
 CONTRA COSTA COMMUNITY COLLEGE DISTRICT 
 
 BUSINESS PROCEDURES MANUAL 
 
 Table of Contents 
 
 
Title Section 
 
ACCOUNTS RECEIVABLE 
 

Request for Invoice ..................................................................................................................... 1.01 
Employee Receivables ................................................................................................................ 1.10 

 
ATTENDANCE ACCOUNTING 
 

Attendance Accounting ............................................................................................................... 2.01 
Instructional Service Agreements (ISA)  ..................................................................................... 2.02 

 
BUDGETING AND ACCOUNTING 
 

Energy Conservation Plan ........................................................................................................... 3.02 
Budgets for Selected Student and User Fees ............................................................................. 3.03 
Substitute Employee Budgets ..................................................................................................... 3.04 
Contract Education and Self-Funded/Fee-Based Instruction ...................................................... 3.05 
Certificated Monthly Personnel Budgeting and Accounting ........................................................ 3.07 
Sub-fund Transfers ..................................................................................................................... 3.08 
Account Numbers ........................................................................................................................ 3.11 
Financing Cocurricular Activities ................................................................................................. 3.14 
Cocurricular Activity Accounts ..................................................................................................... 3.15 
Personnel Assigned to More Than One Location ....................................................................... 3.16 
Expenditures and Budget Control ............................................................................................... 3.17 
Year-End Financial Reporting ..................................................................................................... 3.18 
Criteria for Expenditure Charges for Supplies, Equipment and Capital Outlay ........................... 3.19 
Budget Transfer - Instructions for Organizational Units .............................................................. 3.22 
Journal Entry ............................................................................................................................... 3.23 
Working Budget Adjustment - Instructions for Organizational Units ........................................... 3.24 
Personnel Encumbrances ........................................................................................................... 3.27 
Externally Funded Projects ......................................................................................................... 3.30 
Guidelines for Funding of Club Activities..................................................................................... 3.32 
Real Estate Scholarship Accounting ........................................................................................... 3.34 
Extended Opportunity Programs and Services Expenditures ..................................................... 3.35 
EOPS Grants............................................................................................................................... 3.36 
Accounting for Parking Services ................................................................................................. 3.37 
Guideline for Establishment of Accounts for Clubs, Trusts or Donations ................................... 3.38 
Disabled Student Programs and Services - Application and Reports ......................................... 3.39 
Extended Opportunity Programs and Services - Application and Reports .................................. 3.40 
Student Body Funds and Club Accounting .................................................................................. 3.41 
Funding Employee Recognition .................................................................................................. 3.42 

 
ENTERPRISE OPERATIONS 
 

College Bookstores ..................................................................................................................... 4.01 
Food Services ............................................................................................................................. 4.10 
Gratuities:  Tipping/Food Products .............................................................................................. 4.11 
 



Business Procedure Manual 
Table of Contents 

-2- 
 
Title Section 
 

Education Data Center ................................................................................................................ 4.20 
Bookstore/Cafeteria/Data Center Retirees .................................................................................. 4.30 
 

FACILITIES MAINTENANCE AND CAPITAL OUTLAY 
 

Scheduled Maintenance Program ............................................................................................... 5.01 
Planning Construction Projects ................................................................................................... 5.10 
Equipment for Capital Outlay Projects ........................................................................................ 5.11 
Annual Building and Room Inventory Changes  

to Computerized Facilities Inventory Program ............................................................... 5.18 
Construction Projects by Maintenance Staff (Force Account)..................................................... 5.20 
Job Order Request ...................................................................................................................... 5.21 
Special Maintenance/Remodeling/Site Improvement Projects - 

Description and Guidelines ............................................................................................ 5.30 
 
FACILITIES USE 
 

Guidelines for Processing Applications for Use of Facilities ....................................................... 6.01 
Guidelines to Determine Fees for Use of College Facilities ........................................................ 6.02 
Collection of Fees for Use of Facilities ........................................................................................ 6.03 
Use of College Facilities .............................................................................................................. 6.04 
Serving Alcoholic Beverages at District/College Activities .......................................................... 6.05 
Student Credit Card Solicitation .................................................................................................. 6.06 
 

FEES AND CASH HANDLING 
 

Student Fees ............................................................................................................................... 7.00 
Collection of Student Fees .......................................................................................................... 7.01 
Library Fines ................................................................................................................................ 7.02 
Reprographic Fees ...................................................................................................................... 7.03 
District Fees for Providing Employee Personal Information ........................................................ 7.04 
Fees for Meals Funded by Participants ....................................................................................... 7.05 
Enrollment Fees .......................................................................................................................... 7.06 
Student Record Fee .................................................................................................................... 7.07 
Parking Fees ............................................................................................................................... 7.08 
Nonresident Fees and Determination of Residence ................................................................... 7.09 
Cash Donations to the District ..................................................................................................... 7.10 
Check Limitation and Service Charge ......................................................................................... 7.11 
Nonresident Tuition Refunds ....................................................................................................... 7.12 
Banking and Armored Car Service .............................................................................................. 7.30 
Preparation of Bank Deposits ..................................................................................................... 7.31 
Returned Check Procedure ......................................................................................................... 7.32 
 

INSURANCE 
 

Communication with District’s Legal Counsel ............................................................................. 8.00 
Reporting Property Losses Both Insured and Non-Insured Non-Automobile .............................. 8.01 
Property and Liability Insurance Coverage .................................................................................. 8.02 
District Insurance ........................................................................................................................ 8.03 
Vehicle Accident Reports ............................................................................................................ 8.10 



 Business Procedures Manual 
 Table of Contents 
 -3- 

 
 
 
 
Title Section 
 

Operation of Vehicles .................................................................................................................. 8.11 
Scheduling District Vans and Buses for Passenger Transportation ........................................... 8.12 
Student Trips Outside the Country/State ..................................................................................... 8.21 
Malpractice Insurance Fee - Allied Health Programs .................................................................. 8.30 
Processing Claims Filed Against the District ............................................................................... 8.40 
Communication of Procedure for Filing Claims Against the  

Contra Costa Community College District ...................................................................... 8.41 
 
PAYMENTS 
 

Conducting Business in the Name of the District ........................................................................ 9.01 
Purchase Order Payment ............................................................................................................ 9.03 
Blanket Purchase Order Payment  .............................................................................................. 9.04 
Payment Under Approved Facility Contracts .............................................................................. 9.05 
Continuing Contract Documentation ........................................................................................... 9.06 
Payments for Utilities ................................................................................................................... 9.07 
Guidelines for Hosting Official Functions .................................................................................... 9.09 
Payment of Special Service Contractors  .................................................................................... 9.10 
Special Service Contractor Requisition 

 Prior Board Approval Not Required ............................................................................... 9.13 
Use of Personal or District-Owned Telephones .......................................................................... 9.18 
Use of Personal Vehicle .............................................................................................................. 9.19 
Expense Claims for Employees .................................................................................................. 9.20 
Guidelines for Travel Reimbursement ........................................................................................ 9.21 
Employee Reimbursement .......................................................................................................... 9.22 
Student Group Expense Claim .................................................................................................... 9.23 
Student Group Expense Claim Guidelines .................................................................................. 9.24 
Student Conference Expense Claim ........................................................................................... 9.25 
Regular Payment Procedures for Meals, Travel and Lodging Expenses .................................... 9.26 
Special Student Financial Aid Checks......................................................................................... 9.27 
Claims for Damage to Personal Effects ...................................................................................... 9.31 
Replacement Check Certificate................................................................................................... 9.32 
Contracts/Agreements for Personal Services ............................................................................. 9.40 
Contracts/Agreements for Services and Advice.......................................................................... 9.42 
Contracting for Other Than Technical Services .......................................................................... 9.43 
Contracting for Technical Services by Individuals (Non-employees) .......................................... 9.44 
Request to Place Contract on Governing Board Agenda ............................................................ 9.45 
Signature Authority and Delegation ............................................................................................. 9.46 

 
PROPERTY AND EQUIPMENT 
 

Disposal of Personal Property ................................................................................................... 10.01 
Sale of Property to Other Governmental Agencies ................................................................... 10.02 
Procedure to Dispose of College Property Other Than Equipment .......................................... 10.03 
Revenue for Surplus Property ................................................................................................... 10.04 
Disposal of Withdrawn Library Materials ................................................................................... 10.05 
Acceptable Technology Use Procedure .................................................................................... 10.06 
Equipment Inventory ................................................................................................................. 10.10 
Disposition, Transfer or Trade-in of Equipment ........................................................................ 10.11 
Vehicle Replacements .............................................................................................................. 10.21 



 Business Procedures Manual 
 Table of Contents 
 -4- 

 
 
 
 
Title Section 
 

Gifts of Property and Equipment ............................................................................................... 10.50 
Equipment Obtained as Gifts or Loans ..................................................................................... 10.51 

 
PURCHASING AND RECEIVING 
 

Purchasing ................................................................................................................................ 11.00 
Purchasing Procedure ............................................................................................................... 11.01 
Construction Bidding Guidelines ............................................................................................... 11.02 
Types of Purchases .................................................................................................................. 11.03 
Submitting Purchase Requisitions ............................................................................................ 11.04 
Purchase Order Preparation and Distribution ........................................................................... 11.06 
Purchase Order Processing ...................................................................................................... 11.07 
Library Purchasing .................................................................................................................... 11.08 
Purchasing Printed Materials .................................................................................................... 11.09 
Blanket Orders .......................................................................................................................... 11.10 
Continuing Contracts ................................................................................................................. 11.11 
Acquiring Federal and State Surplus ......................................................................................... 11.12 
Special Purchasing .................................................................................................................... 11.13 
Change Order Request ............................................................................................................. 11.14 
Vouchers ................................................................................................................................... 11.15 
Receiving Shipments................................................................................................................. 11.20 
Return of Material to Vendor ..................................................................................................... 11.21 
Report of Shortage, Overage or Damage ................................................................................. 11.22 
Return or Replacement of Equipment ....................................................................................... 11.23 
Code of Ethics for Purchasing ................................................................................................... 11.24 
 

RECHARGE SYSTEM 
 

United Faculty Release Time .................................................................................................... 12.30 
 
RECORDS RETENTION 
 

Destruction of Records .............................................................................................................. 13.01 
 
REVOLVING FUND 
 

Revolving Cash Fund ................................................................................................................ 14.01 
 

STORES 
 

Stores ........................................................................................................................................ 15.01 
 

WORKER STATUS:  EMPLOYEE VS. INDEPENDENT CONTRACTOR 
 

Employee vs. Independent Contractor ...................................................................................... 16.01 
 

ACCOUNT CODING 
 

Account Code Structure ............................................................................................................ 17.01 
Instructions for Use of Expenditure Activity Codes ................................................................... 17.04 
Instructions for Use of Expenditure Object Codes .................................................................... 17.05 

 



 Business Procedures Manual 
 Table of Contents 
 -5- 

 
 
 
 
Title Section 
 
BUDGET DEVELOPMENT AND GUIDELINES 
 

The Contra Costa Community College District Budgeting System ........................................... 18.01 
Guidelines for College Operating Budget Allocations ............................................................... 18.02 
Academic Senate Budget Guidelines ........................................................................................ 18.04 
College Work Study Budget Preparation .................................................................................. 18.05 
Budget Preparation ................................................................................................................... 18.06 

 
POLICE SERVICES AND PARKING 
 

Parking and Traffic Regulations ................................................................................................ 20.01 
Reporting of Crimes .................................................................................................................. 20.02 
Local Law Enforcement ............................................................................................................. 20.03 

 
INTERNAL AUDITS  

 
Audit Services ........................................................................................................................... 21.00 
When to Contact Audit Services  .............................................................................................. 21.01 

 
DISTRICT BUSINESS OFFICE INTERNAL PROCEDURES 
 

Business Procedures Manual Distribution List .......................................................................... 22.01 
Accounts Receivable Reconciliation ......................................................................................... 22.03 
Reconciliation of Cash to County .............................................................................................. 22.05 
Bank Reconciliation ................................................................................................................... 22.06 
Year-end Adjustment to Equipment Fixed Assets Account ...................................................... 22.07 
Community Services Class/Activity Request for Approval ........................................................ 22.09 
Use of District Office Check-Signing Machine .......................................................................... 22.10 

 Security of Warrants .................................................................................................................. 22.13 
Special Payment Procedures for Meals, Travel and Lodging Expenses .................................. 22.19 
Equipment/Non-Equipment Surplus Procedures ...................................................................... 22.20 
Internal Change Order............................................................................................................... 22.21 
Equipment Purchase Orders ..................................................................................................... 22.22 
Special Forms Shipments to 500 Court Street .......................................................................... 22.24 
Processing Job Invoices for In-House Printing ......................................................................... 22.25 
Cooperative Education Enrollment Verification ......................................................................... 22.35 

 
APPENDIX 
 

Appendix A:  Account Code Dictionary 
 
INDEX 


	Preface
	Index
	Next Procedure
	Disclaimer
	Home Page
	Policies & Procedures Master Listing
	Table of Contents
	Accounts Receivable
	Attendance Accounting
	Budgeting and Accounting
	Enterprise Operations
	Facilities Maintenance and Capital Outlay
	Facilities Use
	Fees and Cash Handling
	Insurance
	Payments
	Property and Equipment
	Purchasing and Receiving
	Recharge System
	Records Retention
	Revolving Fund
	Stores
	Worker Status: Employee vs. Independent Contractor
	Account Coding
	Budget Development and Guidelines
	Police Services and Parking
	Internal Audits
	District Business Office Internal Procedures
	Appendix




