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Chapter 6 — Business and Fiscal Affairs

BP 6200 Budget Preparation

References:

Education Code Section 70902(b)(5); Title 5 Sections 58300 et seq.; BP 6250

Each year, the CEO shall present to the Board of Trustees a budget, prepared in accordance
with Title 5 and the California Community Colleges Budget and Accounting Manual. The
schedule for presentation and review of budget proposals shall comply with State law and
regulations and provide adequate time for appropriate review.

Budget development shall meet the following criteria:

The General Fund Budget shall support the College’s Mission, Master Plan,
Educational Plan, goals, and priorities. It shall also support existing educational
programs and services;

The annual budget shall be developed in sufficient detail to give a clear indication of
the major items of revenues and expenditures, including the College’s goals, plans,
and purposes for expenditures;

Assumptions upon which the budget is based are presented to the Board of Trustees
for review;

On or before the first day of July each year, the Board of Trustees shall adopt a
tentative budget;

The College shall make the proposed budget available for public inspection at least
three days prior to the public hearing, at which any resident in the district may appear
and object to the proposed budget or any item in the budget;

The Board of Trustees shall hold a public hearing on the proposed budget for the
ensuing fiscal year in a College facility or some other place conveniently accessible to
the residents of the district;

On or before the 15" day of September, the Board of Trustees shall adopt a final
budget;

Changes in the assumptions upon which the budget was based shall be reported to
the Board of Trustees in a timely manner;

Budget projections address long-term goals and commitments;

Annual fiscal year revenue and expenditure estimates shall be developed
conservatively with the goal of projecting a balanced budget with preference for
adopting a surplus, that is, an excess of revenue over expenditures;

Recognizing that expenditures fluctuate and that income is not fully ascertained until
the following fiscal year, it is the College’s goal to manage this dynamic process to
assure that actual total income for the year exceeds total expenditures;






Chapter 6 — Business and Fiscal Affairs

BP 6250 Budget Management

References:
Title 5 Sections 58307 and 58308; BP 6200

The budget shall be managed in accordance with Title 5 and the California Community
College Budget and Accounting Manual. Budget revisions shall be made only in accordance
with these policies and as provided by law.

Revenues accruing to the College in excess of amounts budgeted shall be added to the
College’s reserve for contingencies. They are available for appropriation only upon a
resolution of the Board of Trustees that sets forth the need according to major budget
classifications in accordance with applicable law.

Board of Trustees approval is required for changes between major expenditure
classifications. Transfers from the reserve for contingencies to any expenditure classification
must be approved by a two-thirds vote of the members of the Board of Trustees. Transfers
between expenditure classifications must be approved by a majority vote of the members of
the Board of Trustees.

The followina steps will be taken to maintain the District’'s unrestricted general

reserves as no less than 10% of expenditures. (A prudent reserve is defined by the
California Community College Chancellor’s Office no less than §%.)

MOVED FROM BP 6200

To assure ongoing fiscal health and stability, every effort shall be made to maintain the
total Unrestricted General Fund Balance at not less than 10% of expenditures. If the

General Fund Balance becomes less than 10%, the College will present a plan within
120 days to restore the deficit or shortage within two fiscal years.

MOVED FROM BP 6200

In_times of fiscal uncertainty, the Board of Trustees may, by resolution, waive the
clause in this policy of maintaining a ten percent Unrestricted General Fund Balance.
Upon recommendation of the College President/CEO, reserves may be utilized to the
extent necessary down to a level of five percent of the expenditures of the Unrestricted
General Fund. The reduced Unrestricted General Fund Balance must remain at a level
no lower than five percent. It is intended that this exception be considered temporary
in nature and restoration as stated above be implemented.

Approved: July 28, 2004
Revised: Academic Senate May 7, 2015







Chapter 6 - Business and Fiscal Affairs

AP 6250 Budget Management

References:

Title 5 Sections 58307 and 58308

Title 5 requires that budget management conforms to the following minimum standards:

. Total amounts budgeted as the proposed expenditure for each major classification of

expenditures shall be the maximum expended for that classification for the academic
year, except as specifically authorized by the Board of Trustees.

o Transfers may be made from the reserve for contingencies to any expenditure

classification by written resolution of the Board of Trustees, and must be approved by
a two-thirds vote of the members of the Board of Trustees.

Transfers may be made between expenditure classifications by written resolution of
the Board of Trustees, and may be approved by a majority of the members of the
Board of Trustees.

o Excess funds must be added to the general reserve of the College, and are not

available for appropriation except by resolution of the Board of Trustees setting forth
the need according to major classification.

Appropriation Transfer Procedures

A

General Information: It is recognized that from time to time after the adoption of the
annual budget that the reallocation of certain funds within the budget may become
necessary or desirable for efficient operation of the College. Every attempt should be
made to hold such transfers to a minimum through good advance planning during budget
preparation.

Procedures: Whenever a reallocation of funds within the budget is made, it is extremely
important that proper procedures are followed to meet legal requirements and maintain
proper budgetary controls. The following procedures are designed to meet these
objectives and to clarify and standardize the method of requesting and implementing
appropriation transfers within the budget:

1. The Budget Control Officer requesting the transfer should obtain a eopy-of "Request
for Appropriation Transfer" Form from Fiscal Services. This request must be
submitted prior to the use of the funds (purchase requisition, travel and conference
expense, mileage expense, time sheets, revolving cash reimbursement, etc.).

2. Complete the form as per specified instructions.

3.  The form should include a signature of the “requestor” and should include approval
signatures as follows:

a. Transfers made between expenditure classifications up to $4:000 $4,999 should
be approved by the appropriate manager. Transfer made between expenditure




classifications equal to or over $1.000 $5.000 must be approved by the Vice
President of the area or the College President/CEO.

b. Transfers from regular salary accounts (accounts used to charge permanent
employees) regardless of the amount must be approved by the College
President/CEQ or Vice President of the area requesting the transfer and the Chief
Fiscal Officer or designee.

c. Transfers from the Faculty Hourly Accounts (Unrestricted General Fund)
regardless of the amount must be approved by the Chief Instructional Officer and
the Chief Fiscal Officer.

d. All transfers from the Fund Balance (Reserves), Unrestricted General Fund must
be approved by the Vice President of Administrative Services and the Chief Fiscal
Officer.

After the form is completed with the appropriate approvals, the request should be
forwarded routed to the Fiscal Services Department.

The Fiscal Services Department will submit the “Request for Appropriation Transfer”
to the Board of Trustees as pursuant to the California Code of Regulations, Title 5
Section 58307.

Budget Revision Procedures

A.

General Information: The College is continuously looking for opportunities to
increase its revenues obtaining categorical programs (grants, entitlements,
donations, and other financial assistance) and contracts. This is an ongoing
process throughout the year; therefore, there is a need to recognize the receipt of
these funds after the adoption of the final budget.

Procedures: When a written notification (award letter, contract, agreement, etc.) is
received regarding a change (increase or decrease) of funding, it is extremely
important that proper procedures are followed to meet legal requirements and
maintain proper budgetary controls. The following procedures are designed to
meet these objectives and standardize the method of requesting and implementing
budget revisions within the budget:

1. The Program Manager should obtain a copy-of the “‘Request for Budget
Revision” Form from Fiscal Services. This request must be submitted prior
to the use of the funds (purchase requisition, travel and conference
expense, mileage expense, time sheets, revolving cash reimbursement,
etc.).

2. Fiscal Services will assign an appropriate account number for all new
programs as needed.

3. Complete the form as per specified instructions.

4-—Theform should -include asignature of the ‘reguestor’ and —must be
approved-by-the-appropriate-manager-and Vice-President-of the-area-or-the
Gollege President/CEQ.

4. The form should include a signature of the “requestor’ and should include
approval signatures as follows:




a. Budget Revisions up to $ 4,999 should be approved by the appropriate
manager. Budget Revisions equal to or over $5.000 must be approved by
College President/CEQ or the Vice President of the area requesting the
budget revision and the Chief Fiscal Officer.

b. Budaet Revisions that include reqular salary accounts (accounts used to
charge permanent employees) regardless of the amount must be approved
by the College President/CEO or Vice President of the area requesting the
transfer and the Chief Fiscal Officer or designee.

¢. All Budget Revisions that increase or decrease the Fund Balance
(Reserves), Unrestricted General Fund must be approved by the Vice
President of Administrative Services and the Chief Fiscal Officer.

5. After the form is completed with the appropriate approvals, the request
should be routed ferwarded-to Fiscal Services.

6. Fiscal Services will submit the “Request for Budget Revision” to the Board of
Trustees as pursuant to the California Code of Regulations, Title 5 Section
58308.
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§ 58307. District Budget Limitation on Expenditure.

f The total amount budgeted as the proposed expenditure of the district for each major
@ clagsification of district expenditures listed in the district budget forms prescribed by the
t board shall be the maximum amount which may be expended for that classification of
expendiiures for the school year. Transfers may be made from the reserve for
contingencies to any expenditure classification or between expenditure classifications at
any time by written resolution of the board of trustees of a district. & :

demﬁmmm ——)

Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Section
70901, Education Code.

HISTORY
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§ 58308, Appropriation of Excess Funds and Limitations.

( ANlingame dcctuing to the district in excess of the amounts required 1o finance the total
 propesad expenditures, including {ransfors to other community college districis and funds,
{» , as shawn in the budget of the district shall be added to the general reserva of the districl,
\ "f /‘ ant shall nol be avallable far approprialion by the district for the current fiscal yesar except
= by the following procedure. The governing board of the district shall, by formal action of the
beard, pass a resolulion setting forth the need according to major classification of districl
expenditures lo be met from any portion of the general reserve derived from assured
incoma in excess of the total amount anticipated in the budget.

On the first day of July of each year, the general resarve together with unexpected
balances of appropriations and income in excess of anticipated income for the preceding
fiscal year shall be placed to the credit of the district, and the district shall include all money
so credited in the balance as shown in the budget for the ensuing fiscal year.

Note: Authority cited: Sections 66700 and 70901, Education Code. Reference: Section
70901, Education Code,
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