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MT. SAC

Mt. Sen Antonio College

SAMPLE

To: All Department Budget Managers

From: Linda M. Baldwin
Associate Vice President, Fiscal Services

Date: March 1, 2010

Subject: 2010-11 Tentative Budget Development

Enclosed you will find a copy of the new “Guide to Mt. San Antonio College’s Budget Review and Development
Process,” which was developed by the Budget Committee during the 2008-09 fiscal year and completed prior to the end
of the Fall 2009 semester. This guide is intended to give you a "big picture” view of how the planning and budget
development processes are integrated and how they continue on an ongoing basis, which is demonstrated visually on the
flow chart included in this packet (Located on Page 9). Please review the Guide in order to assist budget managers in
understanding the annual Budget Review and Development Process. The Budget Committee welcomes any feedback
and/or recommendations on how this guide may better serve your needs.

Attached are two copies of your Status Quo Budget Sheets for the 2010-11 Tentative Budget. The 2010-11 Tentative
Budget will be will be presented to the Board of Trustees for approval on June 16, 2010. The personne!l budgets have
been updated to reflect known personnel changes through January 31, 2010. Changes that occur after this date will be
~flected in the 2010-11 Adopted Budget. The budgeted amount for personnel also includes employee step and longevity
creases that will be effective in 2010-11. Requested ongoing rate driven increases, which have been received so far
during this 2009-10 fiscal year, have also been updated.

Please do _not include any new one-time or ongoing budget requests on the Status Quo Budget Sheets. The Budget
Committee is currently in the process of reviewing the College's current financial status and will make a recommendation
to the President regarding the availability of any new one-time and/or ongoing funds that may be available for allocation
for the 2010-11 fiscal year, which is highly unlikely due to the current State Budget crisis and the affect it is having on Mt.
SAC. If it is determined that funds are available, information will be distributed at a later time, along with a New
Resources Aliocations Request form.

Please complete the following steps to assist us with the preparation of the 2010-11 Tentative Budget:

1. Departments and/or units should review the “Status Quo Budget 2010-11” column, which reflects the “ongoing”
budget allocation at the present time. Please review your expenditure plans for 2010-11 and adjust your budgets
according by transferring budget between accounts. You may review current year actuals by using the online
Banner Form FGIBDST.

2. Reflect all budget changes based on your anticipated expenditure plans for 2010-11 in the “Budget Changes
2010-11” column.

3. Adjust the “Revised Status Quo Budget 2010-11” column to reflect the total amount that will be included in the
Tentative Budget.

Please follow the specified approval routing and timelines:

1. Once your review and changes have been completed, sign, date, and forward one original copy of the Status Quo
Budget Sheet(s) to the appropriate Division Dean or Director no later than Friday, March 12, 2010.

2. The Division Dean or Director should review, sign, and date the Status Quo Budget Sheet(s) and forward to the
appropriate Vice President or President no later than Friday, March 26, 2010.

3. The Vice President should review, sign, and date the Status Quo Budget Sheet(s) and forward to Lanny Arifin, in
Fiscal Services, no later than Monday, April 12, 2010.

Thank you for your assistance with the budget process and we appreciate your cooperation in meeting the above
deadlines. If you have any questions or need assistance, please contact me at ext. 5517 or Rosa Royce at ext. 5530.
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2010-11 BUDGET DEVELOPMENT CALENDAR

| DESCRIPTION OF TASK

Fiscal Services Updates and Projects Personnel Budget (Changes through January 31, 2010)
Fiscal Services Distributes Status Quo Budget Sheets to Departments for Tentative Budget Changes
F:sca_l Serwces Prepares Prehmmary Tentatwe Budget

|Budget Committee Reviews Preliminary Tentative Budget

Departments Complete Status Quo Budg_Revuew and Immedlate Needs Requests Then Send to Deans/Dlrectors

=
= L]

Departments Prioritize Requests for One-Tlme Fundlng to Meet PIE Goals

Deans/Directors Review and Approve Department's Status Quo Budgets and Immediate Needs; Then Send to VPs
Vice Presidents Review and Approve Department's Status Quo Budgets and Immediate Needs; Then Send to Fiscal
Deans/Directors Prioritize Department's New Resource Allocation Requests
Vice Presidents Prioritize Team's New Resource Allocation Requests

BudgngommMee Reviews New Resource Allocation Requests 5L _' _____ LR T _d o
Budget Committee Finalizes Review of New Resource Allocation Requests 2

President's Advisory Council Reviews and Recommends Budget Committee’s Resource Allocations
Fiscal Services Completes the Tentative Bu _get and Prepares Board Agenda Item

Budget Committee Reviews the Completed Tentative Budget 3 |

Tentative Budget Submitted for Board Approval

President's Cabinet Collaborates Regarding Allocation of New Resources and Immediate Needs
President Makes Final Decision on New Resources and Immediate Needs Requests Based on Recommendations
from the Budget Committee, President's Advisory Council, and President's Cabinet.

Fiscal Services' Deadline for 2009-10 Year End Closing

Board of Trustees Approves Adopted Budget

* Note: Dates revised due to the date change of the June Board Meeting from 6-23-10 to 6-16-10

RESPONSIBILITY:
Budget Committee

Department level
Administrative Level {
Other Groups

Fiscal Services

Revised 2/20/10 27 Appendix F
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MT. SAN ANTONIO COLLEGE
BANNER ACCOUNT CODE STRUCTURE

Banner Account Code Structure:

Fund Type (2) Fund (5) Org (6) Account (6) Program (6) Activity (4)

_ XXXXX XXXXXX XXXXXX XXXXXX XXXX

Fiscal Services Use Only

The Fund is used to segregate financial information based on the source and purpose of funds.
The Org is used to segregate financial information based on organizational structure.

The Account is used as a uniform method of classifying categories of revenues and expenditures.
Note: The California Community Colleges Budget and Accounting Manual refers to the Account as
the Object. The major object codes are defined by the California Community Colleges Budget and
Manual.

The Program segregates institutional functions or operations related to instructional and non-
instructional services.

Note: The California Community Colleges Budget and Accounting Manual refers to the Program as
the Activity. The activity codes are defined by the California Community Colleges Budget and
Accounting Manual and correlate with the Taxonomy of Programs (TOPS) codes, which are
assigned to courses.

The Activity field is used to segregate instructional and non-instructional salaries and benefits for
State reporting purposes.

02/20/2010 29 Appendix H



MT. SAN ANTONIO COLLEGE
CHART OF ACCOUNTS

You may request an electronic copy of the following Hierarchy Reports from Fiscal Services:

The Fund Hierarchy Report is used to segregate financial information based on the source
and purpose of funds.

The Organization Hierarchy Report is used to segregate financial information based on
organizational structure.

The Account Hierarchy Report is used as a uniform method of classifying categories of revenues
and expenditures.

Note: The California Community Colleges Budget and Accounting Manual refers to the Account as
the Object. The major object codes are defined by the California Community Colleges Budget and
Manual.

The Program Hierarchy Report segregates institutional functions or operations related to instruc-
tional and non-instructional services.

Note: The California Community Colleges Budget and Accounting Manual refers to the Program as
the Activity. The activity codes are defined by the California Community Colleges Budget and
Accounting Manual and correlate with the Taxonomy of Programs (TOPS) codes, which are
assigned to courses.

The Activity field is used to segregate instructional and non-instructional salaries and benefits for
State reporting purposes.



