
Year-End Training
May 28, 2025

10 am – 2 pm



Q&A Document

https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/Ef8v6qgC2jRFnKMiiyDGmcwBrRCs55Np43CMqqnrlUCINQ?e=kKyKmC


Agenda

 Welcome (10:00am)

 Purchasing (10:05-10:35am)

 Accounting (10:35-11:05am)

 Human Resources (11:05-11:45am)

 Lunch Break (11:45-12:15pm)

 Business Services (12:15-1:15pm)

 Budget Services (1:15pm-1:45pm)

 Budget Oversight (1:45 – 2:00pm)

 Closing (2:00pm)



Purchasing



Purchasing Updates

• Requisitions
o Shipping in the Memo

o New changes and information
• Goods vs Services

• Link the Contract to the REQ

• Multiple year REQs 

Link Common Spend Categories

• Capital Threshold

• PCards

• Assets / Inventory

• Cleaning Materials
o Classroom/Non-Classroom
o MSDS Sheets

https://gcccd-my.sharepoint.com/personal/katie_loftusrapp_gcccd_edu/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fkatie%5Floftusrapp%5Fgcccd%5Fedu%2FDocuments%2FDocument%20Templates%2FCommon%20Spend%20Categories%20%28object%20codes%29%2Epdf&parent=%2Fpersonal%2Fkatie%5Floftusrapp%5Fgcccd%5Fedu%2FDocuments%2FDocument%20Templates&ga=1


Purchasing Updates 

• Allowable Purchases
oCleaning Materials

oAppropriate use of Funds for 
Expenditures
 Restricted/Non-Restricted

 TA Funds

• Independent Contractor 
Determination Form
oReplacing the Guest Instructional 

Provider form

https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/Eb31FhEHiPtIvFAyzfskde4BFxsL-5ds5Hay1Hqa_sKFkA?e=NKzzrT
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Accounting



Travel Updates 

• Updated Policy
o TR1 Travel & Conference Expenses

oGrossmont College Travel Memo

oOff Campus/Virtual Activity 
Request Form

• Expense Reimbursements
o No reimbursement allowed for 

travel booked on own

oReimburse only Per Diem, 
Mileage, and allowable expenses

oNew information and Travel and 
Conference Expenses

https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/ETX71QNRh6ZJuRLQ48Q9GOQBO-a519F9UY2xyg9gQS4c6w?e=bctYUs
https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/Ef0bc0wbHndJh_etNKFezn8BKbHTLfnJdKk6YW_Qy62b6Q?e=k7Ajzv
https://gcccd-my.sharepoint.com/:w:/r/personal/sheree_stopper_gcccd_edu/_layouts/15/Doc.aspx?sourcedoc=%7B140DB024-4D7D-4880-915E-60EEA97369AC%7D&file=TR1%20Travel%20and%20Conference%20Expenses.%20Operating%20Procedures.docx&action=default&mobileredirect=true


Cognito Forms – Under Construction

Online Forms

Forms to go live:

• Off-Campus/Virtual Activity 
Request Form

• Food & Refreshment Request 
Form

• Independent Contractor 
Determination Form

Coming to you soon!



Q & A
Year End Training Q&A.docx

https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/Ef8v6qgC2jRFnKMiiyDGmcwBmoOkQvRGEc7vur3VP7nvyw?e=UGw2C3


Human 
Resources



Student Workers

• Revised Wage Schedule eff. July 1st 

o Student Worker Hourly Wage Schedule

o Student Worker Hire Form

o Student Worker Levels I – IV 

 Increase in base wages to $18.00 per hour

o Based on complexity of the task and not strictly the background 

and experience of the worker

https://www.gcccd.edu/_resources/docs/human-resources/salary-schedules/2025-07-01-student-worker-hourly-wage-schedule.pdf
https://www.gcccd.edu/_resources/docs/human-resources/hr-misc/student-worker-personnel-action-form-7-1-2025.pdf


Professional Experts
• Revised Wage Schedule eff. July 1st 

oProfessional Expert Hourly Wage Schedule

oRevised hire form coming soon! 

o Levels I - V

 Increase in base wages to $25.00 per hour

oBased on complexity of the task and the 

background/experience of the worker

o Interpreters, Art Model, & Accompanist moved to 

Professional Experts for new year

https://www.gcccd.edu/_resources/docs/human-resources/salary-schedules/2025-07-01-professional-technical-expert-salary-schedule.pdf


Special Projects Authorization 

• For work that is done outside of the faculty job 

description AND outside the faculty load

• Paid at the hourly non-classroom rate

• # of hours for the project x Hourly Rate = $$$

• These are processed by Payroll Department

Salary Object Codes:

1315 Hrly Instr, Spec Projects
1335 Ovrld-Spec Project
1425 Hrly Lib/Cnslr, Spec Projects
1435 Ovrld-Lib/Cnslr Spec Proj
1439 Ovrld-Non-Clsrm Other
1459 Hrly Acad Non-Clsrm Other



Resignation/Retirement Process

• Can now be done through Workday!

o Workday Resignation/Retirement Instructions

• Manager will get the task to approve (inbox)

• Admin Assistants and Business Office will get the notification (bell)

• Should help expedite the routing of termination notices

o Prevent overpayments to faculty/staff

o Allow for smoother offboarding for the department and employee

https://www.gcccd.edu/_resources/docs/human-resources/hr-misc/workday-process-employee-resignation-or-retirement-black-and-white.pdf


Retiring & Working After Retirement 

• Retirement Stipends 

o CSEA & Admin Association – stipend paid for at least 3 months notice received by HR

 Not all employees are eligible – check the bargaining agreement! 

o Designed to give the department time to recruit and backfill 

• Early Retirement Incentive – Faculty

o Able to return after the 180-day sit-out period

o Paid a proportion of their final ending salary, NOT on adjuct salary schedule

o Capped at 35%/.35 FTE



Independent Contractors vs. Employees

• Independent Contractor Determination

o LINK to New Checklist (Katie Loftus-Rapp/Jennifer Fujimoto)

• Replacing the Guest Instructor form 

• If the answer is "Yes" to any of the questions, the person MUST be paid as 

an employee through HR 

• Referees for Athletics – if a current employee, MUST be paid as an 

employee, NOT as a contractor
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BUSINESS SERVICES
Food, travel, building access, forms processing, facility 

requests, and workday help.

Grossmont.BCS@gcccd.edu 619-644-7621

mailto:Grossmont.BCS@gcccd.edu


https://www.docusign.com/

DocuSign is a step forward to a more organized form routing and 

tracking process. 

Users will be able to use pre-made form routing templates, track 

forms submitted and be notified automatically when they need to 

sign.

https://www.docusign.com/


WHO ARE THE USERS?
USERS will be those with the ability to log, upload, & track documents in DocuSign.

SIGNERS will only be responsible for signing their name on documents that require it. 

They do not need a personal account.

USERS 
INCLUDE Administrative Assistants

Supervisors

Directors

Deans

Vice Presidents

President

Budget Services

Business Services



FORMS LOGGING

How it benefits everyone and 
makes finding forms a breeze!

EVERY LOG # CONSISTS OF 4-5 PIECES OF INFORMATION:

1. PREFIX – Every form type has a prefix.

Example: Student Worker's prefix is SW.

2. LINE NUMBER – The number of the line where you log the form.

3. CURRENT DATE

4. REQUESTOR'S LAST NAME 

5. ADDITIONAL INFO – Some log numbers need additional info to be distinguishable, which can be 

found here.

https://docs.google.com/document/d/1L6Mq0gxeK3o7znU4uMXYiWMJRHQmGd2TfX7_UDsx84I/edit?tab=t.tts4h1xsu0z6


FORMS DASHBOARD
• Form Types

• Departments

• Name(s) on Form

• Log #'s

• Smartkeys

• Object/Salary Code(s)

• Date(s) on form

• $ Amounts

• Dates Received

• Link to final form

• Notes

https://gcccd-my.sharepoint.com/:x:/g/personal/sheree_stopper_gcccd_edu/Edeu7mr11PhHqumasm3yoBYBTRhTF4fz67VCY-x-ivA1PQ?e=oEebyo&nav=MTVfezAwMDAwMDAwLTAwMDEtMDAwMC0wMDAwLTAwMDAwMDAwMDAwMH0


UPLOADING A FORM 

TO DOCUSIGN:

1. Log into https://docusign.com

2. On the top bar, select AGREEMENTS

3. Hit START

4. Scroll over ✉ ENVELOPES

5. Select "Send an envelope"

1. Upload your document

2. Select the 3 dots next to the file 

name.

3. Click Apply Template

CREATING A NEW ENVELOPE

APPLYING A TEMPLATE

https://docusign.com


UPLOADING A FORM TO DOCUSIGN

cont.

1.  Select your template from 

the pre-made list of selections. 

2.  Press

3. Double check that signers 

and those receiving copies are correct.



UPLOADING A FORM TO DOCUSIGN 

cont.

1. Scroll down to email subject and change everything after "Complete 

with DocuSign:" to the log number.

2. Click 

Why add the log number to the email subject?

Adding the log number to the email subject allows signers & users to easily search their email address for 

any pending, sent back, or files they were copied on without having to log into DocuSign.



UPLOADING A FORM TO
DOCUSIGN cont.

1. Using the drop down, 
determine which color 
name goes with which 
signer. Adjust boxes 
as needed of where to 
sign as needed.

2. Send your document!
*Leave some space between the [SIGN] & 

[DATE SIGNED] box, as the signature is 

often larger than the box!



ADDING SIGNERS/CORRECTIONS
You can only add new signers after the first user has signed, so be sure to review your document carefully 

before submitting. If the first user has signed already and you need to revise, void the document and 

resubmit.
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BEFORE YOU SUBMIT A FOOD 
REQUEST (FRF):

• Check your budget. If you do not have money in your budget, work with your 
dean’s admin/supervisor to submit a budget transfer.

• 4410 = Meals & Meetings Category

• 5120 = For contracted caterers who come to the campus.

 Certificate of insurance, health permit, professional service 
contract, and a submitted REQ are required for any outside 
caterers who come to campus.

• Check that your food request & smart key are in line with our Appropriate Use 
of Funds for Expenditures.

• Restricted funds = second to last number is a 9 (example: 1320092).

• Trust Funds = starts with a 7 (example: 7000001)

• Foundation = starts with 1111 (example: 1111088).

• Orders including delivery fees over $300 are required to give Genuine Foods the first 
right of refusal. Tips are not included in that total. Include 1 of the following:

 An e-mail from grace.wofford@genuinefoods.com stating Genuine is unable to 
do the order.

 A screenshot from Catertrax showing they are not available that day.

 An email from Administrative Services stating Genuine Foods will be closed on 
the date of your event.

 Weekend orders that are under $500. 

https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EQikYviXMH9Nh6lfPlsFh9EBqmeZBqz7aKtvZ8yIixofvg?e=zjb58A
https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EWv2t1LiGWZIsdo5YiFq9ZcBzTpdPSFYFOfYxffDByjkrQ?e=9U92tq
mailto:gracewofford@genuinefoods.com


CATERTRAX

 Food Request forms and Genuine orders 

can be placed at the same time.`

 Please make sure your order name reflects 

your event name when you get to your order 

details (see right). 

 Once submitted, BCS receives an email to 

approve or reject the order. Orders are not 

approved until a fully approved food request 

is received.

GENUINE CONTACT:

grace.wofford@genuinefoods.com
619-644-7789

https://grossmontcollege.catertrax.com/
mailto:grace.wofford@genuinefoods.com


IMPORTANT 
INFORMATION

Submit your food request form (FRF) & your Catertrax/Genuine Foods order at 
the same time.

Food Requests should be submitted at least 4 WEEKS in advance.

Genuine orders must be placed at least 2 WEEKS in advance.

Events that repeat multiple times in a singular month may be put on one food 
request. Include in your event description the different dates & pricing for each 
date, with the price requested on the food request the sum of the total for all 
events in the month.

Reimbursements are no longer allowed. If Business Services is unable to place 
your order, a department p-card can be used with VP approval. This written 
approval must be attached to the receipt. 

Food Requests submitted for events that have already passed will not be 
reimbursed/approved.

Student Centered Events Celebrations
Hiring Committees/Division 

Meetings

✔ Restricted & Trust Funds with prior approval

✔ Be descriptive with your event, including exactly 
how your event is student centered. 

✔ Trust Funds ONLY if within trust fund 
guidelines.

Including:
• Retirement celebration
• Holidays
• Promotion celebrations

✔ Trust Funds ONLY if within 
trust fund guidelines.

Unrestricted Funds – Prior Approval Restricted Funds – Prior Approval Trust Funds

1. Convocation/Commencement
2. Major Staff Development 

(Meetings/Training that are 3+ hours).

1. Convocation/Commencement
2. Major Staff Development     
(Meetings/Training that are 3+ hours).
3. Student Centered Events
4. All Day Staff Retreats
5. Community Partner Meetings

Check trust guidelines 

https://www.gcccd.edu/forms-depot/district/form-procurement-card-application-and-cardholder-agreement.pdf


WHAT DOES BUSINESS 
SERVICES DO?



Business Services checks for clarity, submission time, 
budget, and that the purpose of the event falls within 

guidelines. We log every food request and are 
responsible for ordering for the majority of catering 
events and paying for non-catering food requests.

GG numbers are Business Services way 
of logging your catering request. Every 
food request is assigned one.

You can find this number in the subject 
of the email with your fully approved 
food request or located at the bottom of 
your fully approved food request. 

WHAT WE LOOK FOR: 
 Does your event date match your flyer/announcement?

 Does your event purpose describe how your event is 
related to the selected event type? 

 Have you attached Genuine's first right of refusal with 
your event flyer?

 Do you have available funds in the correct spend 
category?

 Unallowable expenses such as celebrations, parties, 
snacks for departments (except for Trust Funds with 
prior approval).

 Have you submitted your food request after your event 
has passed? 

 Are you purchasing from a vendor that we can pay for?



All Costco orders MUST be placed through Business 
Services with the exception of:

FOOD COURT ORDERS

DELI ORDERS

A Costco order form will be sent once your food request is 
approved.

Please inquire with the Business Services office about other 
potential grocery store purchases like Smart & Final, Albertsons, etc.

https://www.costco.com/
BUSINESS CENTER INSTACART

 Orders below $250 incur a $25 
delivery surcharge.

 Orders can be placed up to 6 business 
days before the event.

 Delivery hours are a static 7am-4pm 
Monday-Friday.

 They will not deliver upstairs (unless 
elevator access is available) and will 
only deliver to one central location.

 You may request that your order is 
dropped off at Business Services, RM 
10-125.

 Same-day delivery is available, with 
the earliest drop off time starting 
around 11AM.

 Delivery windows are a 2 hour time 
window starting at 11AM.

 There is no delivery fee, HOWEVER 
prices on Instacart are slightly more 
inflated than in store.

 You may request your order be 
dropped off at Business Services, RM 
10-125.

Costco Order Template

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.costco.com%2F&data=05%7C02%7C%7C8acc4b64098044383f5a08dd504be9a0%7C29eb4092cc454f0089bca444189b8fca%7C0%7C0%7C638755009169888791%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=BFK%2FrAICPZoJYiaGXDAQJ3mXiQdaA18h3Cy9ophKL2s%3D&reserved=0
https://gcccd-my.sharepoint.com/:x:/g/personal/sheree_stopper_gcccd_edu/EWbc5nB595ZDoB_aSTQkJMYBWOuLCNh-8cYh78cKTc2Z7Q?e=Guf0Mu&nav=MTVfezAwMDAwMDAwLTAwMDEtMDAwMC0wMDAwLTAwMDAwMDAwMDAwMH0
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OFF 
CAMPUS

REQUESTS



NOTABLE 
CHANGES TO 
TRAVEL FY25-26

• ALL travel must be booked 
through Business Services.

• Expense reports have new 
guidelines for 
reimbursements on meals 
per diem. 



WAYS TO BE PREPARED FOR TRAVEL

HELPFUL 

LINKS/CONTACTS:

★Off Campus Form

★Student Travel Advance

★Travel Guidelines

Grossmont.BCS@gcccd.edu
Travel Booking, Off Campus Status, 

Expense Reports

Rochelle.Weiser@gcccd.edu
Student Travel Packets

★ Account for dates of travel on your off campus. 

★ Hotels & Airfare often have additional fees & taxes on top of the base 

price. It's better to overestimate on your off campus than to just put the flat 

amount. 

★ Submit your off campus as soon as you know you are going to be 

attending the event. It is much easier to cancel an off campus then it is to 

get it approved last minute. Early registration fees are only available for 

limited times.

★ Keep an eye on your email, as Business Services will not book your 

travel until you have responded with your booking information.

★ If traveling with students, a student travel packet and student travel 

advance will need to be submitted alongside your off campus.

https://www.gcccd.edu/_resources/docs/forms-depot/district/off-campus-activity-form-8-29-24.pdf
https://www.gcccd.edu/forms-depot/district/travel-advance-request-rev.pdf
https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/ET5k34Gw5GhEvc0zLpdTaT4BVQgYQnkS1qemnlKW5hd0jA?e=LY1gcP
mailto:Grossmont.BCS@gcccd.edu
mailto:Rochelle.Weiser@gcccd.edu
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Online 
Access
Bookmark – www.access.usbank.com

Contact Purchasing for Login Details

Short Name: CALCRD

Purchasing Guidance: procurement-card-
application.pdf

http://www.access.usbank.com
https://www.gcccd.edu/purchasing-contracts/gcccd-employee-information/procurement-card-application.pdf


Transaction Management



Transaction 
List

• Update Accounting Code - Smartkey | Spend Category

• Attach Receipt

• Add Comments



Print Statement

Select 
Statement 

Date – Closes 
Monthly on 

22nd

Print Activity 
Report

Due to Direct 
Manager by 
1st of Month

Due to 
Purchasing by 

5th of the 
Month



Review and Approval

• Verify all charges are business-related and comply with policy

• Ensure receipts and supporting documentation are complete and attached

• Confirm expenses are coded to the correct accounts or SmartKeys

• Check for any duplicate or questionable transactions

• Review spending against budget limits and available funds (unencumbered spending)

• Look for timely submission and approval of statements

• Follow up on any flagged or unusual purchases promptly

• Ensure any necessary approvals or pre-authorizations were obtained
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FOB Security Controls



Access Controls

Summer Project: Review Access Levels by Department

• Access includes all shared classrooms

• Specialty areas require specific access requests

Full-Time Faculty

• Reviewed prior to each semester during scheduling

• Department submits adjunct list to Business Services Office by [Date TBD]

• Business Services coordinates with IOPS and FMO

• Lock/Unlock list is updated accordingly

• Adjuncts are notified when FOBs are programmed and ready for pickup

Adjunct Faculty Access



Grossmont College's Budget Services primarily provides financial support and administrative 
functions to students, faculty, and staff, with direct oversight of Restricted and Grant funds. 

BUDGET 
SERVICES



Budget Review

• Add Quick Reports – New to your workday menu



Available Balance by 4 Digit o Guide for Running 4 Digit Report

https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EUVXKM1IvTlGnEkwqbLmovgBC91Gi68bq2ypEdWDnOzjsw?e=oL1aJz


Budget Transfer Process

Budget 
Transfer Form 

Link

Attached a 4 
Digit workday 

report.

https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EWSFZabobC1HptwzTquruzUBzSv_--07doJPtr04RHlCzg?e=JmHSGf


Expense Transfer Process

• Expense Transfer Form Link • Attach GCCCD Transaction 
Detail report. 
o Sample Report Link

https://www.gcccd.edu/_resources/docs/forms-depot/district/Expense-Transfer.pdf
https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EUE7HU8M79pJm5ryzBpT1mYBoSKOdCFZtw80eCJc59WarA?e=91b2hr


Obligating Expenses

oObligating (Encumbering) Expenses
§ What is a Commitment (Pre-Approval)

§ Requisitions

§ Exceptions: Supplier Invoices, Expense Reimbursements, Direct Pays

§ What is an Obligation (Approval)

§ Purchase Order



Unencumbered 
Spending

• Unencumbered expenses and their impact on the 
budget

• No visibility into expenses until payment is 
processed—typically 6–8 weeks after the expense 
is incurred

• Common challenges in processing supplier 
invoices, expense reimbursements, and direct 
payments

• Importance of managing and monitoring order 
accounts effectively



Year End 
Close

• Goods must be received by June 30. Contact the 
warehouse if goods are received directly.

• Deadline to submit invoices for final accruals is July 
28 (Final Check Date will be July 30)

• For services, submit performance invoices for work 
completed through June 30, even if the contract is 
ongoing.

o Remind consultants to submit invoices 
promptly.

o Verify that expenses are posted to the correct 
SmartKeys.



Restricted 
Budgets

• Prioritize using prior year (PY) and 
restricted funds before unrestricted 
dollars

• Use appropriate SmartKeys from the 
start to avoid expense transfers later

• Be mindful of “use it or lose it” 
spending deadlines—don’t wait until 
reports are due

• Assess the allowability of unrestricted 
expenditures carefully

• Budget Analyst is available to support 
you



Negative 
Budget Lines

• Unrestricted Budget

• Can't transfer available 
balance from Benefits, 
Contracts, 1300s & 1400s.

• Sample Budget w/Negatives 
- Link

• Restricted Budget

• Can transfer available 
balance from Benefits, 
Contracts, 1300s & 1400s.

https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EVKgsDun3mdFqDO0DHlt2NkB0J15QrpwH4r4rDX6wbC48Q?e=klH4d4


Open Purchase Orders

Review open purchase orders often

Saves processing time when one open purchase order is used instead of multiple 
requisitions for individual orders

Final invoice: notate "final and close" on the invoice. District Accounting will close 
the Purchase Order after the invoice is paid.

For Vendors no longer used, email Budget Analyst to close.



Budget 
Transfers vs 
Expense 
Transfers

Unrestricted 
Smartkeys

• Can transfer funds between 
unrestricted smartkeys

• Can transfer expenses 
between unrestricted 
smartkeys

• Can transfer expenses 
between unrestricted and 
restricted smartkeys

Restricted 
Smartkeys

• Can't transfer funds 
between unrestricted to 
restricted smartkeys

• Can't transfer funds 
between two different 
funding sources for 
example EOPS and CARE

• Can transfer expenses 
between unrestricted and 
restricted smartkeys
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Fiscal 
Accountability

• Budget Process & Oversight

o Budget managers ensure financial integrity of their 
department or unit

• Key Duties

o Request budget changes and submit transfers

o Approve transactions and initiate payment requests

o Ensure compliance with College financial policies and 
procedures

o Regularly review accounts to verify expense accuracy



Best 
Practices

• Monitor expenses regularly

• Review your budget in Workday at the beginning of each 
month

• Identify object codes that are low or over budget

• Stay within budget allocations

• If funds aren't available—don’t spend

• Address discrepancies promptly

• Unsure how? Ask [insert contact name or title] for guidance

• Ensure purchases are reasonable and necessary

• Attach documentation for items without clearly defined 
allowability

• Plan for long-term equipment and capital expenditures

• Anticipate future needs and incorporate them into multi-year 
budget planning

 When possible, spread capital replacements over several 
years to manage costs

 Example: If 10 pieces of equipment need replacing, phase 
replacements over 3–5 years

• Coordinate with your division and facilities for large purchases 
or projects



Delagated Authority

• Budget Managers who delegate their approval authority must ensure the 
designee understands the approval requirements and uses sound judgment to 
protect the College's resources. While a budget manager may delegate tasks and 
duties to a designee, the budget manager retains ultimate accountability for how 
a budget is managed.

• An approval signature on a document means the budget manager has reviewed 
and is accountable for the expense.



Thank you 



Adjourn to 
Library...

Part 2 
Instructional 

Dean Allocations



Year-End Training
Part II
May 28, 2025

2:30 pm – 4:30 pm



Agenda – Part II

 Welcome (2:30 pm)

 Target FTES (2:35-2:45pm)

 FTES Allocation (2:45-3:00pm)

 Target FTEF (3:00-3:20pm)

 Division Fill Sheets (3:20-3:45pm)

 Teaching Assistants (3:45-4:00pm)

 Instructional Materials (4:00pm-4:20pm)

 Closing (4:20pm)



Target FTES



Target FTES

• Establish Grossmont’s annual FTES 
target through a collaborative, 
data-informed process aligned 
with district revenue forecasting, 
institutional capacity, and 
strategic priorities.



Target FTES

ISSUE MID-YEAR FTES FORECAST BASED 
ON ACTUALS FROM SUMMER, FALL, 

AND EARLY SPRING.

PROJECT REMAINDER OF THE CURRENT 
YEAR’S FTES AND UPDATE ANY SCFF-

RELATED CALCULATIONS.

DISTRIBUTE FOR ANALYSIS AND 
PLANNING INPUT.



Historical FTES



Enrollment

• 2% growth from 
2023-24

• 13% recovery 
gap from 2018-19



Academic
Year

2025-26
Target



FTES Allocation



Targets by Division



Data as 
Reported to 
State



P1 CFS-320





Aligning to the Projected
Align reported FTES 
numbers by division 

and department 
with projections

Use % of FTES 
reported at P1 as 

baseline

Increase P1 FTES to 
match current year 
District projections

Finalize alignment 
before setting next 

year’s targets





Distributing 
Target FTES



Allocations by 
Division

Divisions have in-depth knowledge of 
their departments

Enrollment targets will be adjusted based 
on section planning and scheduling

Deans can shift targets across 
departments within their division

Goal: Meet overall division FTES target 
through strategic adjustments



Target FTEF



Target FTEF

FTES targets drive FTEF 
planning

FTEF targets are calculated 
using productivity and 
efficiency benchmarks

Ensures alignment between 
enrollment goals and 

instructional resources

Supports effective 
scheduling and resource 

allocation



Projecting Efficiencies

Summer 17 Fall | Spring 15





Division Fill Sheets

Used to plan and 
schedule each 

semester

Start with contract 
faculty assignments

Account for 
reassigned time and 

sabbaticals

Fill remaining 
sections with 

adjunct faculty

Ensures balanced 
and complete 

course coverage



Fill Sheet Structure

4 Tabs
Fill Sheet –

Summary of 
Scheduling

One tab for 
each Semester –
FTEF Scheduling





Scheduling 
FTEF 
Process:

• Submission Deadline:
By [Date Determined by VPAA] prior to the start of each term, Deans must submit the 
completed Fill Sheet along with Academic Hire forms to the Vice President of Academic 
Affairs (VPAA).

• Data Entry in Fill Sheets:
Use the semester tabs in the Fill Sheet to input instructional scheduling details. The 
total FTEF will automatically populate on the Academic Year Summary tab.
Required fields include:

• Department: Select from the dropdown menu within the division.

• Employee Name.

• Employee ID.

• FTEF Breakdown by Type:

• Contract

• Reassigned

• Adjunct

• Overload

• Other

• Comments:
An open field for Deans and Administrative Assistants to enter any relevant 
notes or clarifications.  Any "Other" FTEF need comments.

• Division Notes:
At the end of the hiring list, use the division notes section to document key 
observations, scheduling efficiencies, challenges, or productivity insights for the term.

• Fill Sheets Review:
The Vice President of Academic Affairs (VPAA) will review the Fill Sheet with the Dean. 
Once approved, the VPAA will forward the forms to the Vice President of 
Administrative Services (VPAS) before routing them to Human Resources at District 
Services.



• Complete all shaded fields on the form 

• Select department from the drop-down menu

• Ensure all sections are fully filled out

• Submit the completed sheet along with academic hire forms before 
the semester begins



•Includes 70 rows for scheduling; add more as needed

•Automatically calculates totals by FTEF

•Use the Division Notes section for additional comments or context



Teaching Assistants



References

Related Contract: GCCCD-AFT Faculty Contract, Section 7, 
Article 7.12.2

Related Content: 

• GC TA Program-Hire Process [Link]

• Dean TA Letter for Census [Link]

• TA Budget Transfer Form [Link]

https://gcccd-my.sharepoint.com/:w:/g/personal/sheree_stopper_gcccd_edu/EUbI3yuEAPhNvq6r7zs_MWIBI3pwkQegkpiOGU8Z1SHSHw
https://gcccd-my.sharepoint.com/:b:/g/personal/sheree_stopper_gcccd_edu/EYPqhwMsywBAhPIRvUV-Cf8BTpK582H4Vn4LLWz78Dc7CQ?e=lBNvdY
https://gcccd-my.sharepoint.com/:x:/g/personal/sheree_stopper_gcccd_edu/Ea8VPLfiEB9NuNvGR0mI4YQBid0DnRaY-rFKP0aD_x27OA


Teaching Assistants

Budget projections for TA hours are allocated within each Instructional Division smartkey. This 
ensures each Dean has fiscal transparency and is accountable for staying withing projected budgets.

Projections are based on the prior fiscal year’s 
course enrollment analysis, using data from the 
CFS-320 report at P1 (First Principal 
Apportionment).

This approach ensures budget alignment with historic class 
sizes and helps forecast TA eligibility in accordance with 
contract thresholds.

Divisions are responsible for managing their centralized allocations and transferring the respective 
department budgets each term as TA hours eligibility is confirmed.



Budget Transfer 
Process

• TA Budget Transfer Form will be used each term

• Link

• To ensure timely processing and budget availability, it is 
recommended that divisions should submit the TA Budget 
Transfer Form to Business Services by the following dates:

• Fall Term: Submit by September 30th

• Spring Term: Submit by March 15th

• The census date for a 16-week class, 12-week 
class, and 8-week class will be different dates 
based upon the course start date.

• Instructors that elect to transfer Teaching Assistant hours 
(object code 2442) to Instructional Supplies (object code 
4110) are advised (as part of the Dean notification 
process) to submit their requests to the Dean / VPAA with 
a plan for the intended use of the funds.

• Fall Term: Submit by November 15th

• Spring Term: Submit by May 1st

https://gcccd-my.sharepoint.com/:x:/g/personal/sheree_stopper_gcccd_edu/Ea8VPLfiEB9NuNvGR0mI4YQBid0DnRaY-rFKP0aD_x27OA


TA Budget

Budget availability must be verified before 
submitting TA Budget Transfer Forms to Business 

Services. 

Budget shortfalls must be communicated to the 
VPAA for review prior to exceeding the allocated 

budget in any division.

VPAA/VPAS will review budget projections (object 
code 2442) across all instructional divisions to 

determine if a realignment is necessary. Because 
eligibility is based on actual course enrollment, 
divisional needs may fluctuate, and prior-year 

data used for projections may not always match 
current term activity.



Instructional Materials



Prop 20: 
Resource 
Allocation 
Update

• Instructional Materials Funding Update

• Prop 20 revenues support classroom instructional needs

• Prior budgets underutilized allocations (e.g., $275K in 
previous year)

• 2025–26 allocation based on Target FTES

• Base budgets adjusted to remove prior year allocations

• New funding amounts are:

• Right-sizing programs to match current enrollment 
targets

• Increasing total funds available to support instruction

• Amounts based on course type for eligible instructional 
programs (TOPS 0–4):

• Lecture – Minimal Consumables

• Lab – Light, Medium, or Heavy Consumables

• LRC Instructional Materials (with restrictions)



Spend Category Update

USE 4110 – INSTRUCTIONAL 
MATERIALS

DO NOT USE – 4310 GENERAL 
SUPPLIES

THIS WILL DIFFERENTIATE BETWEEN 
ADMINISTRATIVE SUPPLIES VS 

INSTRUCTIONAL SUPPLIES



Allowable Prop 20 Expenditures

Instructional 
Materials
Laptops, hotspots, and 
internet devices for 
students, teachers, and 
faculty

Printed and digital 
materials, textbooks, 
educational tests, and other 
learning tools

Basic Instructional 
Materials
Core resources that meet 
course requirements in 
content and organization

Technology-Based 
Materials
Digital learning tools 
requiring electronic devices

Includes: software, 
video/audio tapes, disks, 
lesson plans, databases

Supplies and 
Materials
Software and textbooks

Books, magazines, 
periodicals, and 
subscriptions

Instructional printing and 
tests

Library media, audio-visual 
supplies, and food supplies

Other Operating 
Expenses
Software licensing fees

Capital Outlay 
Expenditures
Library books and 
replacements

Library media (magazines, 
periodicals, nonprint 
materials)

Instructional software



Instructional 
Supply 
Budget 
Guidelines

• Other allowable ledger accounts may include:
• 4210 – Books
• 4230 – Ebooks
• 4220 – Periodicals
• 4320 – Magazines/Newspapers
• 4311 – Furniture (instructional use only)
• 5670 – Printing & Reproduction
• 5350 – Instructional Software

• Each request will be reviewed for allowability
• Use the mid-year budget transfer request process
• Default budget spend category is 4110 – Instructional Supplies
• Deans may share allocations within the division

• Transfers will be allowed between 4110 | unrestricted division smartkeys



Addressing Unmet Department Needs

• Deans assess department needs after Fall/Winter 
semesters

• If needs exceed available resources:

• Submit President’s Cabinet request through the VPAA

• Deadline for requests: End of February

• Aligns with year-end spending deadlines in mid-April

• Prioritize critical needs that cannot be met through 
division funds

President’s 
Cabinet 
Request 
Process



Thank you 


