Number:
Asset Tag Number:

Model Year: |A|::qulslllnn Yaar,
|Equipment Description:

Briefly describe why equipment is obsolete or surplus:

Approvals
| agree that the aforementioned equipment is either obsolate, s no longer economically sound
to repair, or is surplus to the neads of Victor Valley College.

Requestor's Signature:
Department Director or Dean Signature:
Vica President Signature:

FOR M&0O USE ONLY
Date Received: |Date Removed from Property:
Board Agenda ltem: Y M Board Agenda Month/Year: /
Board Approved: Y N |pate of Disposat:
Auction Company: |Saling Price:

Commants/MNotes:

CC: IT/MED/Program Manager/Fiscal Revised 0472007



PROJECT DIRECTORS AND PROGRAM SUPPORT
STAFF RESPONSIBILITIES -Continued

GRANT CLOSEOUT

Prepare and submit all performance, and other reports required
within 90 days of completion of the grant — or due date if sooner

Dispose of or return government-furnished equipment/supplies if
necessary. Equipment is $5,000.00 or more in remaining value

Submit final paperwork for grant closeout to Fiscal Services (final
progress and financial reports; review expenditures to resolve any
outstanding items or compliance issues prior to closeout)

Retain grant records for at least three years after final report has
been submitted

Assist in providing the necessary information/data requested during
audits



Summary of Roles and Responsibilities

POST-AWARD PHASE

Expenditures

subrecipients;

Excel/PDF reports as

asSSess progress

needed

Grant Project Fiscal VVC College
Task Director Representative Dean Vice President President Foundation
Review and Review; Provide
Obtain Grant . E-file agreement, . . . partnership
provide contract to . Review Review Review
Agreement . Review agreements/RFP/
Admin. Svs. .
RFA if necessary
Budget Augmentation Prepa. re.for . . . Provide partnership
submission; Review and process Review Review
LBl S Provide Supportin into F2K and sign and sign e
Continuing budgets Doczp g g g RFA if necessary
Work with HR,
complete
Personnel Paperwork: necessary HR
Ne.w Hires, Special |forms, Pr.ep.are el Verify funding; Review Review Review and Sign
Project Agreements, S, Review and Sign and Sign and Sign (as necessary)
budget/position monitor g g 8 y
changes, deliverables, track
submission of final
report
ImpIemen_t prc_uect Monitorand | Monitor and
. as detailed in ) )
Project . meet with meet with
. terms and Review budget
Implementation . program staff | program staff
conditions of
as needed as needed
award
Review budget |Provide monthly and
Monitor Program | reports monthly; | quarterly expense
Activities and monitor reports. Provide Review Review




Summary of Roles and Responsibil

ities - Continued

POST-AWARD PHASE

Grant Project

Advancement and
Task . Fiscal Representative Dean Vice President | President Development/
Director i
Foundation
.. P f . .
Budget Revisions and rep‘a']re' or Audit and process Review
submission/ i .
Transfers into F2K and sign
Approve
Prepare for Audit: Provide Review
Expenditure Transfers submission/ backup for salary .
and sign
Approve related transfers
. Submit to Receive copy only — .
E
Time and Effort Dean/VP review, audit Review
Review all
Reports Gather data and
. . report data
(Program/Progress) - prepare for Reviews and certifies P
Periodic (Quarterly, submission prior | to reporting agency P .
. submission to
Annual) to deadline. .
funding agency
Gather data and Audit and Review all report
. prepare for troubleshoot. data prior to .
Reports (Fiscal) - o . . . . Sign as
. . submission prior Download to sending to Fiscal Sign as
Periodic (Quarterly, . . necessary
Annual) to deadline. Input PDF/Excel. for submission necessary
data by funding Submit/Certify to funding
category Reports as necessary agency




Summary of Roles and Responsibilities - Continued

CLOSE OUT PHASE
Proj . . . . . VV ]
Task Grar?t roject Fiscal Representative Dean Vice President President CCo fege
Director Foundation
Prgp?re fo.r . Review all report
submission within .
90 days of CEIE PEr I Sign as
. . Audit; Submit/Certify |sending to Fiscal Sign as
Final Reports completion. . necessary
. . Reports at necessary | for submission necessary
Provide supporting to fundin
documentation for &
. agency
review
Prepare for
disposal of Work with Project Review and
Dispose of or return Program Director. M&O, IT and . .
. . . approve disposal Review
equipment equipment. IMS to appropriately
. ) . form
Maintain inventory |dispose of equipment
records

Record Retention

Maintain necessary
program records
for annual audits,
and retain for at
least 3 years after
final reports have
been submitted

Maintain financial

records for annual

audits, and retain
for at least

3 years after final

reports have been
submitted




GRANTS TEAM

Fiscal Services:

Office Location:

Building 10A

Staff:

Pearl Bandringa — x 2680 pearl.bandringa@vvc.edu
Lorie Henning — x 2715 lorie.henning@vvc.edu
Marie Vidana-Barda — x 2286 marie.vidana-barda@vvc.edu



mailto:pearl.bandringa@vvc.edu
mailto:lorie.henning@vvc.edu
mailto:marie.vidana-barda@vvc.edu

Take Aways/Reminders

* Spend money throughout the year — don’t wait until the end of the year

* Review all of your requests, hiring forms, etc for the correct account strings

e Get all of your information to FISCAL in a timely manner so we can review and
process before the deadlines.

* Travel needs multiple approvals now, get the authorizations in with extra time so
everyone can process.

» All contracts/purchase agreements, etc must be signed by the President. They must
go to the Board if $250.00 or greater. We are looking to increase this amount.

 Budget managers approval is required for all requisitions, budget transfers, journal
entries, hiring forms and increases in amounts or hours for hiring forms. Basically
anything that needs funds from a budget needs the budget managers approval prior
to processing.

* Everything must be reviewed by FISCAL before submitting to reporting agencies.

* FISCAL gets copies of all restricted program reports, regulations, allowable /non-
allowable expenditures, etc annually or when changes happen

e Ifin doubt —ASK



ake Aways/Reminders Continued

Staff must get Budget managers approval on all items.

Time and Effort must be completed for all programs that require it.
Especially Federal. State, depending on if it is a pass-through or if the
program requires it.

Changes to Hiring forms: they still need to be approved by the budget
managetr.

You need to keep track of the expenses that are being spent out of your
programs. At the end of the year- we need to know what has not been
paid. We do not know if you have used a PO or not if it is not paid in
full, only you know that.



Thank you!
Q&A
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