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�U�H�D�V�R�Q�D�E�O�H�� �D�F�F�X�U�D�F�\�� �R�I�� �D�F�F�R�X�Q�W�L�Q�J�� �L�Q�I�R�U�P�D�W�L�R�Q���� �W�R�� �V�D�I�H�J�X�D�U�G�� �D�V�V�H�W�V�� �I�U�R�P�� �O�R�V�V�� �D�Q�G�� �W�R��
�H�Q�V�X�U�H���R�S�H�U�D�W�L�Q�J���S�R�O�L�F�L�H�V���D�Q�G���S�U�R�F�H�G�X�U�H�V���D�U�H���E�H�L�Q�J���I�R�O�O�R�Z�H�G��

�$�V�� �U�H�T�X�L�U�H�G�� �E�\�� �W�K�H�� �&�D�O�L�I�R�U�Q�L�D�� �&�R�P�P�X�Q�L�W�\�� �&�R�O�O�H�J�H�V�� �%�X�G�J�H�W�� �D�Q�G�� �$�F�F�R�X�Q�W�L�Q�J�� �0�D�Q�X�D�O����
�H�[�S�H�Q�G�L�W�X�U�H�V���V�K�D�O�O���E�H���U�H�F�R�J�Q�L�]�H�G���L�Q���W�K�H���D�F�F�R�X�Q�W�L�Q�J���S�H�U�L�R�G���L�Q���Z�K�L�F�K���W�K�H���O�L�D�E�L�O�L�W�\���L�V���L�Q�F�X�U�U�H�G����
�D�Q�G���V�K�D�O�O���E�H���O�L�P�L�W�H�G���W�R���W�K�H���D�P�R�X�Q�W���E�X�G�J�H�W�H�G���I�R�U���H�D�F�K���P�D�M�R�U���F�O�D�V�V�L�I�L�F�D�W�L�R�Q���R�I���D�F�F�R�X�Q�W�V���D�Q�G��
�W�R���W�K�H���W�R�W�D�O���D�P�R�X�Q�W���R�I���W�K�H���E�X�G�J�H�W���I�R�U���H�D�F�K��

�&�D�S�L�W�D�O���%�X�G�J�H�W���6�W�D�Q�G�D�U�G�V

�x �$���I�L�Y�H���\�H�D�U���&�D�S�L�W�D�O���&�R�Q�V�W�U�X�F�W�L�R�Q���3�O�D�Q���Z�L�O�O���E�H���S�U�H�S�D�U�H�G���H�D�F�K���\�H�D�U���� �7�K�H���3�O�D�Q���Z�L�O�O���E�H��
�G�H�Y�H�O�R�S�H�G�� �E�D�V�H�G�� �R�Q�� �I�D�F�L�O�L�W�\�� �Q�H�H�G�V�� �L�G�H�Q�W�L�I�L�H�G�� �L�Q�� �W�K�H�� �(�G�X�F�D�W�L�R�Q�D�O�� �D�Q�G�� �)�D�F�L�O�L�W�L�H�V��
�0�D�V�W�H�U���3�O�D�Q�V��

�x �$�W���O�H�D�V�W���H�Y�H�U�\���I�L�Y�H �\�H�D�U�V���W�K�H���'�L�V�W�U�L�F�W���Z�L�O�O���H�Y�D�O�X�D�W�H���L�W�V���Q�H�H�G���W�R���R�E�W�D�L�Q���W�K�H���V�H�U�Y�L�F�H���R�I��
�S�U�R�I�H�V�V�L�R�Q�D�O�V���W�R���G�H�Y�H�O�R�S���F�D�S�L�W�D�O���S�U�R�M�H�F�W�V��

�x �$ �F�R�Q�V�W�U�X�F�W�L�R�Q���P�D�Q�D�J�H�P�H�Q�W���I�L�U�P���Z�L�O�O���E�H���X�V�H�G���D�V���D���S�U�R�M�H�F�W���P�D�Q�D�J�H�U���Z�K�H�Q�H�Y�H�U���W�K�H�U�H��
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WVMCCD Administrative Procedure  AP 6240 

Business and Fiscal Affairs  

AP 6240 ALLOCATION OF COMMUNITY SUPPORT FUNDS 1

References: 
Per Board Policy 6240 and under the authority of the Chancellor, this procedure 
sets forth the procedures by which Community Support Fund allocation proposals 
are forwarded to the Board of Trustees.  

1. Membership for the Fiscal Workgroup:
a. The Fiscal Workgroup is a sub-committee of District Council, composed of a

membership determined by District Council. The membership shall include
representation from the Classified Senate Presidents or their designee, the
Classified Union, Academic Senate Presidents or their designee, the Faculty
Union, college Vice Presidents of Administrative Services, Executive Director
of Financial Services, and the Vice Chancellor of Administrative Services.  The
role of this committee is to make recommendations regarding fiscal affairs to
the District Council for consideration and presentation to the Chancellor per
Board Policy 6240.

b. The co-chairs of this committee shall be a Vice President of Administrative
Services and the Executive Director of Financial Services or Vice Chancellor
of Administrative Services.

2. Determination of Community Support Fund (CSF) and Potential Allocation Amounts:
a.
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include any remaining unallocated balance from prior years’ Community 
Support Fund Reserves.  

c. To ensure current and future fiscal stability, the Fiscal Workgroup may 
recommend an amount no greater than the net amount of Community Support 
Funds available at year 5 in the forecast provided by the Vice Chancellor.  The 
lesser of the current year or year five balance shall be used as the allocation 
limit. The Committee may recommend an allocation totaling less than the net 
available Community Support Funds. 

3. Annual Planning Cycle and Timeline: 
a. The intent of this procedure is to develop a master list of proposals to be funded 

through Community Support Funds.  The planning cycle will conform to the 
District’s overall budget development cycle, with  Community Support Fund 
allocation proposals being included in the tentative and final budgets presented 
to and approved by the Board of Trustees.   

4.  Community Support Fund Allocation Proposals: 
a. Per Board Policy 6240, District and college planning documents and supporting 

data will form the basis for allocations.  The documents shall include college 
and District participatory processes.  These supporting documents should 
include, but are not limited to, the following: 

i. District and College Mission Statements, Strategic Planning, and 
Educational and Facilities Master Plans 

ii. District Council’s annual goals 
iii. District and College annual goals 
iv. Special goals identified by the Board of Trustees, Chancellor, or College 

Presidents 
b. Duration of funding: 

i. Proposals for  Community Support Funding may be short-term, within 
the current fiscal year, or long-term: 

1. Proposals for “one-time” allocation of funding may extend for a 
period not to exceed three years without specific annual review by 
the Community Support Fund Allocation Committee.  Any funds 
remaining at the conclusion of a Community Support funded 
proposal will be returned to the Community Support Fund Reserve.  

2. Proposals of a “continuing” nature may obligate the  Community 
Support Fund on a recurring annual basis until one of the following 
actions occur: 
a. The need for continuing funding is eliminated 
b. The funding source is available from general fund or other, 

non-Community Support Fund, sources. 
c. Limitations of  Community Support Fund Proposals: 

i. Generally, Community Support Fund Proposals are unrestricted but with 
certain exceptions, as noted below. 

ii. Community Support Fund Proposals should not include requests for 
funding for: 

1. Specific long-term personnel positions. However, Community 
Support Fund Proposals may include adjustments to employee 
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compensation to be added to the salary scale or benefits for all 
employees with a bargaining group or similar personnel structure. 

2. Capital construction projects, major renovation, infrastructure, or 
site development projects identified as a part of a bond-funded 
project and/or not identified as a part of the Education and Facilities 
Master Plan. 

3. On-going maintenance expenses, continuing licenses for 
technology, or other similar routine costs of operation. 

iii. Changes, enhancements, or added features to approved projects 
exceeding previously allocated funding for the project require a separate 
proposal and cannot be funded through the original project allocation.  

5. Annual Evaluation of  Community Support Fund Allocation Process: 
a. The Fiscal Workgroup will be responsible for an annual, open, and transparent 

evaluation of each Community Support Fund proposal for effectiveness and 
adherence to Board Policy.  The Committee will prepare a list of Community 
Support Fund proposals recommended for funding and present to District 
Council for review.  District Council will disseminate the committee’s list of 
proposals to all constituent groups for consultation prior to approval.   

b. Based upon the committee’s evaluation of the Community Support Fund 
Allocation Process, recommended improvements or adjustments to the 
allocation process, procedures, and board policy will be disseminated to all 
constituent groups for consultation prior to recommendation to District Council.  

 
 

Date Approved:  August 7, 2019   
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WVMCCD Administrative Procedure  AP 6250 

Business and Fiscal Affairs  

AP 6250 BUDGET MANAGEMENT

Reference : 

All units of the District shall operate within the allocations of the current budget.  The 
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The Vice Chancellor shall utilize the Associate Faculty Funding Model to allocate funding 
for part-time faculty and special reassigned time.  This model is driven by the FTES goals, 
weekly student contact hours (WSCH), and the part-time faculty funding rate.  The Vice 
Chancellor shall utilize the Resource Allocation Model (RAM) to allocate District wide 
resources to support the integrated processes of strategic planning, Educational Master 
Planning, Accreditation and Program Review. Refer to AP 6240 for Community Support 
Funds Allocation procedure.  
 
Prior to the Tentative/Final Budget, the Vice Chancellor will implement the following 
process to allocate the funds among the District Administrative Services Departments: 
 

�x District Finance staff will work with the Administrative Services Managers to 
augment existing budget.   

 
�x The Department Budget Manager or the Finance Office shall present their budget 

proposal for consideration. 
 

�x The Vice Chancellor will review the proposals and allocate the augmentation 
based on proposals that best fit the stated Board Budget Priorities. 
 

�x The recipients of the augmentation will provide line item detail for their 
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�x Budgeting 

The annual Adopted Budget shall include a budget for each account identifying 
projected revenues and expenditures.  Projected revenues shall be based on the 
latest information available.  Projected expenditures shall be based on projected 
revenues which may include the use of the actual accumulated fund balance.  

 
�x Reporting 

The District shall periodically report information to the Board of Trustees regarding 
the financial and budgetary condition of the District for all funds.  The report shall 
include a comparison of budget to actual amounts.  It shall be produced in 
accordance with Generally Accepted Accounting Principles (GAAP) as defined by 
the Governmental Accounting Standards Board (GASB) and the California 
Community College’s Budget and Accounting Manual. 

 
Budget Calendar  
The Executive Director of Financial Services, in collaboration with the college Vice 
Presidents of Administrative Services, prepares the annual budget calendar.  The 
calendar is reviewed with District Council and then submitted to the Board of Trustees for 
approval no later than February of each year. 
 
The Executive Director of Financial Services, will coordinate with the College 
Administrative Services Offices to insure that all deadlines on the calendar are met. 
 
The Budget Calendar shall identify deadline dates for: 
 

�x Development of Budget Guidelines (Board Budget Priorities) 
�x State Workshops 
�x State Reports 
�x Position Control Lock  
�x Revenue analysis and projections 
�x Review of initial budget projections 
�x Budget Detail Line Item  
�x Quarterly Financial and Budget Adjustment Reports 
�x Year-end close  
�x Adoption of the Tentative and Final Budget 

 
The Tentative Budget shall be presented to the Board of Trustees no later than July 1 
[Title 5, Section 58305(a)], and the Final Budget no later than September 15 [Title 5, 
Section 58305(c)].  
 
Budget Position Control  
District Services staff will maintain the budget position control database.  Actual hire dates 
will be used to prepare the Tentative/Final Budget.  
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Vacant positions will be budgeted at step B for all classified positions. Certificated 
positions are budgeted at Column D, Step 7.   
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o All project funds not expended on the specific project, as approved, by June 
30 of the succeeding fiscal year will be returned to the Land Corporation.  
Carry-
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WVMCCD Administrative Procedure  AP 6300 

Business and Fiscal Affairs  

AP 6300 FISCAL MANAGEMENT 

References:  

Education Code Section 84040(c); 
Title 5 Section 58311; 
ACCJC Accreditation Standard III.D.9 

District administrators are primarily responsible for safeguarding District resources by 
establishing and maintaining sound business controls designed to deter and detect 
potential misuse of resources.  Further, the District encourages its employees and other 
persons to disclose improper activities as defined in the Reporting of Improper 
Governmental Activities Act per the Government Code and to protect those reporting 
improper activities from reprisal or intimidation. 

Misuse is the inappropriate use of District resources for non-District purposes.  Resources 
include, but are not limited to, cash, property, personnel, and time due to the District by 
employees.  Criteria used to determine whether certain activities or employee behavior 
constitutes misuse of resources includes State and Federal laws and District policy and 
procedures. 

Investigations of suspected misuse of District resources may be initiated for a variety of 
reasons, including, but not limited to, the following: questionable circumstances, 
allegations made by employees or members of the public, or situations disclosed during 
the course of routine audits. 
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Other Types of Monies 
Wire transfers and ACH transfers are arranged in advance and are transmitted to and 
from the Clearing 
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The procedures above apply to any money collection site on college grounds, which may 
include Community Education, Contract Education, International Studies, 
Hospitality/Bistro, and selected Grant and Child Development Centers. 
 
 
Petty Cash:  
Petty cash in the amount of $5,000 is held in each college A&R Office for the purpose of 
covering minor expenditures that may arise.  Requests can be made to reimburse 
employees for the purchase of supplies and postag
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