[bookmark: _GoBack]Financial Affairs Collaboration Team (FACT)
July 1, 2015
Minutes

	
Present: 
Aguirre, Alejandre, Anderson, Calderon, Chester, Contreras, DeLeon, Escamilla, Farre, Fuller, Guzman, Hansen, Henderson, Kuenz, Lewis, Lindsey, Prado, Smith, Valencia, Watkins

Absent: 
Brown, Iannolo, Maculsay 

Guest
	Tatiana Karmanova – Uses for Campus Partnership Funds (CSU Fund 444)
Dean Karmanova shared with the group that Campus Partnership Funds’ (CSU Fund 444) purpose is “to fund the development of new or enhance existing self-support programs” (see Appendix A). Based on research, interpretation, and audit findings of CSU Fund 444 the recommended justification for usage is in the bold text of APPENDIX A.  Requisitions must also state the same text. Text options for various purchases were provided in APPENDIX C. In order to comply, purchases must benefit students supported by CEL (can be both short and long-term). It is the responsibility of the Colleges to maintain documentation when using Fund 444, but an e-copy of the document(s) should be forwarded to CEL Office (to Miya or Deirdre). 

General
1. The role of pre-encumbrances (divisions/college view)
Ms. Chester asked the group how pre-encumbrances are being used or if they are referenced on reports. It was concluded that pre-encumbrances are a good reminder of commitments/obligations and are preferred to continue to be used, especially at year-end. 

Accounting
1. Deadline for scholarship disbursements (continued from June)
Ms. Anderson explained to the group how a delay in awarding scholarships affects year-end numbers and students’ financial aid. An earlier deadline, such as end of May, is preferred to start the award process with the Financial Aid Office. The group was asked to provide feedback to Ms. Anderson on individual deadline dates based on award ceremonies or other scholarship related events within the colleges. 
2. New contra revenue accounts
A new account was created to map credit/debit transactions to monitoring student fee revenues (“Waiver Contra Revenue”). This has been implemented in the student financial system, effective this fiscal year. Mr. Farre will share the account numbers. Ms. Chester will share the email which contains the accounts (see APPENDIX D).  
3. Consolidation of misc. revenue accounts
Ms. Lindsey reminded the group about the Miscellaneous Revenue Account Change email, effective July 1, 2015. See APPENDIX E.  

Auxiliary Financial Services


Budget
1. Proposed changes to budget transfer process
Ms. Chester encouraged the group to budget expenses in advance as much as possible to reduce budget transfer requests and to reduce workload in managing requests which contain errors. The proposed process requested that department AA/S’s review the requests to catch the errors, and there was some resistance. Ms. Chester shared that she will work with the colleges to accommodate them as much as possible.
2. 15/16 budget update
Ms. Chester provided information about the final budget memo, which is expected between the 2nd or 3rd week of July. There are new funds coming to the campus (most are already earmarked) and a decision will be made if a budget call will go out once the final allocation is received. The baseline for FY 14/15 and any base adjustments will be the minimum baseline for FY 15/16.  The baseline load process will be the same as FY 14/15 (template for salaries and O&E). Ms. Escamilla will send the journal with breakdown by chartfield strings. 

Support Services
1. Standardizing furniture
Ms. Hansen distributed the first draft of the CSUSB Furniture Policy (see APPENDIX F). Once leadership vets the policy a committee will be formed. Ms. Hansen asked the group to consider potential committee members. 

The group congratulated Ms. Valencia on her new position and Ms. Chester on her division Leadership Award.
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APPENDIX D

New Contra Revenue Accounts
	Account #
	Account Desc
	Obj Code
	Obj Code Desc

	501920
	TuitionFee-SUF WaiverContraRev
	501001
	Tuition Fee

	501921
	NonResTuitionFeeWaiverCntraRev
	501002
	Non-Resident Tuition Fee

	501922
	StuHealthSvcFee-WaiverCntraRev
	501005
	Student Health Services Fee

	501923
	ASI Fee-Waiver Contra Revenue
	501101
	Associated Student Body Fee

	501924
	IRA StudentFee-WaiverContraRev
	501102
	Instructionally Related Activity Fee

	501925
	Cat3 CourseFee-WaiverContraRev
	501110
	Category 3 Course Fees (Use only in CSU Fund 485)

	501926
	Cat2 Fee-Waiver Contra Revenue
	501111
	Category 2 Fees (Use only in CSU Fund 485)

	501927
	Cat4 Fee-Waiver Contra Revenue
	501112
	Category 4 Fees (Use only in CSU Fund 485)

	501928
	ProfPrgFee-GBPF WaiverCntraRev
	501201
	Professional Program Fee

	502817
	CEL-S/SDegreePrgWaiverCntraRev
	502101
	Continuing Education - S/S Degree Programs

	502818
	CEL-Open Univ Contra Revenue
	502104
	Continuing Education - Open University

	502819
	CEL-CertificatePrgCntraRevenue
	502203
	Continuing Education - Certificate Program

	502820
	CEL-RegNonCredit ContraRevenue
	502301
	Continuing Education - Regular Non-Credit

	502821
	CEL-CEUCreditPrg ContraRevenue
	502303
	Continuing Education - CEU Credits

	504764
	Housing Rent-Waiver Contra Rev
	504001
	Housing Rent

	504765
	Housing-Other Waiver ContraRev
	504002
	Housing Revenue-Others

	504766
	CampusUnionFee-WaiverContraRev
	504008
	Campus Union Fee
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CALIFORNIA STATE UNIVERSIT;{

SAN BERNARDINO

Coliege of Extended Learning
Office of the Dean

Memorandum

To: Academic Deans and Associate Deans AR Bodim

Through: Dr. Andrew Bodman, Provost and Vice President for Academic Affairs

CC: Administrative Analysts/ Specialists

From:  Dr. Tatiana Karmanova, Dean, College of Extended Learning M
Date: March 4, 2015

Re: - Expenditures from the Revenue-Share Partner CERF Trust Accounts (444 accounts)

This memorandum is in response to the CSU Audit on Continuing Education, Recommendation 4,
which states that the campus should document the nexus between expenditures made from campus
revenue-share trust accounts and the specific Continuing Education self-support program functions

that benefit from the expenditures.

Our action plan is to require that all requisitions have language stating that the purchase will benefit

continuing education self-support programs.

Additionally, the College of Extended Learning will implement an internal monitoring mechanism
for self-support programs to ensure that there is a nexus between expenditures made from campus

revenue share trust accounts and self-support programs that benefit from the expenditures.

The College of Extended Learning will monitor expenditures made from campus revenue share trust
accounts on an annual basis to ensure that they include:
a) statement that the purchase will benefit self-support programs and the purpose of the
expenditure;
b) documentation to support expenditures.

The monitoring will require departments to send requisition and documentation copies o the College

of Extended Learning.

Please disseminate this information among your departments.

909.537.3889 - fax: 909.537.5907 - http://cel.csusb.edu
5500 UNIVERSITY PARKWAY, SAN BERNARDINO, CA 92407-2393
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CALIFORNIA STATE UNIVERSITY, SAN BERNARDINO
College of Extended Learning
Campus Partner CERF 444 Account

New course development and update of exisiting courses

Development of certificate or degree (includes program design, admissions requirements, curriculum approval, etc.)

Instructional design services for online/hybrid courses

Travel, printing, and supplies for program development

Technology Support: Hardware and software

Materials to support new course development or update of existing courses

Advising and program information

Providing support for existing programs

Tutoring and mentoring services for self-support students

Equipment enhancements for student success

Technology Support: hardware, software and other technology tools, as well as training on their use

Journal and other subscriptions, teaching supplies, classroom tools, etc.

Travel, workshops, etc.

Information meetings for perspective target audiences, including hospitality/refreshments

Development of marketing plans and materials; implementation of marketing campaigns

Requirements in utilizing CERF 444 Funds:

1) Document the relation of between the expenditure from the 444 account and self-supported program(s) that benefits from the expenditure;
2) The purchase requisition must include language stating that the purchase benefits self-supported programs;

3) Campus Partner is responsible for maintaining documentation;

4) All CERF 444 expenditures are subject to periodic review from the College of Extended Learning.

3/04/15
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From: Davina Lindsey

To: CMS CFS; amsinfo

Cc: crsinfo; CMS CFS

Subject: Miscellaneous Revenue Account # Change
Date: Tuesday, June 30, 2015 4:35:25 PM
Importance: High

Hello All,

Currently there are multiple accounts used across campus for miscellaneous revenue received. Part
of our on-going efforts to improve financial data integrity include cleaning up the Chart of Accounts
to reduce duplication, and working toward more consistent recording of transactions. As previously
requested, changes being made will take place at the beginning of the fiscal year to avoid the need
to transfer account balances. Beginning Fiscal Year 15/16 consolidation will take place to 1 account
for miscellaneous revenue transactions.

The description for Account 580090 will be updated to — Miscellaneous Revenue Other.

The account numbers shown below will be inactivated as of 7/1/15.

580811 OthFinSrc-Miscellaneous
580814 OthFinSrc-Revenues-Other
580832 OthFinSrc-MiscRev

580841 OthFinSrc-Revenue-Others
580837 OthFinSrc-CEL Misc Revenue

Contact me if there are any questions regarding this change.

Thank you,
Davina Lindsey x73153
General Accounting Manager
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CALIFORNIA STATE UNIVERSITY, SAN BERNARDINO
Furniture Policy

DRAFT #1
APPROVED BY ADMINISTRATIVE COUNCIL:

1. INTRODUCTION

Capital Planning, Design and Construction (CPDC) is the responsible
department to guide and assist the campus through all phases of
projects and renovations, including space planning. The Director of
Capital Planning, Design and Construction is responsible for the
consistent implementation of furniture and furniture purchase
standards. Exceptions must be approved in writing by the Vice
President of Administration and Finance and the President, where
appropriate. An approved furniture catalog is available through the
Purchasing Office. All public areas or lounges and all floor, window,
and wall treatments must be specified through the Director of CPDC
or the Purchasing Office. All furniture items, carpeting, window and
wall coverings must meet applicable accessibility and fire and safety
codes.

2. Purpose

In order to develop an orderly and transparent moveable office
furniture policy for California State University, San Bernardino
(CSUSB) which establishes a consistent, economical and efficient
furniture planning guideline.

4. Responsibility

President
Vice President of Administration and Finance
Director of Capital Planning, Design and Construction

1|Page
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5. Approvals

All campus standard furniture purchases must be approved by the
appropriate area Vice President or his/her designee. Any exception
to the campus standard must be approved by the Director of CPDC,
the Vice President of Administration and Finance, and the President,
where appropriate.

6. Policy Provisions

2|Page

a. Implementation of Furniture Purchase Standard

The Director of CPDC is responsible for the consistent
implementation of furniture and furniture purchase standards.
Exceptions must be approved in writing by the Vice President of
Administration and Finance and the President, when
appropriate. An approved furniture catalog is available through
the Purchasing Office. All public areas or lounges and all floor,
window, and wall treatments must be specified through the
Director of CPDC or the Purchasing Office. All furniture items,
carpeting, window and wall coverings must meet applicable
accessibility and fire and safety codes. Fabrics, carpets and
wall coverings shall have Class 1 designations and have a
maximum flame spread of 50 and smoke density of 500.

. Furniture for New Faculty and Staff

When new positions and offices are created, CPDC will provide
he standard furniture options for new faculty and staff.

Departments are responsible for the cost of delivery and vendor
‘set up of furniture.

DA Requirements

When new furniture is required as a result of an ADA
accommodation, CPDC will provide the standard furniture
options for staff and faculty that meet the ADA accommodation
requirements. New configurations of new or existing furniture
are subject to review for compliance with accessibility and
exiting requirements.
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. Historical Furniture Requests

If a department desires an historical piece of furniture, the
requesting department is responsible for the moving costs and
the expenses necessary to refinish the furniture to its original
historical character.

. Individual or Department Moves or Requests for Additional

Furniture

If an individual desires to move or a department wants an
individual to move from one office to another and/or requires
additional furniture, then the department is responSIbIe for the
move and/or the additional fi

Division or College-wide Reorganizational Move

If the University asks a department or individual to move as a
part of a division or college-wide reorganization, and if the
furniture doesn'’t fit or is not adequate in the new location, then
central funds ill pay for th e and the new furniture.

. Minor gnd Major Furniture Moves

All minor furniture moves shall be requested on a Facilities

‘Services’ work request. All major furniture moves shall be

contracted out. Moves will be accomplished at the requesting
department’s expense, unless the move is requested by the
University as part of a division or college-wide reorganization as

per item 6f. above.

A torage of Furniture

lf a department decides it no longer needs a piece of furniture
(including historical), it should be moved to storage at the
department’s expense. Furniture placed in storage can be used
elsewhere on campus and no longer belongs to the originating
department. Departmental or school furniture located in offices
not actively occupied may be reallocated at the discretion of the
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' Visibility

Director of CPDC or other University Vice Presidents and the
President, when appropriate.

Stored Furniture Requests

A department may request used furniture from storage. If
available, it will be moved at the department’s expense to their
location of choice.

Exceptions to Furniture Standards for Offices with High Public

Furniture standard for offices (broadly defined) with high public
visibility (e.g. President, Vice President’s and Dean’s offices
and all staff within these immediate office areas as decided by
the President, Vice Presidents and Deans, if appropriate)
require furniture that is agreeable in appearance and
presentation value. All furniture for the remaining departments
will be the University standard
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Suggested Roadmap for Implementation of New Policy
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Idea is vetted and approved by Vice President of Administration and
Finance and other appropriate leadership.

Form a campus committee to review the policy.

Submit the policy through the review and approval process.

Work with the campus committee to establish furniture standards.
Contract with a furniture vendor as the preferred vendor to fulfill
standard furniture requests.

Contract with additional vendors, if necessa
orders.
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Continuing Education Revenue Fund (CERF) Campus Partner Trust Accounts (444)
FACT Group Meeting Handout ; July 1, 2015
Introduction

During the 10-11 fiscal year, the Chancellor’s office provided new guidelines concerning CERF
revenue and expenditures as well as revenue sharing activities. It was clarified that revenue sharing
activities are to be redefined as program reinvestment allocated to college/department.

The guidelines describe the programs encompassed as:

“Open University, allows non-matriculated students to enroll in regular state support courses on a

space available basis (Executive Orders 805 & 1047). These courses would be offered regardless if

the Open University student is enrolled in the course. Fixed costs remain the same with or without
Open University students. The fees for these courses are revenue to the CERF fund.”

“Special Sessions Programs, are developed and administered in cooperation between Continuing
Education and Campus Partners. The fees for these programs are revenue to the CERF fund and,
based on partnership agreements, these funds are “shared” by the use of program allocations.

The guidelines further state “as required by Education code 89704...CERF Campus Partners has been
established to record and report funds allocated to campus partners for continuing the CERF
mission. All costs for program reinvestment and support of CERF program by campus partners are
to be recorded to this fund.” Program reinvestment is further described in footnote as “to fund the
development of new or enhance existing self-support programs.”

To implement the new CO guidelines, , Dean Karmanova met in the Spring of 2011 with the Deans
of the five Colleges to discuss the new Campus Partner trust funds, their description and use. The
Deans collectively arrived at

e wording for the use of funds for the newly created trusts,
e appropriate Departments authorized to access the trust funds, and
e appropriate signatories for the new trusts.

Dean Karmanova also sought further consultation and review with AVP of Admin-Finance, Bob
Wilson, regarding the appropriate wording establishing the Use of Funds for the trusts within the
Chancellor’s Office guidelines while maintaining flexibility for the University. The Use of Funds
described in the Trust Fund Fact Sheet is “Program reinvestment to fund the development of new
or enhance existing self-support programs and to increase the accessibility to University
resources. Items may include but are not limited to office supplies, travel, equipment and
professional development.”
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This wording captures the intent to describe a use of funds that would encompass indirect expenses
associated with current Special Sessions programs, the development costs of new Special Sessions
programs and to support or enhance the ongoing Open University program which comprises
virtually any course offered by the University.

In June 2011, the new Campus Partner trust for each College was created, fund transfers
accomplished, and confirmations sent. Signature authorizations were routed through each of the
College’s for their Dean and any other authorized signatory. The Source of Funds described in the
Trust Fund Fact Sheet for each of the trusts is listed as “Shared net revenue after direct expenditure
generated from cooperative Special Sessions programs and Open University.”

CSU Audit of Continuing Education (2014)

See attached memo from Dean Karmanova to Academic Deans on the use of CERF Partner Accounts
and the CERF 444 Partner Account Expenditure Guidelines/Matrix.




