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Mission of the Peralta Community College District 

(Board Policy 1.24) 

 

We are a collaborative community of colleges. Together, we provide educational 

leadership for the East Bay, delivering programs and services that sustainably enhance 

the region’s human, economic, environmental, and social development. We empower our 

students to achieve their highest aspirations. We develop leaders who create opportunities 

and transform lives. Together with our partners, we provide our diverse students and 

communities with equitable access to the educational resources, experiences, and life-

long opportunities to meet and exceed their goals. 

 

In part, the Peralta Community College District provides accessible, high quality, 

educational programs and services to meet the following needs of our multi-cultural 

communities: 

 

Student preparation for transfer to baccalaureate institutions; 

 

Articulation agreements with a broad array of highly respected Universities; 

 

Achievement of Associate Degrees of Arts and Science, and certificates of achievement; 

 

Acquisition of career-technical skills that are compatible with industry demand; 

 

Promotion of economic development and job growth; 

 

Remedial and continuing education; 

 

Lifelong learning, life skills, civic engagement, and cultural enrichment; 

 

Early college programs for community high school students; 

 

Supportive, satisfying, safe and functional work environment for faculty and staff; and 

 

Preparation for an environmentally sustainable future. 

 

 

(Approved by the Board of Trustees: September 16, 2008) 
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Vision 
The vision statement describes the desired future condition of the colleges.  

 

We are a collaborative community of colleges. Together, we provide educational 
leadership within a network of allied organizations and institutions committed to 
enhancing the quality of life, sustainability, and workforce and economic development of 
the central East Bay. Together with our partners, we provide our students and 
communities with the educational resources, experiences, and ongoing capacities to meet 
and exceed their goals.  

Values 
Our values are guidelines for daily interactions and decision-making. They provide 

principles that reinforce the behaviors needed to make cultural change.  

 

Student Success—The Peralta Colleges make decisions with respect to how they will 

support student and community success.  

 

Excellence—We strive for the highest level of quality in all programs and services.   

 

Innovation and Measured Risk Taking—We support developing new approaches to 

respond to changing circumstances.  

Collaboration—The colleges and service centers use a consultative decision-making process 
based on trust, communication and critical thinking.  

Trust and Credibility—We strive to believe in the honesty and reliability of our 

colleagues, and to act with integrity at all times.  

 

Learning by Doing—We identify and resolve challenges recognizing that we need to 

provide support, not blame, to one another in a process of “learning by doing.”  

Employee Development—The colleges and services centers provide ongoing support for 
all employees to development their capacities to support student and community success.  

Communication—We listen carefully to understand each others’ perspectives, and clearly 

state our honest assessments.  

Respect—All employees strive to treat one another with respect, especially when 

engaging in difficult communication.   

Financial Health—The colleges and service centers are effective managers of public 
resources.  

Diversity—We recognize and value the strengths of our diverse communities and 

colleagues.   
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Planning and Decision-Making Principles 
The planning and decision-making principles provide guidance to institutional processes: 

 

Educational Primacy—Educational needs and activities drive the enterprise. 

 

Planning Drives Resources—Resources will be allocated on the basis of information-

based, strategic planning processes.  

 

Shared Governance—The Strategic Plan will be implemented according to the spirit of 

collaboration and the roles and responsibilities embodied in shared governance.  

 

Diversity and Shared Strengths—College autonomy and district-wide collaboration are 

mutually supportive and create the highest levels of student and community success.  

 

Organizational Development—The colleges and service centers provide ongoing 

attention to building the capacity and effectiveness of all organizational processes.  

 

Collaboration—The colleges and service centers are committed to collaborating as a 

team and coordinating programs and services to maximize the benefits to students and the 

community.  

 

A Future Orientation—We strive to anticipate change and provide leadership for the 

human and social development of our communities.  
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GOALS AND STRATEGIES 
The guiding framework for district planning  will be implemented through five strategic 

goals. The goals provide broad guidance and direction for planning at all levels and 

across the colleges and service centers. In addition, all Peralta employees can contribute 

to the achievement of these goals through discretionary and decentralized action. For 

each goal, specific objectives and performance measures can be developed to ensure 

accountability.  

 

A Advance Student Access and Success 

Challenge and empower all our students to succeed.  

B Engage Our Communities and Partners 

Actively engage and partner with the community on an ongoing basis to identify 

and address critical needs. 

C Build Programs of Distinction 

Create a cohesive program of unique, high-quality educational programs and 

services, including signature programs at each college and foundation programs 

for the entire district.  

D Create a Culture of Innovation and Collaboration 
Implement best practices in communication, management, and human resource 

development.  

E Ensure Financial Health 

Ensure that resources are used wisely to leverage resources for student and 

community success. 
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Overview of Goals and Strategies 

The following table summarizes the goals and the associated strategies. 

Goals Strategies  

A.  Advance Student Access 

and Success  
 

A1. 

A2.  

A3.  

A4. 

A5. 

 

A6. 

A7. 

Expanded Access 

Increased Student Retention   

Coordinated and Consistent Distance Education   

Support for Quality Instruction  

Professional Development for Quality Programs and  

Services  

Student Technology Access 

Student Support Services  

B. Engage Our Communities 

and Partners  
B1. 

B2. 

B3. 

Community and Economic Development Alliances   

Community Needs Assessments 

Educational Partnerships 

C. Build Programs of 

Distinction  
C1. 

C2.  

C3. 

C4. 

Signature Programs 

Curriculum Review and Adjustment 

Basic Skills Education 

Integrated College and Family Brand 

D. Create a Culture of 

Innovation and 

Collaboration  

D1. 

D2. 

D3. 

D4. 

D5. 

D6.  

D7.  

D8. 

D9. 

Collaborative Leadership  

Process Streamlining 

Information Technology Capacity 

Board Development 

Internal Communications 

Human Resource Development 

Service Centers as Partners 

Collaborative Strategic Planning 

Accountability Systems  

E. Ensure Financial Health  E1. 

E2. 

E3. 

E4. 

Integrated Enrollment Management  

Partnerships and Alternative Resources 

Resource Sharing  

Stewardship of Investments 
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Strategic Goal A: Advance Student Access, Equity, and Success 
 

LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 
 

Grow 29,200 FTES enrollment by year 2022, at 

17.5 productivity rate 

 

In academic year ’06-‘07, 18,769 

FTES enrollment, at 16.15 

productivity rate. 

 

 

 

 

Increase student persistence  

 

 2012 

Cohort 1: 

Beginning the 

Journey  

 

65% 

Cohort 2: 

Adjusting Path  

 

59% 

Cohort 3: 

Enriching Life  

 

65% 

 

 

 

 

 

 

 2007 

Cohort 1: Beginning 

the Journey  

 

60% 

Cohort 2: 

Adjusting Path  

 

54% 

Cohort 3: Enriching 

Life  

 

60% 
 

 

Based on Traditional Measures and State ARCC 

indicators, compared with other similarly situated 

colleges.  Possibly use other statistical data. 

 

Survey cohort 3, especially, what their objectives 

are.  Maybe start with matriculation students; for 

example, of those students checking matriculation 

box, measure those students’ persistence.   

 

Or, only consider completion when students have 

a passing grade.   

 

Maintain accreditation  

 

As of the end of academic year ’06-

’07, accreditation was maintained. 

 

 

WASC status  

 

Achieve ethnic parity in line with the District’s 

service-area demographics per the Student Equity 

Plans adopted by the Board of Trustees (+/- 1%) by 

2012. 
 

 

 

 

College Student Equity Plans    

 

Increase student engagement at the colleges. 

 

As of the end of academic year ’06-

 

Use Community College Survey of Student 
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LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 
’07, there was no mechanism to 

measure directly student satisfaction. 

Engagement (CCSSE), which is conducted every 

two years, to assess student engagement.   
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Strategic Goal B: Engage Our Communities and Partners 
 

LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 
 

Increase the number of partners, and improve the 

quality of such relationships.   

 

As of the end of academic year ’06-

’07, inventory of partnerships does 

not exist. 

 

Survey employees to determine the number of 

hours dedicated to the community. 

 

Survey key partners to determine the quality of 

the partnerships. 
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Strategic Goal C: Build Programs of Distinction 
 

LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 
 

Continue planning process and ensure that District-

wide Educational Master Plan is addressing the 

needs in the service areas with all deliberate speed 

 

As of the end of academic year ’06-

’07, District-wide Educational Master 

Plan did not exist. 

 

 

 

Continue planning process and ensure that District-

wide Resource Master Plans (Facilities, Fiscal, 

Human Resources, Information Technology, and 

Marketing) directly support the Educational Master 

Plan 

 

As of the end of academic year ’06-

’07, District-wide Facilities Master 

Plan did not exist.   
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Strategic Goal D: Create A Culture of Innovation and Collaboration  
 

LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 
 

Improve collaboration and integration between the 

Chancellor’s Office and Colleges 

 

Survey conducted in summer 2006 

indicated a need for better 

collaboration between the 

Chancellor’s Office and the Colleges.   

 

Survey of Strategic Management Team members 

on collaboration and integration.  

 

Survey SPPAC on collaboration and integration. 

 

Establish and set aside $50,000 (minimum) each 

year for Innovation Fund program. 

 

 

 

At the end of academic year ’06-’07, 

no Innovation Fund existed. 

 

Budgeted every fiscal year 

 

Conduct annual self-review of the Board of 

Trustees 

 

At the end of academic year ’06-’07, 

Board did not conduct annual 

evaluation.   

 

 

 

Continue to develop organizational capacity for 

institutional effectiveness 

 

At the end of academic year ’06-’07, 

there was no formal structure or 

person formally responsible for 

institutional effectiveness. 
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Strategic Goal E: Develop Resources to Advance and Sustain our Mission  
 

 

LONG-TERM INSTITUTIONAL OBJECTIVES BASE DATA: AY ’06-‘07 

 

PERFORMANCE MEASUREMENTS 

(TO BE FINALIZED) 

 

Increase grant money by 5 % per year over the next 

5 years.  

 

 

At the end of academic year ’06-’07, 

grant money consisted of 4.5% of the 

budget.   

 

 

Budget report 

 

Increase non-general fund money (e.g., contract 

education, funds from fundraising, international 

tuition, out-of-state tuition, grant money, etc.) by 

$4 million or more every year until 2018) 

 

 

At the end of academic year ’06-’07, 

non-general fund money was 8.6 % of 

the budget.   

 

 

 

Budget report 

 

Maintain the district budget reserve at least at the 

state standard (5%), with a goal to maintain at a 

significantly higher percentage than the state 

standard.     

 

 

 

State standard and Budget report 
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Peralta Community College District Strategic Planning Process

Strategic Planning 

Goals/Accomplishments

2008-09

 
 

 

Peralta Community College District Strategic Planning Process

Strategic Goal A: Advance Student Access, Equity, and Success 

Institutional Objective: Achieve Productive Student Enrollment Growth (20,500 

productive FTES enrollment growth.) 
 

Institutional Objective: Ensure Student Success (0.5% increase in student persistence 

by the end of the academic year, with Fall ’07 as baseline) 

 
Institutional Objective: Complete Successful Accreditation Self Study 

 

 

Strategic Goal B: Engage Community and Partner  
Institutional Objective: Continue to Assess Effectiveness of Existing 
Community/Partner Engagements (by Listing All Partners, and Surveying Partners on Quality of 

Partnership) 
 

 

Strategic Goal C: Build Programs of Distinction 
Institutional Objective: Complete College Educational Master Plans 
 

Institutional Objective: Complete District-wide Resource Master Plans (Facilities, 

Fiscal, Human Resources, Information Technology, and Marketing) 

 

 

Strategic Goal D: Create a Culture Innovation and Collaboration  
Institutional Objective: Improve Collaboration and Integration between the 
Chancellor’s Office and the Colleges 

 

 

Strategic Goal E: Develop Resources to Advance and Sustain Our Mission 
Institutional Objective: Increase Non-General Fund Money (contract education, 
funds from fundraising, international tuition, out-of-state tuition, grant money) 

To Be Twice the Amount from Fiscal Year ’07-’08.  
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Peralta Community College District Strategic Planning Process

Strategic Goal A:
Advance Student Access, Equity, and Success

• Achieved Enrollment of 20,300 FTES

• Completed Successful Accreditation Self 

Study

• Increased student persistence by over .5%  

 
 

Peralta Community College District Strategic Planning Process

Matriculating Students

2007-08

% Change

2008

Rate

COA .3% 53.9%

Laney .1% 60.3%

Merritt 1.2% 55.4%

BCC -3.3% 57.6%

District 2.7% 66.2%

 
 

19



Peralta Community College District Strategic Planning Process

Total Students

Total

% Change

2008

Rate

COA 2.2% 52.5%

Laney 4.8% 59.0%

Merritt 6.6% 55.8%

BCC 2.0% 57.6%

District 9.0% 65.0%

 
 

Peralta Community College District Strategic Planning Process

Strategic Goal B:
Engage Community Partners

• State Chancellor’s Office and other state 

funding (CEC, CARB)

• Federal (DOL, DOE, TRIO, NSF)

• Stimulus 
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Peralta Community College District Strategic Planning Process

FY 2008-09 Grants
Project Name Amount

Career Advancement Academy 3,333,332

Center for International Trade 205,000

Evaluation and Technical Services (CITD) 200,000

Small Business Development Center (CITD) 235,000

Small Business Programs 132,000

Bank of America 50,000

ASPIRE 10,000

San Francisco Foundation 70,000

Yosemite CCD (Merritt) 10,000

Project SOAR 44,380

Regional Bay Area Tech Prep Consortium 600,000

Tech Prep 325,620

Career Technical Education (VTEA) 1,041,353

 
 

Peralta Community College District Strategic Planning Process

Project Name Amount

CTE Teacher Pipeline 200,000

CTESB70 369,700

CTE Education Community Collaborative Program 400,00

Workability III 327,106

Title III 1,897,314

After School Grant 200,000

Equipment for Nursing And Allied Health Programs 164,557

Health Care and Other Facilities 284,030

Song Brown (Nursing) 100,000

CTE – Enrollment Growth and Retention for Nursing 278,000

IDRC ATLAS 519,049

NSF – Educating Technician for Building Automation 

and Sustainability

900,000

Workforce Investment Act-One Stop 225,816
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Peralta Community College District Strategic Planning Process

Project Name Amount

Energy Services and Building Performance 200,000

Faculty Inquiry Network (FIN) 105,000

Berkeley YMCA 5,940

First Five Alameda County 40,000

San Francisco Head Start 12,120

Maximum Achievement Program (MAP) 1,130,040

Department of Labor – ATLAS 2,261,377

The San Francisco Foundation BAWFC 200,000

CalGRIP 500,000

Oakland Green Job Corp 242,718

Industry Driven Regional Collaborative 506,393

California Green Jobs Coprs 937,511

Title III 2,000,000

TOTAL 20,263,356

 
 

Peralta Community College District Strategic Planning Process

Strategic Goal C:
Build Programs of Distinction- Complete 

Educational Master Plans

• Educational Master Plans completed for BCC, 

Merritt and College of Alameda

• Laney College to complete Educational 

Master Plan by Dec 2009
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Peralta Community College District Strategic Planning Process

Complete District-wide Resource 

Master Plans

• Resource Master Plans to be completed and 

presented to Committees through new 

Planning and Budget Integration Model.

 
 

Peralta Community College District Strategic Planning Process

Strategic Goal D:
Create a Culture of Innovation and 

Collaboration

• Part of the improved Collaboration and 

integration between the Chancellor’s office 

and the Colleges is seen in the work 

produced by the Chancellor’s Work Group, 

and the Roll out of the Planning and Budget 

Integration Model
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Peralta Community College District Strategic Planning Process

Strategic Goal E:
Develop Resources to Advance and Sustain 

Our Mission

• The Goal was to increase non-general fund 

money to be twice what it was in 07-08. 
(contract education, funds from fundraising, 

international tuition, out-of –state tuition, grant 

money, etc.)

• The goal was met and exceeded. Went from 

Just over $8 million in Non general fund 

money to $22 Million

 
 

Peralta Community College District Strategic Planning Process

Maximize All Public Funding 

Sources

• State Chancellor’s Office and other state 

funding (CEC, CARB)

• Federal (DOL, DOE, TRIO, NSF)

• Stimulus 
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Strategic Goals & Short-term Institutional Objectives 2010-2011 

Approved SMT  (8/5/10)  
 

The following are the Peralta Community College District’s short-term objectives set by 
the Strategic Management Team for Academic Year 2010-11 (July 1, 2010 – June 30, 

2011) which will be evaluated in Summer 2011. 

Strategic Focus for 2010-2011: Given the state of the economy and State 
budget, our focus this year will be on student success in the core educational functions of basic 
skills, transfer, and CTE by encouraging transparency and communication and on spending 
within an established budget. 
 

Strategic Goals 2010-2011 Annual Institutional Objectives  

A:  Advance Student 
Access, Equity, 
and Success 

A.1 Access:  Strategically focus access to programs and course 
offerings in the essential areas of basic skills, CTE, and transfer 

and manage enrollment to stay within the state allocation of 
19,950 FTES.  In addition, increase access to educational 
opportunities by leveraging contract education, fee based 
instruction, distance learning, and international and out-of-state 
enrollments. 

A.2 Success: Identify institutional, instructional, and student support 
changes and develop an implementation plan to improve by 10 
percentage points, student success rates and movement through 

basic skills/foundation course sequences by 2014-15. 

A.3 Equity: Identify and plan for design and structural changes to 
reduce the fall to fall persistence gap among major ethnic groups 
to less than 2 percentage points by 2014-15.  

B:  Engage and 
Leverage 
Partners  

B.1 Partnerships: Leverage, align, and expand partnerships for 
improved student learning and success in core educational 
functions.  

C:  Build Programs of 
Distinction 

C.1 Implement Assessment of SLO’s: Ensure timely progress in 
implementing the assessment of SLO’s to enable the 
measurement and improvement of student learning and student 
success. 

C.2 Extend the Use of Program Reviews: Use program reviews in 
instruction and student services to identify factors for improving 
student success.  

C.3 Accreditation: Respond proactively to all accreditation requests 
and achieve compliance with all standards.  

C.4 Create Alternatively Designed Programs: At each college, 

create or expand a program exemplifying an alternative design 
with promise for substantially improving student success; engage 
the campus community to stimulate out-of-the-box thinking and 
action for student success. 

C.5 Leverage Technology: Adapt and expand the use of technology 
as a means for improving student access, learning and success. 

D:  Create a Culture 
Innovation and 
Collaboration  

D.1 District-Wide Collaboration: Implement improvements to the 
Planning-Budgeting Integration Model: a) improve coordination 
and communication between PBI committees and between district 
planning and budget integration with that at the colleges; b) 
ensure PBI committees set and achieve key milestones; and c) 
maintain a strategic-level focus on improving student learning and 
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success. 

D.2 Lower Structural Barriers to Faculty Collaboration: Identify 
and implement ways to reduce structural silos to enable faculty 
collaboration and innovation teams. 

D.3 Use Technology in Redesign of Educational Experiences: 
Enable more efficient and deeper student learning and student 
success through the creative use of technology. 

E:  Develop and 
Manage 

Resources to 
Advance Our 
Mission 

E.1 FTES Target: Achieve state allocated FTES target for the district 
of 19,950 FTES and attain a productivity level of at least 17.5 
FTES/FTEF. 

E.2 Focus Budgeting on Improving Student Success through 
Support for Structural Changes: Respond to projected deficits 
and budget cuts by designing budgets that a) are based on 

program review and strategic directions; b) improve student 
success through support for high-impact structural changes; c) 
create efficiencies by sharing of positions, facilities and other 
resources within and across the colleges; e) consider the total 

cost of programs and support activities; and f) shift resources to 
core educational functions. 

E.3 Accreditation: Bring into compliance with standards all aspects 
in the finance and budgeting area. 

E.4 Alternative Resources: Increase alternative funding by 20% 
over 2009-10 through a variety of methods including gifts and 
grants, contract education, fee based, fundraising, international 
and out-of-state enrollments, and focus this funding on improving 
student success.  

E.5 Fiscal Stability: Implement comprehensive improvements to the 
financial management systems of the district and make budget 
and finance information transparent and accessible to internal 

skateholders. 

E.6 Balance the Budget:  Create a balanced budget and ensure that 
expenditures for all cost centers stay within the established 

budget. 
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The district response that follows documents in chronological detail the progress that t 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Signature Programs 
 Enrollment Projections 
 Space Needs 
 Positions 
 Equipment 
 Technology 

Applies to instruction and  services. 

Educational 

Master Planning Resource Planning 

Human Resources 

Facilities 
 

Marketing 

Finances 

Info.  Tech 

District-Wide 

Strategic Plan 

Student and Community Educational Needs 

 Student Access and Success 
 Community and Partner 

Engagement 
 Programs of Distinction 
 Culture of Innovation and 

Collaboration 
 Resource Development 
 

 
Berkeley City College, College of Alameda, Laney College, Merritt College 
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Road Map 

Strategic integration of the education, financial, physical, and human resources of 

the District. 
Peralta Community College District has established the Strategic Management Team (SMT) 

which meets twice a month;  it brings together leadership of the district service centers 
(education, fiscal, general services), the chancellor, and the four college presidents.  The 
SMT…”has responsibility for ensuring effective implementation and supporting collaboration 
across the colleges and service centers.” (section IX)   
 
Two key examples of strategic integration include: 1) the development by the District-wide 
Educational Master Planning Committee of an integrated planning and budgeting calendar which 

was adopted by the Chief Finance Officer (section VIII); and 2) the connection of the District-
wide Educational Master Plan and the Facilities Master Plan (section VI ).  
  

A planning process inclusive of the four colleges and the communities.   
Planning that is inclusive of the district and the four colleges is evident in three new ongoing 
committees:  the District-wide Educational Master Planning Committee; the Strategic 

Management Team; and the Strategic Planning and Policy Advisory Committee (SPPAC). 
(sections IV & IX) .  The environmental scanning process included large scale data collection, 
focus groups within the community and among stakeholders, and extensive review of the local 
research reports.  (section V) 
 

Institutional outcomes with criterion for evaluation on a periodic basis. 
Institutional outcomes were developed to reflect and measure progress toward meeting the 
Strategic Plan’s five strategic goals.  These outcomes have been incorporated into the 
performance evaluation process for district and college managers; they have been presented and 
revised in the SMT and the SPPAC (section X). 

 

Integration of educational master plan with program reviews 
In order to complete a district-wide educational master plan, the colleges agreed to undertake a 
review of every program at each of the four colleges, using a process called “accelerated 
instructional program review.”  By November 2007, two of the four colleges had completed 
100% of their program reviews; the other two colleges completed unit reviews, a variant of the 
program review process.  The program reviews and unit plans, along with plans developed by 
college student services units and others, were the basis for the College Educational Master Plans.  

These plans were then integrated the District-wide Educational Master Plan. (section I & II) 

 

Chancellor assurance that plan and process are communicated throughout the 

district. 
In addition to regular reports to the Board, the Chancellor and his staff have presented the 
Strategic Plan, the District-wide Educational Master Plan, and the integrated planning process 

during regular “listening sessions” that occurred at each college.  (section IX ).   
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PCCD PLANNING AND BUDGET INFORMATION  

 

 

2009-10 BUDGET HISTORY 

 Weekly Development of Variance Report (2009-10 Budget to Actuals) 

 April 15, 2010 – Board Audit and Finance Committee 

 April 15, 2010 – Enrollment Fee Revenue Report Due to the State (CCFS-

323) 

 April 16, 2010 – Strategic Management Team (SMT) Meeting (Review 

Budget Strategy) 

 April 20, 2010 – Second Period Apportionment Attendance Report Due to 

State (CCFS-320) 

 April 23, 2010 – Planning and Budget Council Meeting 

 April 27, 2010 – PCCD Board adopts 2009-10 Budget 

 

 

FISCAL YEAR 2010-11 

 

MAY 

 May 6, 2010 – Review Budget Calendar and Receive Input with Strategic 

Management Team 

 May 14, 2010 – Governor Presents May Revise to Budget 

 May 14, 2010- Legislative Analyst Review 

 May 18, 2010 – Review Budget Calendar at Board Meeting 

 May 20, 2010 – Strategic Management Team Meeting (Review Tentative 

Budget) 

 May 21, 2010 – Planning and Budgeting Council (Review Tentative Budget) 

 May 24, 2010 – Draft Tentative Budget 

 

June 

 June 8, 2010 - Tentative Budget Presented to Board for Information 

 June 15, 2010 – Constitutional Deadline for Legislature to Pass Budget Bill 

 June 30, 2010 – Review Status from ACCJC Report and Tentative Budget 

with District 

 June 22, 2010 Tentative Budget Presented to Board for Adoption 

 

July 

 July 1, 2010 – Legislature Approves and Governor Signs budget by July 1
st
. 

 July 1
st
-10

th
 – State Chancellor Office Sets Budget Workshops in Sacramento 

 July 5, 2010 – Site Business Managers Continue Review of Draft Final 

Budget – Adjustments to Finance Office  

 July 9, 2010 – Strategic Management Team (SMT) Meeting (Review Draft of 

Final Budget Worksheets) 
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 July 9, 2010 – Planning and budgeting Council (Review and Input of Draft 

Final Budget)  Revenues to All Constituent Groups (Board, Academic 

Senates, Faculty/Staff Unions, and Managers) 

 July 9, 2010 – Informational Memorandums Issued to Constituent Groups on 

Proposed Budget 

 July 16, 2010 – College Sites Review and Revise Budget – Submit to 

Chancellor’s Office 

 

August  

  

 August 6, 2010 – Sharing Draft of Final Budget with Interested Parties 

 August 10
th

 or 24
th

 – Governing Board Complies with Title 5, Section 58301 

(Publish Dates, Time, and Location Where Public can Review Proposed 

Adopted Budget – Budget Must be Available Three (3) Days Prior to Public 

Hearing – District Office, Library, Office of Each College President) 

 August 18, 2010 – District Flex Day – Morning and Afternoon Session 

Presentation on Status of ACCJC and 2010-11 Final Budget  

 August 27, 2010 – Planning and Budgeting Summit Meeting 

 

September 

 September 7, 2010 – PCCD Board Holds Public Hearing and Adopts a Final 

Budget - Title 5, Section 58305 (c). 

 September 15, 2010 – PCCD’s Final Budget Shall be Adopted By this Date 

 September 30, 2010 – Preparation of Adopted Financial and Budget Report  

(CCFS 311) Due to State Chancellor by this Date 

 

October 

 October 10, 2010 – Submit Adopted Annual Financial and Budget Report 

(CCFS 311) Due to State Chancellor and Alameda County Superintendent of 

Schools by this Date (Title 5, Section 58035 (d). 

 

 

IMPORTANT DATES  

 May 1, 2010 – Make Arrangements for Annual Audit 

 

 

 May 15, 2010 – Quarterly Financial Status Report Due to State (CCFS-311Q) 

 May 15, 2010 – Notification of External auditor Retained/Hired For Contract 

District Audit Report 

 May 17/18, 2010 – Association of College Business Officers Meeting 

 

 

 June 1, 2010 - Part-Time Faculty Health Benefits Report Due to State 

(CCFS-360) 
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 June 1, 2010 – Part-Time Faculty Office Hours Estimated Reimbursements 

Report Due to State (CCFS-365) 

 

 

 

 July 15, 2010 - Annual Apportionment Attendance Report Due (CCFS 320) 

 

 

August  

 August 1, 2010 - Maintenance Allowance Reimbursement Claim Report Due 

to State (CCFS-355) 

 August 31, 2010 – Quarterly Financial Status Report Due (CCFS 311Q) 

 

 

September 

 

 September 15, 2010 – Exemption for 50% Law If Needed (CCFS-350A) 

 September 15, 2010 – Prior Year Enrollment Fee Revenue Report Due to 

State (CCFS-323) 

 

November 

 November 15, 2010 – Quarterly Financial Status Report (CCFS-311Q) Due 

to State Chancellor by this Date 

 

 

December 

 December 1, 2010 – 50% Law Findings (CCFS-350B) – Follow-Up to Form 

CCFS-350A 

 December 31, 2010 – Contracted District Audit Report Due to State (Title 5, 

Section 59106) 

 

 

FISCAL YEAR 2011-12 

 

January 

 January 10, 2011 – Governor Submits Proposed State Budget to Legislature 

 January 15, 2011 – First Period Apportionment Attendance Report Due to 

State (CCFS-320) 

 January 15, 2011 – PCCD Discusses Budget and Potential Impact  

 January 21, 2011 – FY 2011-12 Revenue and Expenditure Projections, Full 

Time Salaries and Benefits Projected 

 January 28, 2011 – Planning and Budgeting Review of Governor’s Budget 

Proposal 
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February 

 February 7, 2011 – Budget Worksheets and Budget Assumptions Distributed 

to College Site Business Managers 

 February 15, 2011 – Quarterly Financial Status Report (CCFS-311Q) 

 February 18 , 2011 – Budgeting Recommendations Developed by Planning 

and Budgeting Review Committee 

 February 21
st
-25

th
 – Presidents and Business Managers Review Restricted 

and Unrestricted Funds and Prepare Preliminary Budget Projections 

 February 25
th

 – Presidents Forward Preliminary Budget Worksheets to 

District Finance Office 

 

March 

 March 11, 2011 - Initial Proposals Submitted to Chancellor for the District 

Budget  

 March 18, 2011 - Review Status of Budget Development with Constituent 

Groups 

 March 18, 2011 - Present Preliminary 2011-12 General Fund Budget to SMT 

 March 22, 2011 - Present Preliminary 2011-12 General Fund Budget to 

Governing Board 
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2010-2011 (Updated September 1, 2010) 
 

Chancellor         Dr. Wise E. Allen     466-7202 

 AVC & Special Assistant to the Chancellor    Jeanette Dong   466.7305 

Assistant to the Chancellor      Roxanne Epstein  466-7203 

 

Inspector General       Gail Waiters   466-7205 

 

Vice Chancellor for Educational Services    Dr. Deborah Budd       466-7300 

AVC of Academic Affairs     Dr. Michael Orkin  466-7308 

AVC of Information Technology    Minh Lam   466-7262 

 

Vice Chancellor for Student Services  Dr. Jacob Ng   466-7295 

 Director of Financial Aid     Judy Cohen   466-7235 

Consultant for Student Support Services (mmathews1@juno.com) Mickey Mathews    466.7875 

 

Vice Chancellor of Human Resources    Trudy Largent   466-7252 

 Director of Human Resources     David Betts   466-7257 

 

General Counsel       Thuy T. Nguyen  466-7218 

 Risk Management      Greg Valentine  466-7247 

 

Exec. Dir. of Marketing, Public Rel. & Communications  Jeffrey Heyman  466-7369 

 

Vice Chancellor of Finance and Administration       Ron Gerhard   466.7532 

                                                                                                                           R. Mike Lenahan, Interim 466-7275 

 Associate Vice Chancellor of Finance    (vacant) 

 Payroll Manager      (vacant)   466-7274 

 

Vice Chancellor General Services FAX 466.7315  Dr. Sadiq Ikharo  466-7336 

 Purchasing Compliance Manager    John Banisadr     292-1736 466-7895 

  Director of Facilities      Robert Beckwith   213-0341 466-7269 

  Director of Capital Projects     L. Mark Sennette  466-7213 

  Facilities Planning & Development Manager 333-2286 Atheria Smith   466-7864 

  Facilities Project Manager     Johnnie Fudge   466-7244 

  Facilities Project Manager (Measure A)   Trent Tornabene  466-7892 

2010-11 Classified Senate Presidents:   2010-11 Academic Senate Presidents 
BCC      Marc Chan    BCC Pieter de Haan 

COA  Brenda Lewis Franklin    COA Bob Grill 

L  David Reed    L Sonja Franeta          

M Timothy Brice    M  Anita Black  

      DAS Karolyn van Putten    

PERALTA COMMUNITY COLLEGE DISTRICT 
 

MANAGEMENT POSITIONS 

(February 23, 2000) 
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COLLEGE OF ALAMEDA  
College President   FAX 337.0619; switchbd FAX 769.6019 Dr. Jannett Jackson, Int.  748-2200 

 Vice President of Instruction                  Dr. Rebecca Kenney, Int. 748-2301 

Division Dean II (Applied Arts & Science)   Maurice Jones     748-2234 

Division Dean II (Business & Transportation)  Gary Perkins, Int.   748-2318 

 Vice President of Student Support Services             (Maravic 2205) Dr. Kerry Compton      748-2204 

Dean of Student Support Services    Alexis Montevirgen  748-2288 

  EOPS Director       Toni Cook   748-2135 

 Business and Administrative Services Manager   Connie Willis      748-2211 

          PIO         (Vacant)   748-2213 

          Diversity Internship Program      Edy Chan   748-2183 

 

LANEY COLLEGE  
College President   FAX 464.3528   Dr. Elnora Webb  464-3237 

Vice President of Instruction          Dr. Eileen White, Interim 464-3213 

Division Dean II (Vocational Technology)   Peter Crabtree     464-3218 

Division Dean II (Business/Math/Science)   Dr. Inger Stark, Acting 464-3224 

Division Dean II (Applied &Fine Arts, Communications& P.E.) Marco Menendez  464-3221 

Division Dean II (Language Arts/Humanities/Social Science) Linda Sanford   464-3233 

Division Dean II (Comm. Partnerships/Grants & Wkforce Devel.) Lilia Celhay   464.3215 

 Vice President of Student Support Services    Dr. Donald Saotome Moore 464-3265 

 Dean of Student Support Services, Matriculation  Dr. Tina Vasconcellos  986-6992 

 Dean of Student Support Services/EOPS Director,   Newin Orante    464-3413 

  DSPS, CalWorks, Financial Aid, Categorical Prog. 

Business and Administrative Services Manager   George Kovitza, Interim 464-3232 

PIO         (Vacant)   464-3161 

 

MERRITT COLLEGE 
College President   FAX 436.2514   Dr. Robert Adams  436-2501 

Vice President of Student Services     Eric Gravenberg    436-2478 

Dean of Student Support Services/EOPS Director  Anthony Powell   436-2585 

Vice President of Instruction      Dr. Linda Berry  436-2411 

Division Dean II (Humanities, Soc Sciences)   Dr. Stacy Thompson,  436-2609 

Division Dean II (Math/Science/Vocational Educ)  Tom Branca, Interim  436-2426 

Business and Administrative Services Manager   Alice Marez, Interim  434.3891 

 PIO         (Vacant)   436-2419 

  

BERKELEY CITY COLLEGE       
College President   FAX 981.2985 or 841.7333  Dr. Betty Inclan  981-2850 

Vice President of Instruction      Krista Johns   981-2933 

Vice President of Student Services     Dr. May Chen    981-2820 

Dean of Student Support Services/EOPS Director  Brenda Johnson  981-2830 

Business and Administrative Services Manager   Shirley Slaughter   981-2840 

PIO         Shirley Fogarino  981-2852 
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PCCD ORGANIZATIONAL CHART 
July 19, 2010 
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CHARTER FOR THE 

BOARD FACILITIES AND LAND USE COMMITTEE  
OF THE  

PERALTA COMMUNITY COLLEGE DISTRICT 
 

 
APPROVED MISSION STATEMENT 

 
The Facilities and Land Use Committee shall assist the Board of Trustees in 
fulfilling its oversight responsibility with respect to:  
 

□ district land use;  
□ facilities maintenance and construction;  
□ bond facilities planning and bond expenditures;  
□ the development of strategic facilities planning;  
□ the development and implementation of District environmental 

sustainability practices;  
□ construction and renovation contracting practices; and  
□ District health and safety issues relating to facilities as well as police 

services.  
 
The Committee shall take all appropriate actions to insure that Peralta’s colleges 
provide first-rate educational facilities and instructional equipment to the students 
and community members within our District, make the best use of all District 
resources for these purposes and operate in a responsible environmentally 
sustainable manner.  
 
ROLES AND RESPONSIBILITES 
 
The Committee shall report to the full Board of Trustees on matters requiring its 
attention and recommend action based on the Committee’s review and evaluation 
of the above enumerated areas of District operations. 

 
The Committee shall: 
 
A. Insure the creation of a facilities master planning document that shall 

inform the allocation and distribution of bond funds and general revenue 
funds. 

 
B. Review and recommend a facilities master plan document prior to 

submittal to the full Board for approval. 
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Approved - July 27, 2007 
 

2

C. Review and evaluate major change orders for content and presentation 
methodology prior to submittal to the full Board for approval provided 
such review can be held in a timely manner. 

 
D. Review and evaluate all proposals for changes in District land use, 

including surplusing, acquisition, relocation of facilities, and new 
construction. 

 
E. Review and evaluate all proposals for new District facilities, major 

renovations, remodeling, and upgrades prior to submittal to the full Board 
for approval. 

 
F. Review staff recommended approvals of project managers, architects, 

construction firms, energy and sustainability consultants, energy 
management companies, and major facilities vendors prior to submittal to 
the full Board for approval provided such review can be done in a timely 
manner. 

 
G. Develop board policies to enhance the environmental sustainability of 

District operations throughout the Peralta complex prior to submittal to the 
full Board for approval. 

 
H. Evaluate the implementation of District policies related to the 

environmental sustainability of District operations throughout the Peralta 
complex to insure compliance with said policies. 

 
I. Regularly meet for approximately two hours each month in a time and 

manner convenient to committee members and staff in the months 
September through July. 

 
a. The Vice Chancellor for General Services will provide the staff 

support for the Committee. 
b. All meetings will be posted and conducted in accordance with the 

Sunshine laws of the State of California and will be open to the 
public. 

c. Additional meetings may be called, including closed sessions, when 
circumstances so dictate. 

d. Minutes of each session shall be prepared, approved at the following 
meeting, and retained in accordance with District retention policy. 

e. A majority of the Committee of three Trustees shall constitute a 
quorum for the transaction of business at any meeting thereof, and the 
act of a majority of the members of the Committee present at any 
meeting at which a quorum is present shall be the act of the 
Committee. 
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PERALTA COMMUNITY COLLEGE BOARD OF 
TRUSTEES 

STUDENT SERVICES and STUDENT EQUITY 
COMMITTEE CHARTER 

ARTICLE I – PURPOSE 

The Peralta Community College District (District) through its four colleges offers 
lifelong learning opportunities in academic and career training programs to diverse 
cultural and socio-economic communities.  The purpose of the Student Services 
Committee is to review policy and provide policy direction in regard to student services 
and student equity issues to the Board of Trustees in order to insure that the highest 
quality of student services are provided throughout the Peralta Community College 
District and that equitable student outcomes are achieved to the maximum extent 
possible. The Student Services and Student Equity Committee is a duly chartered 
committee of the Board of Trustees of the Peralta Community College District.   
 
The Student Services and Student Equity Committee is responsible for: 

• Recommending to the Board of Trustee’s policies that will promote student 
success and access to the Peralta Colleges; 

• Recommending to the Board of Trustee’s policies that will ensure that all 
segments of our service area are served equitably;  

• Recommending policy direction to the Board on issues of recruitment and 
retention of students;  

• Recommending policies to promote student equity and reviewing student 
outcomes so as to better serve our students; 

• Insuring the adoption by each college of student equity plans (consistent with 
PCCD’s educational and strategic plans), evaluating the effectiveness of such 
plans, and insuring that such plans are reviewed and improved on a regular basis; 

• Reviewing and recommending policies and policy directions to the Board of 
Trustees to insure that the Peralta Colleges are implementing best practices in 
regard to student life and student services programs throughout the District; 

• Periodically evaluating the effectiveness of the Student Services and Student 
Equity Committee.  

Through its own efforts or delegation to others, the Student Services Committee 
accomplishes its responsibilities by: 

• Analyzing the College's internal and external environment to identify issues and 
trends that require addressing;  

• Identifying potential solutions that address the identified issues and trends, and 
making appropriate policy recommendations to the Board; 

• Calling for and hearing reports from appropriate senior level administrators 
regarding student life, student services, and student equity issues; 
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• Recommending appropriate policy recommendations to the Board of Trustees;  
• Providing assistance when requested in the development and implementation of 

solutions and policy directions.   

 

ARTICLE II – MEMBERS 

The Student Services and Student Equity Committee is composed of the chair, two 
members of the Board of Trustees, a student trustee and an alternate trustee as appointed 
by the President of the Board of Trustees of the Peralta Community College District. This 
committee will be chaired by a member of the Board of Trustee’s as appointed by the 
President of the Board.   In addition, non-voting committee members shall also include 
the Vice Presidents of Student Services from each college.  In addition, the committee 
may include a non-voting representative from the District Academic and Classified 
Senates. The Committee shall be staffed by the Vice Chancellor for Educational Services 
or his/her designee. 
 

ARTICLE III – MEETINGS 

The Students Services and Student Equity Committee will schedule regular meetings for 
the second Thursday of the each month, or some other day that may better fit the meeting 
schedules of its voting members.  Meetings will be no longer than two hours in duration.  
Special meetings may be called by the chairperson as needed. 

ARTICLE IV – MINUTES 

Minutes of the Student Services and Student Equity Committee will be kept by the 
administrative assistant to the Vice Chancellor for Educational Services or someone else 
from his/or staff as designated. Such minutes shall be approved by the committee, and 
archived on the District’s website. 

 

ARTICLE V – AMENDMENT OF BY-LAWS 

The operating by-laws of this committee may be amended at any regular or special 
meeting of the Student Services Committee by a simple majority of the committee  

ARTICLE VI – AMENDMENT TO THE CHARTER 

This charter may be amended as required from time to time as determined by the Chair. 
Such amendments shall take effect upon approval of the full Board of Trustees. 
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CHARTER FOR THE BOARD POLICY REVIEW COMMITTEE  
OF THE  

PERALTA COMMUNITY COLLEGE DISTRICT 
BOARD OF TRUSTEES 

 
 

MISSION STATEMENT 
 
The Policy Committee shall assist the Board of Trustees with respect to the codification and 
institutionalization of Board policy; ensure that the Board Policy Manual, as the legal frame of 
reference for all policies approved by the Board, is up-to-date and in conformance with the 
official intent of the full Board; initiate proposed modifications, additions or deletions to the 
Policy manual to the full Board; incorporate policies approved by the Board into the Policy 
Manual, in a manner consistent with the approved cataloging techniques and language; and 
ensure that a proper audit trail exists between Board action and the policies reflected in the 
manual. 
 

ROLES AND RESPONSIBILITIES 
 
The Committee, as the official custodian of the Board Policy Manual, shall be the conduit for all 
formal modifications, additions or deletions, following approval by the Board of Trustees. 
 
The Committee shall: 
 

A. Formally review the entire existing Board Policy Manual to ensure that it is up-to-date 
with respect to the laws, regulations and directions of higher authority; is consistent with 
past practices and behaviors of the Board and the District; is consistent with official 
policies approved by the Board; provides for a continuous flow of policy that does not 
contain gaps, conflicts or redundancy; and is definitive and unambiguous, in terms of 
language, to ensure that a group of “reasonable people” would arrive at a common 
interpretation of the stated policy. 
 

B. Forward all proposed changes, including new policies and policy changes of past 
practices and behaviors,  to the Board Policy Manual to the full Board for approval, in 
formal context and language. 
 

C. Review the agenda and minutes of all Board meetings, on a continuing basis, to identify 
formally all new policies or modification to existing policies, such that, for example, the 
second Board meeting in September and the first Board meeting in October would be 
reviewed for action items at the Policy Committee meeting for the month of October, 
with a goal of having a formal submittal to the full Board by the month of December. 
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D. Regularly meet for approximately two (2) hours at 3:00 on the Thursday following the 

second Board Meeting of each month, from September through July. 
 

i. The District General Counsel, Inspector General, and the Assistant to the 
Chancellor will provide the staff support for the Committee. 

ii. All meetings will be posted and conducted in accordance with the Sunshine 
laws of the State of California. 

iii. Additional meetings may be called, including closed sessions, when 
circumstances so dictate. 

iv. Minutes of each session shall be prepared, approved at the following meeting, 
and retained in accordance with District retention policy. 

v. A majority of the Committee of three (3) Trustees shall constitute a quorum 
for the transaction of business at any meeting thereof, and the act of a majority 
of the members of the Committee present at any meeting at which a quorum is 
present shall be an act of the Committee. 
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CHARTER FOR THE BOARD AUDIT AND 
FINANCE COMMITTEE   

THE PERALTA COMMUNITY 
COLLEGE DISTRICT BOARD OF TRUSTEES 

                                                                       
MISSION STATEMENT 

 
The Audit and Finance Committee shall assist the Governing Board in fulfilling 
its oversight responsibility with respect to the financial reporting process and 
integrity of the Peralta Colleges’ financial statements; the development of the 
annual budgets that are realistic in scope and content and understandable to all 
interested parties; the systems of internal control; the performance of the  
independent auditors and the internal audit function; the independent auditors’ 
qualifications and independence; and the Peralta Colleges’ compliance with legal 
and regulatory requirements.  The Committee shall take all appropriate actions to 
set the overall tone for quality financial reporting, sound business risk practices, 
and ethical behavior.  The Committee will pursue a goal to achieve the best 
financial operations when compared to other Community Colleges. 
 

ROLES AND RESPONSIBILITES 
 
The Committee shall report to the Governing Board on matters requiring its 
attention and recommend action based on the Committee’s review and evaluation 
of budgeting, accounting, audit and financial reporting issues, on the basis of 
oversight of the systems of internal controls and preparation of financial 
statements.  It is not the responsibility or duty of the Committee to plan or conduct 
audits or to determine that financial statements are complete, accurate, and in 
accordance with generally accepted accounting principles.  Management is 
responsible for the preparation, presentation, and integrity of financial statements 
and for the appropriateness of the accounting principles and reporting policies 
that are used.  The independent auditors are responsible for auditing financial 
statements. 
 
The Committee shall: 
 
A. Review and evaluate the budget development process for content and 

presentation methodology prior to submittal to the Governing Board for 
approval. 

 
B. Review and evaluate all interim reports on budget execution and status. 

 
C. Recommend the appointment of the external auditors, considering the 

recommendation of the Vice Chancellor for Financial Affairs/Chief 
Financial Officer, for approval by the Governing Board. 
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a. Review and evaluate the annual audit scope and fees of the external 

auditors. 
b. Evaluate the independence of the external auditors. 
c. Evaluate the report of the external auditors regarding the results of the 

annual audit, including but not limited to: 
i. The audited financial statements and management letter of 

recommendations. 
ii. The adequacy of system internal controls. 

iii. Management cooperation with the external auditors. 
iv. The adequacy of accounting policies and practices, including 

the level of compliance with governmental regulations, recent 
professional pronouncements and their impact on the financial 
statements. 

 
D. Confirm with management and the independent auditor that the annual 

financial statements disclose all material off-balance sheet transactions, 
arrangements, obligations, and other relationships with unconsolidated 
entities or other persons that may have a material current or future effect 
on the financial condition, changes in financial condition, results of 
operations, liquidity, capital expenditures, capital resources, or significant 
components of revenues or expenses. 

 
E. An Inspector General, who reports directly to the Governing Board, 

assumes responsibility for internal audit of both financial and operational 
functions, with the Audit and Finance Committee as the initial point of 
contact. The Committee will: 

 
a. Review and evaluate the performance of the Inspector General on a 

periodic and scheduled basis. 
b. Review and evaluate the results of major operational or compliance 

audits and make appropriate recommendations to the Governing Board 
with respect to the findings involved. 

c. Review the scope of audit coverage and the applicable schedules. 
 

F. Establish procedures for the receipt, retention and treatment of complaints 
or concerns received by the Peralta Colleges regarding accounting, 
internal accounting controls or auditing matters, including confidential, 
anonymous submissions from employees. 

 
G. Regularly meet for approximately two hours at 5 PM on the Thursday 

following the second Tuesday of each month from September though July. 
 

a. The Vice Chancellor for Financial Affairs/Chief Financial Officer will 
provide staff support for the Committee. 
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b. All meetings will be posted and conducted in accordance with the 
Sunshine laws of the State of California and will be open to the 
public. 

c. Additional meetings may be called, including closed sessions, when 
circumstances so dictate. 

d. Minutes of each session shall be prepared, approved at the following 
meeting, and retained in accordance with established retention policy. 

e. A majority of the Committee of three Trustees shall constitute a 
quorum for the transaction of business at any meeting thereof, and the 
act of a majority of the members of the Committee present at any 
meeting at which a quorum is present shall be the act of the 
Committee. 
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Peralta Community College District 
 
 
 
 

Office of the Chancellor 
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OFFICE OF THE CHANCELLOR 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

Chancellor 

Dr. Wise Allen 

Board of Trustees 

General Counsel 

Thuy Nguyen 

Inspector General 

Gail Waiters 

Executive Assistant 

Nancy Koo 
 

 

Associate Vice Chancellor of 

Institutional Advancement 

Jeanette Dong 

 Assistant to the Chancellor 

Roxanne Epstein 

Staff Assistant 

Suzanne Kunkel 
 

 

Staff Assistant 

VACANT 

Categorical Funded 
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Strategic Management Team 

Strategic Management Team Description 

The SMT is an executive group that will meet regularly to deliberate upon and develop common 
approaches to strategic district-wide issues. The group is intended to promote district-wide 
collaboration and critical thinking based on external data. The SMT is a central implementation 
process for the broad principles of the strategic plan: collaboration, data-driven planning, and 
development of a common strategic agenda and process for the district as a whole. Key topics will 
include strategic educational planning, student need and success data, facilities planning principles 
and processes. 

Decision-Making 

Using the Strategic Plan as a shared framework, the SMT is intended to strongly influence decision-
making regarding district wide issues. However, the SMT does not change established decision-
making responsibilities within the colleges and district service centers, or the consultative 
responsibilities under shared governance. The SMT will review work-products of the strategic 
planning process and develop approaches for most effectively implementing the plan. 

Membership 

The membership includes the Chancellor, the College Presidents, Vice Chancellor, Educational 
Services, Chief Financial Officer, Director of General Services, and Associate Vice Chancellor, 
Admissions and Records.  The current strategic planning consultant and facilities planning 
consultant will provide facilitation and data to support the group. Other managers and constituency 
representatives may be invited to make presentations or participate in key sessions.   

Consultation and Reporting 

It is critical to the success of the SMT and strategic planning that the members regularly report to 
and collect input from the Colleges and the service centers not represented on the SMT. The SMT 
will also communicate and consult as appropriate through existing shared governance processes.   

Process 

The group will use a structured agenda and process to maintain an ongoing strategic dialog. This will 
ensure that the participants develop a common understanding of data and of the core planning, 
decision-making and management processes to be used to carry out shared strategic intentions. A 
key goal of forming the team is to create collaborative team working relationships between the 
colleges, and between the colleges and the district office service functions. 
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PERALTA COLLEGES FOUNDATION 
 
Web Site:  http://www.peraltafoundation.org/ 
 

About the Foundation 

Website:  http://www.peraltafoundation.org/  

The Peralta Colleges Foundation is an independent 501(c)(3) non-profit organization 
founded in 1971 to secure funds in support of the missions of the four colleges in the 
Peralta Community College District. The Foundation’s primary purposes are to provide 
scholarships to students and support excellence in the colleges’ diverse professional and 
vocational training programs. 

Role and Presence 

The Foundation’s Board of Directors has launched a major initiative to increase the 
Foundation’s fundraising, visibility, and impact throughout the four colleges of the 
Peralta Community College District and the communities served. In addition to our 
annual events, the golf tournament in the spring and the annual dinner in the fall, we will 
form community advisory committees, an alumni advisory council, and identify new 
sources of funding to support the students and faculty of the District. 

The Foundation’s Goals 

• Identify and secure community and private support for the colleges from 
individuals, community leaders and businesses of every size. 

• Serve as a representative of and promote a positive image of the Peralta Colleges 
and vocational training programs. 

• Provide educational scholarships and support the Colleges’ diverse professional 
and vocational training programs. 

• Provide resources for faculty and staff to further their educational and 
professional goals and exemplary performance. 

• Support innovations in learning, instruction and teaching. 

For a list of the Foundation scholarships, please go to www.peraltafoundation.org then 
click on Scholarships and Grants. 
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Executive Assistant 

Pat Jameson 
 

 

Staff Assistant 

Ann Childress 
 

 

District Staff Development 

Officer  

Alexis Alexander 

Faculty Diversity 

Internship Coordinator 

Edy Chan 

Vice Chancellor of Educational Services 

Dr. Wise E. Allen 

Distance Ed. 

Coordinators 

Staff Services 

Specialist 

Carmen Fairley 

 
 

Tech Prep 

Coordinator 

Meg Keeley 
 

Research Data 

Specialist 

Hui Zhang 

 
 

Vice Chancellor of Educational 

Services 

Dr. Debbie Budd 

Associate Vice Chancellor of  

Academic Affairs 

 Dr. Michael Orkin 

Research and Systems 

Technology Analyst 

Jo Ann Phillips 

 
 

Institutional Effectiveness 

Coordinator 

Dr. Joseph Bielanski 

 

 
 

Curriculum and Systems 

Technology Analyst 

Sheryl Queen 

 
 

Staff Assistant 

Silvia Cortez 

 

 
 

Director of Enterprise and 

Technology Services 

 VACANT 

Associate Vice Chancellor of 

Information Technology 

Minh Lam 
 

Network Coordinators 

 

Database Administrators 

 

Technical Analysts 

 

Functional Analysts 

 

Legacy Analysts 

 

Telecommunication 

Coordinator 

 

System Architect 

 

Staff Assistant 

Xialon Chi 

 

Help Desk 

 

Director of Technology & 

Services 

Janet Cragin 
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Educational Services -- Resources on the Web 
 
Educational Services – Main Web Page 
http://eperalta.org/wp/educationalservices/ 
 
Faculty Evaluation and Tenure Review documents 
http://peralta.edu/apps/comm.asp?$1=117 
 
 
Program Review Documents 
http://eperalta.org/wp/indev/documents/ 
 
 
District-wide Educational Master Plan 
http://eperalta.org/wp/pbi/files/2009/09/dw-ed-plan-4_final-pdf1.pdf 
 
 
Unit Plan and Program Review links 
http://eperalta.org/wp/pbi/ 
 
 
PASSPORT Help and Training materials 
http://www.peralta.edu/apps/comm.asp?$1=510 
 
 
Distance Education 
http://peralta.edu/apps/comm.asp?%241=11 
 

 
Institutional Research 
http://eperalta.org/wp/indev/ 
 
 
Staff Development 
http://peralta.edu/apps/Comm.asp?Q=17 
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Peralta Office of Institutional Research 

The Peralta Office of Institutional Research is responsible for analyzing and delivering 
institutional data for planning and reporting purposes, including matriculation-related 
requirements. 

In the course of these activities, the Office of Institutional Research generates reports and 
statistical analyses that inform management, faculty, staff, government agencies, and the 
general public, about Peralta’s academic programs, students, personnel, and services. 

What we do: 
 

• Generate, analyze and disseminate data for institutional planning, program evaluation, 
and reporting to inform the Peralta community and others about Peralta’s academic 
programs and services.  

 
• Act as District liaison to other colleges and government agencies involved in educational 

research and planning. 
 

• Provide technical assistance and background data to Peralta colleges for preparation of 
grant proposals.  

 
• Develop cutting-edge data warehousing, query and report generating tools to interface 

with PeopleSoft and other databases to provide institutional data. 
 

• Develop data delivery systems to provide colleges with web-based and other easily 
accessible data.  

 
Please access the Institutional Research Web page:  
Peralta.edu>  Service Centers>  Institutional Research 
 
2009-10 PROGRAM REVIEWS 
To view documents for 2009-10 Program Reviews, click the links on the right-side Navigation bar or  
below: 

Program Review Documents 

Student Equity Fact Books 

Peralta 2009 Fact Books 

EARLIER DATA 

Data obtained prior to 2007 is available online at the Institutional Research Data Bank 
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PCCD Information Technology

Minh Lam
(Associate Vice 

Chancellor)

---
(Director of 

Enterprise Services)

Xialon Chi
(IT Staff 

Assistant)

Technical

Analyst
Functional 

Analyst

Kyu Lee
(FS)

Network

Coordinator

Kit Hui
(Senior)

Abigail Brewer
(Senior)

Linnea Wren
(Senior)

Jonathan Olkowski
(Senior)

Diana Laura
 

Telecommunication

 Coordinator

Campus

Network/Desktop

Coordinator

 

Koo
(Berkeley)

Camara / 
Sampathraji
(Alameda)

Au / Donaldson
(Laney)

Patrica Rom
(Merritt)

Janet Cragin
(Director of 

Technology Services)

Kapil Talreja
 (SA)

Ira Hannon
(Technician I)

Frank Chez
(Technician II)

Database

Administrator

--

 (DBA/System 

Admin)

Help Desk

 Support
Legacy 

Analyst

John Walker
 

 Tom Cluster
 

Fred Barton
 

Belinda
Flowers-Birch

Raghuvir Goradia
(HR)

Theresa Rumjahn
(FA/SA)

Ramarao Anumula 
(FS)

Tharun Mainampati
 (Programmer –

FS/HR/SA)

--
 (Senior)

System

Architect

Application Software Analyst

---
 (BI/Data 

Warehouse)

 
 

 
 Proposed Positions
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Int’l Education 

Director 

Sean Brooke 

 

Vice Chancellor Student Services  

Dr. Jacob Ng 

Assistant 

Drew Gephart 
 
 

Sr. Secretary, Intl’ Students 

Shirley Wilson 
 

 

Academic/Personal 

Counselors (1.0) 

Staff Assistant  

Nha Le 

Int’l Education 

Coordinator 

Brian Delon 

SBDC Director 

Rick Ohlrich 

Admissions Officer 

Charlotte Smith 

 
 

Sr. Secretary, Student 

Services, A&R 

Karen Croley 

College Admissions 

Supervisors & Staff 

 
 

Child Care 

Coordinators 

& Staff 

 
 

Student Support 

Specialist 

VACANT 

 

Admissions 

Specialist 

Ron McPeak 

SEVIS Specialist 

Thomas Torres-Gil 

 

Health Services, 

Nurse 

Coordinator 

 
 

AC 

Transit/ 

Easy 

Pass 

 
 

Director of Financial 

Aid 

Judy Cohen 

 
 

College Financial Aid 

Supervisors & Staff 

 
 

A&R Systems Technology Analyst 

Joyce Brown-Willis 

Online Support 
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Student Services – Resources on the Web 
 
Admissions and Records 
http://peralta.edu/apps/comm.asp?%241=13 
 
Financial Aid 
http://peralta.edu/apps/comm.asp?%241=12 
 
High School Students – Concurrent Enrollment Information 
http://peralta.edu/apps/pub.asp?Q=17&T=Admissions%20Information 
 
International Students 
http://international.eperalta.org/ 
 
Student Health Services 
http://eperalta.org/wp/studenths/ 
 
AC Transit/ Easy Pass Information 
http://peralta.edu/easypass.html 
 
Student Information 
http://peralta.edu/apps/comm.asp?$1=297 
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Office of Admissions and Records 
 

Jacob Ng 
Vice Chancellor of Student Services 
(510) 466-7295 
 
Charlotte Smith 
District Admissions Officer 
(510) 466-7370 
 
Joyce Brown Willis 
Admissions and Records Analyst 
(510) 466-7331 
 
Karen Croley 
District Admissions Secretary 
(510) 466-7367 
 
Admissions and Records Technicians 
Derek Lee (510) 466-7359 
Jose Pena (510) 466-7379 
Tam Vo (510) 466-7374 
Connie Wu (510) 466-7362 
 
Admissions and Records Specialists 
Berkeley City College  Loretta Newsome (510) 981-2806 
College of Alameda  Marcean Bryant (510) 748-2227 
Laney College   Rene Rivas  (510) 464-3529 
Merritt College  Susana DelaTorre (510) 436-2598 
 
Admissions and Records Clerks 
Berkeley City College  Elinor Chin  (510)-981-2805 
     Information Phone     (510) 981-2805 
College of Alameda  Shirley Armstrong (510) 748-2225 
     Information Phone (510) 748-2228 
Laney College   Cliff Gibson  (510) 464-3566 
      Information Phone (510) 464-3121 
    Shou Huang  (510) 464-3107 
     Information Phone (510) 748-3121 
Merritt College  Maryhelen Kaufman (510) 436-2590 
     Information Phone (510) 436-2488 
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Accessing Admissions and Records Forms 
1. www.peralta.edu  
2. Click on Student Info  
3. Down on your left under Links, look for Admissions and Records Forms.  
4. Click on Admissions and Records Forms.  
5. Center of the page, all forms are listed.  Simply double click on form desired and 

you will be able to open.  
 
Forms available: 

• Academic Renewal/Alleviation form 
• Add and Drop Cards 
• Advanced Placement for College Students 
• Authorized Repeat Petition 
• GE Breadth/ IGETC Certification Form 
• High School Student Concurrent Enrollment Form 
• Matriculation Checklist 
• Online Petition Form for AA/AS/Certificate 
• Petition for Credit by Examination 
• Petition for Substitution/ Waiver 
• Petition for Pre-Requisite/Co-Requisite Challenge Form 
• Request for Record Correction 
• Student Petition for Extension of an Incomplete 
• Transcript Request Form 
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Peralta Community College District 
 
 
 
 

Budget and Finance 
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PCCD BUDGET & FINANCE
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Budget, Finance, and Revenues 
 

 
Ron Gerhard 
Vice Chancellor, Finance and Administration (CFO) 
(510) 466-7275 
 
Mary Beth Benvenutti 
Acting Assistant Vice Chancellor, Finance 
(510) 466-7254 
 
Internal Auditor 
 
Budget Director 
 
Student and Financial Systems Analyst 
 
Ofelia Mendoza 
Accounting Technician 
(510) 466-7250 
 
Judy Lam 
Accounting Technician 
(510) 466-7258 
 
Vu Nguyen 
Accounting Technician 
(510) 466-7227 
 
Galileo Sapitan 
Accounting Technician 
(510) 466-7338 
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PAYROLL OFFICE 
 

Ron Gerhard 
Vice Chancellor, Finance and Administration (CFO) 
(510) 466-7275 
 
 
Payroll Manager 
(510) 466-7274 
 Manages administrators and Board of Trustees payroll; manages the 
operation of payroll and supervision of staff; implements changes and 
compliance with government regulations 
 
Michelle Lenh 
Payroll Coordinator 
(510) 466-7352 
 Manages regular faculty and STRS Defined Benefit Plan and direct 
deposit file. 
 
Amany El Masry 
Staff Assistant/ Payroll 
(510) 466-7270 
 Works with hourly faculty and STRS cash balance plan; inputs 
garnishments and payroll general deductions. 
 
MacArthur Nelson 
Staff Assistant/ Payroll 
(510) 366-7271 
 Works with student workers and part-time temporary classified 
payroll; verification of earnings; Apple Retirement System. 
 
Staff Assistant/ Payroll 
(510) 466-7273 
 Works with regular classified and PERS retirement; inputs savings 
bonds and Local 29 dues. 
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Accounts Payable Staff: Assignments and Contact Information 
 
Ron Gerhard 
Vice Chancellor, Finance and Administration (CFO) 
(510) 466-7275 
 
Dettie Del Rosario 

• AP Supervisor 
Phone 510-466-7260 
ddelrosario@peralta.edu 
 
Nick Shere 

• Location 8 
• Funds 63 and high 
• Apple 

Phone: 510-466-7241 
Fax: 510-835-4078 
nshere@peralta.edu 
 
Nicanor Custodio, Jr. 

• Location 6 
• Hewlett Packard 

Phone: 510-587-7860 
Fax: 510-835-4078 
ncustodio@peralta.edu 
 
Tina Du 

• Location 2 
• Grainger 

Phone: 510-587-7872 
Fax: 510-835-4078 
tdu@peralta.edu 
 
Earvin Robinson                                                            Diana York 

• Location 5                                                   Location 1                                          
• Corporate Express                                               Office Depot 

(Staples)                     Phone: 510-466-7253 
• Utilities                                                               Fax: 510-587-7877 

Phone: 510-466-7226                                                     dyork@peralta.edu 
Fax: 510-835-4078 
erobinson@peralta.edu 
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PCCD PLANNING AND BUDGET INFORMATION  
 

 
2009-10 BUDGET HISTORY 

• Weekly Development of Variance Report (2009-10 Budget to Actuals) 
• April 15, 2010 – Board Audit and Finance Committee 
• April 15, 2010 – Enrollment Fee Revenue Report Due to the State (CCFS-

323) 
• April 16, 2010 – Strategic Management Team (SMT) Meeting (Review 

Budget Strategy) 
• April 20, 2010 – Second Period Apportionment Attendance Report Due to 

State (CCFS-320) 
• April 23, 2010 – Planning and Budget Council Meeting 
• April 27, 2010 – PCCD Board adopts 2009-10 Budget 

 
 

FISCAL YEAR 2010-11 
 
MAY 

• May 6, 2010 – Review Budget Calendar and Receive Input with Strategic 
Management Team 

• May 14, 2010 – Governor Presents May Revise to Budget 
• May 14, 2010- Legislative Analyst Review 
• May 18, 2010 – Review Budget Calendar at Board Meeting 
• May 20, 2010 – Strategic Management Team Meeting (Review Tentative 

Budget) 
• May 21, 2010 – Planning and Budgeting Council (Review Tentative Budget) 
• May 24, 2010 – Draft Tentative Budget 

 
June 

• June 8, 2010 - Tentative Budget Presented to Board for Information 
• June 15, 2010 – Constitutional Deadline for Legislature to Pass Budget Bill 
• June 30, 2010 – Review Status from ACCJC Report and Tentative Budget 

with District 
• June 22, 2010 Tentative Budget Presented to Board for Adoption 

 
July 

• July 1, 2010 – Legislature Approves and Governor Signs budget by July 1st. 
• July 1st-10th – State Chancellor Office Sets Budget Workshops in Sacramento 
• July 5, 2010 – Site Business Managers Continue Review of Draft Final 

Budget – Adjustments to Finance Office  
• July 9, 2010 – Strategic Management Team (SMT) Meeting (Review Draft of 

Final Budget Worksheets) 
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• July 9, 2010 – Planning and budgeting Council (Review and Input of Draft 
Final Budget)  Revenues to All Constituent Groups (Board, Academic 
Senates, Faculty/Staff Unions, and Managers) 

• July 9, 2010 – Informational Memorandums Issued to Constituent Groups on 
Proposed Budget 

• July 16, 2010 – College Sites Review and Revise Budget – Submit to 
Chancellor’s Office 

 
August  

•  
• August 6, 2010 – Sharing Draft of Final Budget with Interested Parties 
• August 10th or 24th – Governing Board Complies with Title 5, Section 58301 

(Publish Dates, Time, and Location Where Public can Review Proposed 
Adopted Budget – Budget Must be Available Three (3) Days Prior to Public 
Hearing – District Office, Library, Office of Each College President) 

• August 18, 2010 – District Flex Day – Morning and Afternoon Session 
Presentation on Status of ACCJC and 2010-11 Final Budget  

• August 27, 2010 – Planning and Budgeting Summit Meeting 
 
September 

• September 7, 2010 – PCCD Board Holds Public Hearing and Adopts a Final 
Budget - Title 5, Section 58305 (c). 

• September 15, 2010 – PCCD’s Final Budget Shall be Adopted By this Date 
• September 30, 2010 – Preparation of Adopted Financial and Budget Report  

(CCFS 311) Due to State Chancellor by this Date 
 
October 

• October 10, 2010 – Submit Adopted Annual Financial and Budget Report 
(CCFS 311) Due to State Chancellor and Alameda County Superintendent of 
Schools by this Date (Title 5, Section 58035 (d). 

 
 

IMPORTANT DATES  
• May 1, 2010 – Make Arrangements for Annual Audit 

 
 

• May 15, 2010 – Quarterly Financial Status Report Due to State (CCFS-311Q) 
• May 15, 2010 – Notification of External auditor Retained/Hired For Contract 

District Audit Report 
• May 17/18, 2010 – Association of College Business Officers Meeting 

 
 

• June 1, 2010 - Part-Time Faculty Health Benefits Report Due to State 
(CCFS-360) 
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• June 1, 2010 – Part-Time Faculty Office Hours Estimated Reimbursements 
Report Due to State (CCFS-365) 

 
 
 

• July 15, 2010 - Annual Apportionment Attendance Report Due (CCFS 320) 
 
 
August  

• August 1, 2010 - Maintenance Allowance Reimbursement Claim Report Due 
to State (CCFS-355) 

• August 31, 2010 – Quarterly Financial Status Report Due (CCFS 311Q) 
 
 
September 

 
• September 15, 2010 – Exemption for 50% Law If Needed (CCFS-350A) 
• September 15, 2010 – Prior Year Enrollment Fee Revenue Report Due to 

State (CCFS-323) 
 
November 

• November 15, 2010 – Quarterly Financial Status Report (CCFS-311Q) Due 
to State Chancellor by this Date 

 
 
December 

• December 1, 2010 – 50% Law Findings (CCFS-350B) – Follow-Up to Form 
CCFS-350A 

• December 31, 2010 – Contracted District Audit Report Due to State (Title 5, 
Section 59106) 

 
 

FISCAL YEAR 2011-12 
 
January 

• January 10, 2011 – Governor Submits Proposed State Budget to Legislature 
• January 15, 2011 – First Period Apportionment Attendance Report Due to 

State (CCFS-320) 
• January 15, 2011 – PCCD Discusses Budget and Potential Impact  
• January 21, 2011 – FY 2011-12 Revenue and Expenditure Projections, Full 

Time Salaries and Benefits Projected 
• January 28, 2011 – Planning and Budgeting Review of Governor’s Budget 

Proposal 
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February 
• February 7, 2011 – Budget Worksheets and Budget Assumptions Distributed 

to College Site Business Managers 
• February 15, 2011 – Quarterly Financial Status Report (CCFS-311Q) 
• February 18 , 2011 – Budgeting Recommendations Developed by Planning 

and Budgeting Review Committee 
• February 21st-25th – Presidents and Business Managers Review Restricted 

and Unrestricted Funds and Prepare Preliminary Budget Projections 
• February 25th – Presidents Forward Preliminary Budget Worksheets to 

District Finance Office 
 
March 

• March 11, 2011 - Initial Proposals Submitted to Chancellor for the District 
Budget  

• March 18, 2011 - Review Status of Budget Development with Constituent 
Groups 

• March 18, 2011 - Present Preliminary 2011-12 General Fund Budget to SMT 
• March 22, 2011 - Present Preliminary 2011-12 General Fund Budget to 

Governing Board 
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Budget Allocation Model  
Approved, Monday October 27, 2008 

 
 
Standards of good practice require that a budget allocation model reflects the allocation of funds 
to meet the institution's program and facilities commitments in harmony with their strategic 
plan.  
 
1. First year implementation will not reduce college's budget.  

 
2. FTES targets shall be sufficient to earn base plus growth.  

 
3. The following are fixed costs: (Fixed cost categories are zero based budgeted each year based 

on projected actual costs of commitments.)  
 
a. The District unrestricted fund reserve is determined by the Chancellor, but cannot be 

less than 5%.  
b. District must comply with 50% law.  
c. Step and column salary increases. 
d. Tax and benefit cost increases. 
e. Contractual labor agreements.  
f. Utilities and property/liability insurance and Fund 4 expenditures.  
g. GASB 45 compliance.  
h. Repayment of Taxable OPEB Bonds.  
i. District must comply with the 75/25 law (California Code of Regulations Title 5, §51 025. 

Should not exceed target without appropriate justification and approval of Chancellor.  
j. DSP&S general fund transfer. 
k. Chancellor's contingency fund  

 
4. Allocations of new positions or possible reallocation of vacant positions will be done on a 

District -wide basis as approved by the Chancellor, considering recommendations from the 
SMT, the BAC, and DWEMPC; taking productivity and parity into consideration. 

 
5. For a decline in FTES and/or productivity, the college has one year of stability to regain base 

FTES plus the under target/funded amount from previous year. Failure to reach FTES and/or 
productivity targets will cause a reduction in funding in year two.  
 

6. All categorical funds will be distributed to the colleges according to state requirements.  
 

7. Built into the model is an economy of scale allocation (10.5%).  
 

8. If colleges are funded based upon FTES, then upon a retirement of a vacancy in a funded 
position, the funding will be adjusted to the replacement cost.  
 

9. PFT leave banking is an unallocated contingency fund.  
 

83



10. In a year in which the state deficits community college funding mid year, the colleges may 
lose apportionment funds at the Discretion of the Chief Financial Officer.  
 

11. The District Budget Advisory Committee and the Academic Senate shall review and 
recommend any amendments to the Budget Allocation Model.  
 

12. As defined by the California Ed Code, the Board of Trustees has fiduciary responsibility for 
the district and may amend the allocation model.  
 

13. In a fiscal emergency, the Chancellor has the right to suspend the Budget Allocation Model.  
 

14. At the discretion of the Chief Financial Officer, any contingent funding may remain 
unallocated until funding is assured.  
 

15. College budget carryovers may be permitted at the discretion of the Chancellor and the 
Chief Financial Officer. Budget carryovers are for specific future expenditures and not the 
result of an inability to encumber current year funds. The budget carryover must be 
encumbered and expended (for the intended purpose) within the following year.  
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  Page 3 of 3 

 Approved Proposals from Budget Allocation Committee  
 
1. Economy of scale: (Approved by Committee 2/28/06) 

 
It is proposed that the economy of scale remain at 10.5% of the first adopted budget using 
the budget allocation formula.  The dollar amount should remain fixed in future budgets and 
shall not be amortized.  At the end of three years it is proposed that the Chancellor’s Budget 
Advisory Committee review the economy of scale issue to determine if adjustments to the 
formula or the amortization would be fundamentally fair to the four colleges.  
 

2. College Productivity  (Approved by Committee 2/6/06) 
 
It is proposed that the five year average productivity (measured from the first year the new 
budget allocation is adopted) be the minimum productivity established for each college.  
Should a college not maintain the minimum productivity, the calculation of FTES that would 
have been earned if the college had maintained the productivity target, will be deducted 
from the next year’s revenue allocation. 
 
Should a college decide to fundamentally change educational programs, which would alter 
the expected overall productivity, a college may request from the Chancellor a recalculated 
productivity minimum target. 
 

3. Central Support Services  (Approved by Committee 2/28/06) 
 
It is recommended by this committee that quarterly, the Chancellor’s Budget Advisory 
Committee review Central Support Services budgets and make recommendations to the 
Chancellor regarding the augmentation or reduction in the following year’s allocation. Any 
recommendations by the Budget Advisory Committee should be in writing and include 
support and justification for the proposed changes.   
 

4. Budget Advisory Committee  (Approved by committee 2/28/06) 
 
It is recommended by this committee, that the Budget Advisory Committee be a standing 
committee during the fiscal year, and in addition to budget recommendations, the committee 
periodically meet to review College and Central Support Services budgets (quarterly) and 
fiscal year expenditures and to monitor revenues over base revenues including COLA and 
growth funding.  It will also be the responsibility of the Budget Advisory Committee to 
monitor the budget allocation model and make recommendations to the Chancellor if 
adjustments in the model are deemed appropriate.  Any recommendations by the Budget 
Advisory Committee should be submitted to the Chancellor in writing and include support 
and justification for any adjustments proposed. 
 

5. Budget Advisory Committee (Approved by Committee 2/28/06) 
 
This committee recommends that the Budget Advisory Committee prepare committee by-
laws. 
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The ABCs of How Bills Are Paid 
 

AP Staff and Assignments 
 
Nick Shere     Earvin Robinson 
Location 8; Funds 63 and higher Location 5; Corporate Express (Staples) 
Apple      Utilities 
 
Nocanor Custodio    Dianna York 
Location 6     Location 1 
Hewlett Packard    Office Depot 
 
Tina Du     Dettie Del Rosario 
Location 2     AP Supervisor 
Grainger 
 
 

Overview of AP Process 
 
Upon receipt of the invoice:  

• it is stamped;  
• it is verified as to whether documentation is complete and consistent;  
• it is determined as to whether 

--the requisition is approved, 
     --Purchase Order is dispatched 
     --Budget issues exist. 
 
If documentation is complete: 

• A voucher is created by the AP Tech, 
• The voucher produces a check in the following AP run. 

If the documentation is incomplete, no check is cut and the requisition is returned. 
 
Sometimes requisitions are not automatically sourced to the Pos and become 
“stuck in cyberspace.” 
 
Because of this, requesters should follow up to make sure requisitions are not only 
approved but also sourced to POs. 
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Documentation must be consistent with regard to: 

• Invoice 
• PO 
• Contract 
• Receiving 

 
What must be consistent? 

• Vendor name and ID 
• Dollar amounts 
• Items paid for 
• Tax 
• Contract (for services over $600) 
• Party billed (must be Peralta) 

 
Payment Terms – Net 30 
Payment types: 

• Regular POs 
• Pay-to requisitions 
• Open accounts 
• Direct payments 
• Express checks 

 
AP Checks are cut every Tuesday and Thursday. 

 
Disbursement of checks – 

• Checks are disbursed the following day. 
• Checks are either mailed or sent to the bursar’s office of each college, or 

held at the district office. 
• If a check is to be held at the district office or returned to the college, that 

instruction should be clearly written or stamped on the requisition page. 
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Regular Purchase Orders 
 

• If goods have been marked in by the warehouse, and the district AP unit has 
received a valid invoice from the vendor, the AP unit will pay the invoice 
without further intervention from the college. 

 
• However, intervention by the requester or other college staff may be 

required in some cases. 
 

Regular POs: Receiving Goods 
 

• All goods must be shipped to the warehouse. 
 

• Only perishable or hazardous materials, or materials requiring installation by 
the vendor or their installer, should be delivered to the college. 

 
• Delivery of orders to the college must be approved in advance by the 

Purchasing Department. 
 

• If goods have been delivered directly to the college, the college MUST 
notify the warehouse promptly by e-mailing Shawnee Martinez and copying 
the AP Tech. 

 
• Otherwise, payment may be delayed, or it may be impossible to pay the 

vendor. 
 

Regular POs: Discrepancies 
 

• If the invoice is inconsistent with the PO, AP staff will follow up with the 
vendor and/or the requester.  The requester may need to take action to 
resolve the situation, or the invoice may not be paid. 
 

• If the invoice significantly differs from the PO, a CHANGE ORDER may 
need to be submitted to the buyer, or the warehouse may need to be notified 
of the receipt of unmarked items. 

 
• If the requester asks for or approves a significant alteration to the order, they 

should contact the buyer to determine whether a change order is required. 
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Pay-To Requisitions 
 

• Signature of Cost Center Manager on the invoice  
--Signature is required to confirm that goods are received or services 
performed. 
--This is not required for regular POs because they are marked in by the 
warehouse. 

• Signature of the Business Manager on the requisition page 
• Valid contract 

(for payments for services over $600) 
• Pay-to requisitions must be submitted to the Business Office, not directly to 

AP 
• Original, uniquely numbered invoice and one copy 
• Printout of the requisition and the account coding 
• Correct breakdown of taxable and non-taxable lines on the requisition 
• Correct buyer 

--Use the AP Tech as buyer (and origin DAP) only for 
    *Utilities 
    *Travel 
    *Services under $600, and 
    *Petty cash reimbursements to the Bursar only 

• Employee reimbursements must be submitted to Purchasing. 
 

Other Payments 
 

Open Accounts 
• Invoices must be signed off. 
• Requester is responsible for tracking total payments. 
• When the PO is used up, create a new one. 
• Invoices should be submitted via the Business Office. 
• Open accounts for goods must be marked taxable. 
• Open accounts for goods and services must have both taxable and non-

taxable lines. 
 
Direct Pays 

• Should be used only when a requisition cannot be processed. 
• Direct pays do not show up under document status. 

They are directly deducted from the budget 
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• To determine whether a direct pay has been processed, check “voucher 
inquiry” screen or review available budget. 

 
Express Checks 

• Express checks are checks which are not run as part of the regular AP 
weekly cycle. 

• With APs twice-a-week run schedule, express checks should not be needed. 
 

Following Up on Payments 
 

How to Follow Up on Payments 
• Each requester is responsible for checking their orders to make sure they 

have been completed. 
• If an order has been received but not paid after 30 days, follow up with the 

AP Tech. 
• This is especially critical when approaching the end of the fiscal year and for 

funds which are not carried over to the next year. 
• Most of the time, the document status page shows whether a payment has 

been made. 
• If a direct pay has been used, document status will not show it. 

However, the voucher inquiry page and the budget will show the direct pay. 
• If the requester does not have security access to these screens, contact the 

Business Office. 
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Interpreting Document Status 
 

 
 

Payment 
• If there is a payment line, a check has been cut on the indicated date. 

Voucher 
• If there is a voucher line, a check has been keyed in and will usually be cut 

in the next run. 
• The voucher date is the invoice date, not the date the voucher was keyed in. 

 
If neither voucher nor payment lines exist, the AP Tech has not keyed in a payment 
based on the requisition or PO number in question. 
 
AP Staff can only key in a payment if the requisition is approved and the PO is 
dispatched. 
 
If the PS has not been dispatched yet, contact the buyer. 
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PO Activity Summary 
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Interpreting Activity Summary 
 

• Purchasing>  Purchase Orders>  Review PO Information>  Activity 
Summary 

• The Receipt tab, Qty Received column shows how many of each item has 
been received. 

• The Invoice tab, Quantity Invoiced column shows how many of each item 
the district has paid for. 

 
Checking in with AP Tech 

 
• Checks should be cut within 30 days of AP receiving an invoice if the 

documentation is complete and valid, including all documents and signatures 
required. 

• With the new AP staff, most valid invoices are paid much more quickly; 
there is currently little to no backlog in the AP department. 

• If documentation is incomplete or invalid, it will be returned to the 
requester, in care of the Business Office, via district mail. 

• If, in that timeframe, a check has not been cut for an order, contact your AP 
Tech to see if something is holding up the order and whether the 
documentation should be re-submitted. 

 
Sales Tax 

 
• When preparing requisitions, you must mark all taxable items as such. 
• Ship-to locations: 

Taxable: Warehouse, 1, 2, 5, 6, 8 
Non-taxable: Exempt, 11, 21, 51, 61, 81 

• When creating open accounts for service that may include both parts and 
labor, remember to include both taxable and non-taxable lines. 

• If an order includes both taxable (good) and non-taxable (services) items, 
you must separate those lines on the requisition and mark each line correctly. 

• When creating a pay-t requisition for an invoice, you must use the invoice 
subtotal and mark it taxable if the whole invoice is taxable.  Do not use the 
invoice total as the line amount and do not mark the line as non-taxable. 

• Do not create a separate line for taxes. 
• If the invoice is only partly taxable, you must create multiple lines for the 

taxable and non-taxable portions of the invoice. 
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• For out of state orders, make sure to mark items taxable so that USE tax will 
be encumbered.  Otherwise a budget transfer may be required later. 

• If the requisition has not been prepared correctly with regard to tax, either 
*a change order must be submitted to the buyer or, 
*the order must be cancelled and re-created. 

 
 

Vendor Files 
 

• Make sure to select the correct vendor number when creating a requisition. 
• Check all vendor names and addresses 
• Be careful with vendors who have multiple files, such as Ricoh or Pitney 

Bowes, and vendors with similar names, such as Bananas Inc. and Bananas 
At Large, Inc. 

• A mistake can easily lead to the wrong vendor being paid, lost check, or 
payments credited incorrectly. 

• Never use vendor numbers beginning with SF to create a requisition. 
*Those files are for students who receive refunds or financial aid awards. 
*A separate file must be created if they are to be paid as a note-taker, art 
model, etc. 

• If you are not certain that the vendor file is correct, or if a new file must be 
created, contact Seraphine Nzomo at 466-7225. 

• Note that what prints on the check is not the “vendor name field” but the 
“payment alt name field.”  This may not be visible to requesters; if you need 
to know the alt name for a vendor, contact your AP Tech. 

 
Contracts 

 
• A valid contract should exist at the time the invoice is created. 
• Work should be completed within the time period stated in the contract. 
• Total payments for work under the contract should be within the Not to 

Exceed amount. 
• Vendors should not work without a signed contract. 
• An ICC is required for every payment for services over $600 

*The requester cannot circumvent contract policy by splitting up payments 
for the same work. 

• AP cannot process a payment unless the attached ICC has been signed by 
*the College President 
*Vice Chancellor, Finance and Administration  
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*Chancellor 
• If the contract is missing some signatures, the paperwork will be returned. 
• Contracts over $25,000 must be approved by the Board. 
• Bond fund contracts over $76,700 must be approved by the Board. 
• The requester is responsible for tracking total payments under each contract. 
• If the vendor works beyond the coverage date of the contract, or amount 

billed exceeds the limit of the contract, an amendment is required. 
• Vendor name and tax ID information must be consistent between contract, 

invoice, and vendor file. 
 

Travel 
 

• All requisitions for travel-related expenditures, including registration, 
accommodation, and airline tickets, must be accompanied by the Travel 
Authorization Form signed by the first-level supervisor, Business Manager, 
and College President. 

• Travel advance requests 
*should not exceed 80% of the authorized amount 
*must be submitted no later than 15 days before travel 
*will not be paid more than 15 days in advance. 

• Registration, accommodation, or tickets can be paid early if necessary with 
separate requisitions.  These  
*Must be accompanied by the Travel Authorization Form. 
*Must be paid directly to the vendor, not to the employee. 

• A new vendor file may be required in some cases.  If so, the requester must 
arrange ahead of time for the new vendor file to be created. 

• Advances must be liquidated/finalized within 30 days of completion of 
travel. 

• Mileage is currently reimbursed at 55 cents per mile. 
• Original receipts must be submitted and carefully added. 
• List expenses only in the correct column. 
• Hotel receipts must be itemized. 
• No liquor expense can be reimbursed. 
• Mileage at current existing rates will be reimbursed to employees who have 

been given the approval to use their automobiles to carry out designated 
responsibilities for the district.  Use transportation report form. 

• Transportation reports (mileage, bridge and parking expenses0 are to be 
submitted to the Business Office at the end of each calendar month.  No 
accumulation. 
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• It should be submitted to AP for payment no later than the 15th day of the 
following month. 

 
Fiscal Year Closing 

 
• Prior to the end of the fiscal year, requesters should check outstanding 

orders, and managers should check their budgets, to make sure all 
transactions are complete. 

• It is imperative that all documents be received at Accounts Payable before 
the AP cutoff  date (Date TBA) in order to be processed by June 30th. 
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Updated January 12, 2010 

 

P E R A L TA  C O M M U N I T Y  C O L L E G E  

D I S T R I C T   

P U R C H A S I N G  P R O C E D U R E S  
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Updated January 12, 2010 

 

 
PURCHASING, WAREHOUSE,  

DUPLICATION & MAILROOM SERVICES 
 
 

PURCHASING DIRECTORY  
 

Purchasing Compliance Manager  587-7895 
Vendor Information    466-7225 
Buyer (BCC & Merritt)   466-7255 
Buyer (District, COA, & Laney)  466-7256 
Buyer (Measure A, only)   466-7217 
Purchasing Department   466-7225 
Fax:      587-7873 
 
WAREHOUSE / MOVABLE PROPERTY 
 
Warehouse Supervisor   466-7334 
 
DUPLICATION & MAILING  
 
Telephone      466-7396 
   

 
  

Mailing Address:  Purchasing Department  
     Peralta Community College District  
     333 East 8th Street 
     Oakland, California 94606 

 
 
 
 
 
 
 

98



 

TABLE OF CONTENTS 
 

 
 
PURCHASING PROCEDURES 
1.00 Goods or Nonprofessional Services 
1.01 Requisition Process - Colleges 
1.02 Requisition Process - District Office 
1.03 Annual, Blanket, Open Purchase Orders 
1.04 Food Service Procurement 
1.05 Obtaining Prices 

A. Goods and Services 
B. Public Works Projects 

1.06 Bid Specifications 
1.07 Exceptions to Formal Bidding 
1.08 Determining the Low Bid and Making the Purchase 
1.09 Non-Responsive Bids 
1.10 Receiving Procedures 
 
 
PROCEDURES FOR THE SELECTION OF PROFESSIONAL SERVICE CONSULTANTS 
2.00 Use of Competitive Procedures to Retain Consultants 
2.01 Architectural, Engineering and Land Surveying Services 
2.02 Other Professional Services 
2.03 Wavier of Competitive Procedures for Professional Services 
 
 
PROCEDURES FOR COMPLETING PURCHASING FORMS 
3.00 Quotation Request Forms 
3.01 Bid Recapitulation Form 
3.02 Bid Opening Form 
3.03 Request for Emergency Purchase Form 
3.04 Vendor Application Form 
3.05 Purchase Orders 
3.06 Change Order Form/Addendums 
3.07 Waiver of Competitive Procedures for Professional Service Consultants Form 
 
 
ATTACHMENTS – SAMPLE PURCHASING FORMS 
 Request for Quotation Forms (2 formats) 
 Bid Recapitulation Form 
 Request for Emergency Purchase Form 
 Vendor Application Form 
 Request for Change Order Form 
 Waiver of Competitive Procedure Form 

 

99



3 

PURCHASING PROCEDURES 
 
The purpose of these policies and procedures is to ensure that goods and services necessary for 
the operation of the colleges are obtained at competitive prices, to guarantee fairness in the 
selection of vendors, and to minimize opportunities for corruption.  Through the use of these 
policies, purchasing at the Peralta Community College District will be an open competitive, and 
a fair process. 
 
These policies and procedures are consistent with the State of California Public Contract Code 
Sections 20651-20660 and the State of California Education Code Part 49, (commencing with 
Section 81000) and Board Policy Section 6.31 which represent the basic intentions and goals of 
the board of the Peralta Community College District will be an open competitive and a fair 
process. 
 
NO PURCHASES SHALL BE MADE EXCEPT AS PROVIDED BY CALIFORINA LAWS, 
BOARD POLICES AND THESE PROCEDURES FOR PURCHASING. ONLY OFFICERS 
OR EMPLOYEES EXPRESSLY AUTHORIZED BY BOARD POLICY AND THESE 
PROCEDURES SHALL MAKE ANY PURCHASE OR ENTER INTO ANY CONTRACT 
FOR THE PURCHASE OF GOODS, SUPPLIES AND SERVICES ON BEHALF OF THE 
PERALTA COMMUNITY COLLEGE DISTRICT. ANY PURCHASE OR CONTRACT 
MADE IN VIOLATION OF BOARD POLICY OR THESE PROCEDURES IS VOID AND 
NOT BINDING ON THE DISTRICT. 
 
The Chancellor is authorized to approve purchase of goods, supplies, equipment and 
services not to exceed $78,500 (or as adjusted annually by Price Deflation Index).  All 
purchases in excess of $78,500 or more (or as adjusted annually by Price Deflation Index) 
shall require board approval. 
 
 
District employees who are in the solicitation and /or recommendation for selection of 
vendor/contractor shall comply with the District’s Conflict of Interest Code. No employee who 
is involved in the solicitation and/or recommendation for selection of vendor/contractor shall 
have pecuniary interest in the vendor/contractor nor shall the employee accept gifts from 
vendors/contractors in excess of $290.00 in a calendar year from any single source, without 
disclosure of receipt of such gifts, as required by the Conflict of Interest Code. 
 
Any person who is not authorized to make purchases for the district and who engages in 
malfeasance may be personally liable for such action.  
 
1.00 GOODS OR NONPROFESSIONAL SERVICES 
 

Goods or nonprofessional services, hereinafter referred to as goods, should be purchased 
from the vendor who can provide the required goods at the time and also at lowest price 
available. 
 

100



4 

1.01 REQUISITION PROCESS – COLLEGES 
 

User departments must plan ahead. Initiate and submit your purchase requisition forty-
five (45) to sixty (60) days in advance of the desired delivery date (DDD). 
 
Requisitions for materials, rentals or services should be carefully prepared. The 
originating/user department must submit a requisition to the Business Office for the 
issuance a purchase order.  The requisition must be approved by the department head or 
designee. The requisition must include the name and department making the request, 
coding, delivery address, date of requisition, term of payment and shipping terms. List 
the equipment, supplies, or services to be purchased giving a complete description of all 
items.  If contracting for service or travel, indicate as many details as reasonable (i.e. 
maintenance, consultant, registration fees, hotel cost, meals, ground transportation, etc.)   

 
Purchases requiring informal bids must be summarized on a bid recapitulation (bid 
recap) sheet. The solicitor of bids must sign the Recap sheet and forward the bids and 
the Recap sheet to the Business Office.  The Business Office and Colleges are 
encouraged to solicit bids from a diverse business community, including Small Local 
Business Enterprise (SLBE), Small Emerging Local Business Enterprise (SELBE), other 
local vendors, and minority and women business. If the successful bidder is an 
SLBE/SELBE vendor, enter its designation in the appropriate space on the Recap sheet.  

 
The Business Office will prepare requisitions for issuance a purchase order and forward 
the bids, the Recap sheet, and the Purchase Requisition to the District Purchasing Office 
to issue a Purchase Order. 

 
1.02 REQUISITION PROCESS - DISTRICT OFFICE 
 

User departments must plan ahead. Initiate and submit your purchase requisition forty-
five (45) to sixty (60) days in advance of the desired delivery date (DDD). 
 
Requisitions for materials, rentals or services should be carefully prepared. The 
requisition must be approved by the department head or designee. The originating/user 
department must submit a requisition to District Office Purchasing for the issuance a 
purchase order. The requisition must include the name and department making the 
request, coding, delivery address, date of requisition, term of payment and shipping 
terms. List the equipment, supplies, or services to be purchased giving a complete 
description of all items.  If contracting for service or travel, indicate as many details as 
reasonable (i.e. maintenance, consultant, registration fees, hotel cost, meals, ground 
transportation, etc.)   

 
Purchases requiring informal bids must be summarized on a bid recapitulation (bid 
Recap) sheet and attached to the purchase requisition.  The solicitor of bids must sign 
the Recap sheet and forward the bids and the Recap sheet to the District Purchasing 
Office for the issuance of a Purchase Order. The District Office and Colleges are 
encouraged to solicit bids from a diverse business community, including local vendors 
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and minority, disadvantage and women-owned businesses. If the successful bidder is an 
SLBE/SELBE vendor, enter its designation in the appropriate space on the Recap sheet.  

 
Only one (1) quotation is required for purchases under $10,000.00; however, if the 
purchase is over $2,500.00 the quote must be in writing.  The originating department 
must solicit at least three (3) written bids/price quotations for items between $10,000.01 
and up to $78,500. or as adjusted annually by Price Deflation Index or as adjusted 
annually by Price Deflation Index. Once bids are received, an evaluation and selection 
process is necessary to select a vendor for contract award.  All purchases less than 
$78,500 (or as adjusted annually by Price Deflation Index) require approval by the 
Chancellor. 

 
1.03 ANNUAL, BLANKET, OPEN PURCHASE ORDERS 
 

In order to minimize delay and encourage effective planning, prices for regularly 
purchased goods should be determined in advance of the purchase.  In such cases, the 
college or the department must make an approximation of the type and the quantity of 
goods during the specified time (not to exceed one year). Once the low bid is determined 
and the necessary approvals obtained, District Purchasing issues a purchase order to a 
specific vendor for the total amount of the estimated purchases. This allows the end user 
to buy unspecified quantity of items during the fiscal year. Expenditure exceeding 
$78,500 (or as adjusted annually by Price Deflation Index) requires Board approval. 

 
1.04 FOOD SERVICE PROCUREMENT 
 

The procurement for the food service operation is done on an annual basis. A Request 
for Proposal (RFP) is prepared requesting price quotations for various food items and 
services.  A review and evaluation process is done by the College administrator 
responsible for this operation to determine the award, a board report is prepared and 
after approval, the food service vendors are notified of contract award. 
 

1.05 OBTAINING PRICES 
 
Generally, multiple prices must be obtained each time a purchase is made.  Methods 
should be used that maximize the possibility of the district's obtaining the desired goods 
at the lowest possible price.  Splitting purchases to reduce the procedural 
requirements for obtaining prices is strictly prohibited.  

 
A. Goods and Services 
 
Purchases of less than $10,000-- Only one (1) quotation is required for purchases under 
$10,000.00; however, if the purchase is over $2,500.00 the quote must be in writing.  
Such items may be purchased from any vendor offering the required goods or services at 
a reasonable price. Examples of reasonable price are:  items purchased based on 
vendor’s catalog prices, or based on a comparison of vendor’s price lists; or items 
purchased based on historical price data, or based on prior bid solicitations.   
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The solicitor of the quotation (or the Business Office) must forward the quotation along 
with an approved Purchase Requisition to the District Purchasing Office for issuance of 
a Purchase Order. 

 
Purchases between $10,000.01 and $78,500 (or as adjusted annually by Price 
Deflation Index) - Informal competitive bidding is required.  Informal competitive 
bidding requires that the department obtain three (3) written bids/price quotations 
specifically describing the goods and their prices.  The bids/price quotations may be 
obtained either on a Quotation Request Form or on the vendor's letterhead stationery.  In 
either case, the bid must be written in ink and signed by an authorized representative of 
the vendor.   

 
The bids/price quotations must be summarized on a bid recapitulation (Recap) sheet.  
The solicitor of bids must sign the Recap sheet, generate a requisition, and forward the 
bids and the Recap sheet for approval by the Department Head/Business Office. 
Subsequently the Department Head/Business Office should forward the quotes, Recap 
sheet, and Requisition to the District Purchasing Office for the issuance of a Purchase 
Order. If the department receives fewer than three bids within ten working days of the 
solicitation, a department staffer may proceed with the purchasing process and 
determine if the prices submitted are reasonable.  If three prices are not obtained, an 
explanation must be provided on the bid-recapitulation sheet.   

 
Purchases over $78,500 (or as adjusted annually by Price Deflation Index) - Formal 
bidding is required.  Formal bidding requires that the department write specifications 
describing the needed goods or services.  The requestor will supply District Purchasing 
with detailed specifications and approved requisition. The specifications are reviewed by 
Purchasing to ensure that the specifications are complete and in the proper form.  
Specifications should be prepared as objectively as possible, so that the advantage 
provided to any particular vendor is based on the appropriateness of that vendor's 
product. The contract must be awarded to the lowest responsible bidder, or the District 
must reject all bids. (Public Contract Code Section 20651) 

 
All purchases exceeding $78,500 (or as adjusted annually by Price Deflation Index) 
during a fiscal year, which is made from a single vendor, must be approved by the 
board.  The board report must include the reason for the purchase, a brief description of 
the procedure used to select the vendor, a description of the goods being purchased, the 
purchase price and the names of the vendors who submitted the three lowest bids. 
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B. Public Works Projects 
 
“Public Works Projects” require Plant Management review, approval and project 
coordination. California Public Contract Code # 20651 defines “Public Projects” as 
construction projects, including maintenance repairs and remodeling of existing 
facilities. The Office of Physical Plant supervises all construction contracts.  Board 
approval is required on all construction contracts over $15,000.00. The contract must be 
awarded to the lowest responsible bidder. 
 
The following procedures are required. 

 
Expenditures of less than $10.000.00 Require one (1) price quotations obtained from 
the licensed contractor/vendor in conjunction with specifications prepared by the 
District/Department manager.  If the quotation is over $2,500, the quotation must be 
written in ink and signed by an authorized representative of the vendor. 
 
Expenditures of $10,000.01 to $14,999.99 requires that staff inform the licensed 
contractors, that they are bidding on a public works job, and obtain at least three (3) 
written price quotations. The bidder may use the Quotation Request Form or present 
their quote on their letterhead stationery.  In either case, the bid must be written in ink 
and signed by an authorized representative of the vendor. 

 
Expenditures of $15,000 or more require formal bids obtained by District Purchasing 
staff using specifications prepared by District/Department of General Services 
Management staff.  All bids shall be presented under sealed cover and shall be 
accompanied by one of the following forms of security: 

 
1. A cashier’s check made payable to the Peralta Community College District 
2. A certified check made payable to the Peralta Community College District 
3. A bidder’s bond executed by an admitted surety insurer made payable to the 

Peralta Community College District. 
 

Securities of unsuccessful bidders will be returned in a reasonable time period but not 
longer than sixty (60) days from the time the contract award has been made.  
 
Splitting or separating orders or projects into smaller work orders or projects for 
evading competitive bidding is strictly prohibited. 
 
It may take two to four months to issue a purchase order under these circumstances. 
Please PLAN accordingly. Contact purchasing staff for assistance in establishing a 
schedule for bidding the project. 

 
1.06 BID SPECIFICATIONS 
 

All departments requiring the issuance of a bid must submit to District Purchasing the 
specifications describing the goods or services required.  Expenditures for goods 
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supplies or services of $78,500 (or as adjusted annually by Price Deflation Index) or 
more require formal bids obtained by District Purchasing staff.  Requesting staff or 
Division/Department manager will supply applicable specifications with the Purchase 
Requisition.  Purchasing staff will use the information to prepare bid documents.  It may 
take 2-4 months or longer to issue a purchase order under these circumstances.  Please 
plan accordingly.  Call purchasing staff for assistance in establishing a schedule for 
bidding the project 

 
The description of the goods or services may be either performance-based or product-
based.  Performance-based specifications describe the goods needed by detailing the 
performance required of the goods.  For example, specifications for a calculator would 
list all the mathematical functions that the calculator must perform.  Product-based 
specifications describe the goods by identifying a specific product which would be 
acceptable, and requesting a price on that item or its equivalent.  For example, calculator 
specifications might request prices on Texas Instruments Model TI-1795, or its 
equivalent.   
 
When product specifications are used, a bid on an equivalent product must include 
specifications demonstrating that the bid goods are substantially equivalent.  The 
conditions of the purchase include payment terms, insurance requirements, delivery 
schedule, shipping terms, prevailing wage requirements, bid/bond requirements.    

 
Purchasing will determine which conditions are required for particular purchases, and 
include the appropriate terms in the specifications.  All specifications are distributed 
through the District Purchasing. 

 
For formal bids, an advertisement announcing the goods sought, the availability of bid 
specifications, and the bid opening date, time and place must be published once a week 
for two weeks. The District is an Equal Opportunity Contractor. Every effort should be 
made to advertise or distribute bid announcements to diverse segments of the business 
community, including local, disadvantage, minority and women owned businesses. 
 
Bid announcements will be placed on the district Web site located at www.peralta.edu 
The purpose of the advertisement is to provide vendors who are not on PCCD's bidder's 
list with an opportunity to bid for PCCD contracts.  Following the advertisement, the 
newspapers will send District Purchasing a letter verifying that the advertisement was 
published.  The letter will then be retained in District Purchasing files. 
 
District Purchasing shall send a bid notification letter that specifications are available to 
all vendors registered in appropriate categories on the District Purchasing bidder's list.  
Vendors can register to be included on the bidder's list by completing a vendor's 
application form and filing it with the District Purchasing.   
 
Specifications shall be available from the District Office Monday through Friday from 
9:am to 3:pm during the time between the placement of the advertisement and the bid 
opening.  The deadline for receipt of bids will be a minimum of ten working days after 
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the advertisement appears. Bids are opened at the District Business Office Conference 
Room. 

 
If the district determines that a change in the bid specifications is required after the bid 
specifications are distributed but before the bids are due, then all bidders must be sent an 
addendum stating the change. All bids must be sealed by the bidder and must be opened 
by the District Purchasing office. All bids are opened in public and the contents of the 
bid read aloud at the time and date specified in the bid announcement. Any bid arriving 
after this time is returned unopened to the vendor.  For the period of time stated in the 
bid specifications, prices obtained through formal bidding may be used for the purposes 
of awarding a contract. 
 
A bid deposit of 10% of the bid is required on all purchases of goods and services 
exceeding $78,500 or (as adjusted annually by Price Deflation Index). The bid deposit 
may be a certified check or a cashier's check in the required amount, a letter of credit, or 
a bid bond. The bid deposit requirement may be waived by the Vice Chancellor for 
Administrative Services, if it is in the best interest of the district to do so.  Bid deposits 
by unsuccessful bidders are returned approximately 20 days after the bid.  

 
1.07 EXCEPTIONS TO FORMAL BIDDING 
 

A. Purchases for textbooks, library books, and educational films, audiovisual 
materials, workbooks, instructional computer software packages, or periodicals 
may be purchased without estimates or bids.  
 

B. When brand or trade name, article, thing, or product or proprietary service is the 
only item, which will properly meet the needs of the District.  
 

C. When the item available is unique, or is designated to match others or is used in 
or to furnish to a particular installation, facility, or location. A detailed letter of 
justification is required in describing the goods required, including the name of 
the product, model numbers and any other relevant information 
 

D. If a particular item is available from only one source, a letter stating that the 
vendor is the sole source of such goods or services must be obtained and attached 
to the purchase order.  The letter must be specific in describing the goods 
required, including the name of the product, model numbers and any other 
relevant information justifying the sole source purchase.  Further, the letter must 
specify, in particularity, all of the reasons justifying the circumstances and 
details regarding the basis and nature of why and how the product is sole source 
and why such product, or a similar product cannot be purchased elsewhere. 
 

E. In an emergency when any repairs, alterations, work, or improvement is 
necessary to any facility to permit the continuance of existing school classes, or 
to avoid danger to life or property, the Board may by unanimous vote, and with 
approval of the County Superintendent of Schools, make a contract for the 
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performance of labor and furnishing of materials or supplies without advertising 
or inviting bids. 

 
F. If determined by the board to be in the best interest of the District, to lease data-

processing equipment, purchase materials, supplies, automotive vehicles, 
tractors, and other personal property for the District from any public corporation 
or agency, including any county, city, town, or district.  
 

G. Purchasing materials, equipment or supplies through the Department of General 
Services.  
 

H. Contracts for the services of individuals possessing a high degree of professional 
skill where the ability or fitness of the individual plays an important part are 
exempt from competitive bidding. 

 
I. Contract Overruns 

Existing contracts for materials and work, which have been awarded, to the 
lowest responsible bidder after due advertisement and competitive bidding, but 
due to unforeseen revisions, not the fault of the contractor, need be revised if the 
additional expenditures do not exceed 10% of the original contract price.   
 

J. Maintenance or repair of equipment made by the manufacturer 
Also exempt are contracts for the maintenance or servicing of, or provision of 
repair parts for, equipment which are made with the manufacturer or authorized 
service agent of that equipment where the provision of parts, maintenance, or 
servicing can best be performed by the manufacturer or authorized service agent.  
In the case of a service agent, a letter must be obtained from the manufacturer, 
stating that the service agent is an authorized agent and describing the nature of 
the work that the service agent is authorized to perform for the manufacturer.  A 
written description of the nature of the maintenance and/or repair to be 
performed. 

 
1.08 DETERMINING THE LOW BID AND MAKING THE PURCHASE 
 

The low bid may be determined either by figuring the price of individual items, or by 
figuring the total price for all items specified.  When prices for several items have been 
solicited, and different vendors have provided a low bid on individual items, the 
purchase may be made either from the lowest bidder for each individual item, or from 
the vendor who made the lowest total bid for all the items specified. RFP specifications 
must clearly state this selection process. 

 
1.09 NON-RESPONSIVE BIDS 
 

A bidder is considered non-responsive for failing to complete all contract documents, 
failing to provide security deposits with the proposal, failure to comply with bid 
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specifications, failing to provide signatures on bid proposals, failing to provide bid 
deposits on contracts, failure to respond to all items sought in the bid specifications. 

 
1.10 RECEIVING PROCEDURES 

 
A. RECEIVING SLIP 

 
The receiving person is responsible for completing the receiving slip, for all 
material received on a regular purchase order.  When the shipment is the entire 
order or the final partial shipment, the pink copy of the purchase order will be 
complete also.  Back orders should be indicated on the receiving slip. 
 
Goods accepted report should be completed indicating the receipt of the material.  
The white copy is sent to the accounts payable department. 

 
B. RESPONSIBILITY FOR REPORTING LOSS OR DAMAGE 

 
It is the responsibility of the receiving person to notify the Warehouse Supervisor 
of any damages.  When the college staff finds damages, this should also be 
reported to the Warehouse Supervisor within three days of receipt of materials.  
The name of the vendor and the purchase order number must be given when 
making the report. 
 
The following documents shall be maintained:  
1) Copy of carrier’s freight bill or delivery document bearing notation of 

shortage or damage. 
2) Packing list containing the material, and quantity shipped. 

 
C. RESPONSIBILITY FOR FILING CLAIMS  

 
The Warehouse Supervisor or purchasing department is responsible for 
preparing, filing and negotiating all claims for loss or damage incurred in the 
shipment of material. 
 
Claims will be substantiated with the following documents as appropriate: 
1) All documents and correspondence received from the freight 

company/carrier. 
2) Copy of freight bills and invoices. 
3) Copy of carrier’s inspection report. 
4) Documentation of additional costs claimed. 

 
D. ADDITIONAL COSTS CLAIMED 

 
The following costs incurred as a result of loss or damage in the shipment of 
material will be included in the claim. 
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1) Cost of replacement of short or damaged material where replacements are 
obtained. 

2) Prorata freight cost in the weight of short merchandise or damaged material 
(including packing and packing material) 

3) Cost of labor and material in repackaging, repairing and reconditioning 
damaged material. 

 
E. DAMAGED SHIPMENTS 

 
Carriers recognize their liability for two types of damage-apparent and 
concealed.  Prompt examination of the shipment by the receiving person is 
essential to verify the apparent good order of each shipment. 
 
1) APPARENT DAMAGE 

 
Where there is evidence of damage, the package or packages should be 
opened immediately, permitting a joint examination of the contents by the 
carrier’s representative and the receiving person. 

 
The extent of the damage is to be noted on both the carrier’s and the 
consignee’s copy of the delivery documents and signed by the receiving 
person.  The receiving person shall report the damage to the Warehouse 
Supervisor. 
 
In the case of partial damage to a shipment, which does not render the 
material worthless, shipment should be accepted and a claim will be filed for 
the damage.  If the material is damaged to such an extent as to make it 
worthless, delivery should be reused and a claim will be filed for the full 
value of the shipment. 
 
A signature only, without any notation of damage, will normally be 
considered evidence that the complete shipment was received in apparent 
good order. 

 
2) CONCEALED DAMAGE 

Damage discovered after the delivery of the shipment shall be reported to the 
Warehouse Supervisor immediately.  The container and packing material 
with merchandise shall be held for inspection by the carrier and issuance of 
an inspection report. 

 
F. SHORTAGES 

 
There are several types of shortages, which could occur in the shipment of 
material to the district.  These include shortages in the number of pieces or 
packages received, loss of contents, and shortages in the contents of the 
packages. 
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1) SHORTAGES IN PIECES RECEIVED 

 
The number of pieces or packages received in a shipment is to be checked by 
the receiving person against the number indicated on the delivery document. 
 
In the event of any variance, a notation of that effect is to be placed on both 
the consignees’ copies of the delivery document and signed by the receiving 
person.  The carrier’s representative (truck driver) shall be required to note 
and initial the same documents. 
 
Subsequently, the packages are to be opened and checked against the packing 
slip or bill of lading to determine the missing material.  The receiving person 
shall report the shortage to the Warehouse Supervisor for resolution. 

 
A signature only, without any notation of shortage, will normally be 
considered evidence that the complete shipment was received in apparent 
good order. 

 
2) LOSS OF CONTENTS 

When a package indicates possible pilferage of loss of contents, notation of 
the effect is to be make on the delivery document in a similar manner to 
“shortage in pieces received” 

 
3) SHORTAGE OF THE CONTENTS OF PACKAGES 

Packages are to be opened as soon as possible after their delivery, and the 
contents checked against the packing slip or lading.  Any variance is to be 
reported at once to the Warehouse Supervisor.  

 
G. RETURN OF MATERIAL 

Return of material to the vendor requires prior arrangement with the Warehouse 
Supervisor, or assistant supervisor.  If material is defective, not as ordered or 
ordered in error, request to return material to vendor, and forward it to the district 
warehouse with the purchase order number and any information that will help 
make the correction possible. 
 

H. OVERSHIPMENTS 
When the vendor overships the quantity listed on the purchase order, the 
receiving person shall notify the Warehouse Supervisor, or the assistant 
supervisor.  The requester may be contacted to determine if the overshipment is 
to be returned or retained with a change issued to increase the quantity to that 
received.  If the overshipment is to be returned, the Warehouse Supervisor will 
make the arrangement.  
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PROCEDURES FOR SELECTION OF PROFESSIONAL SERVICE CONSULTANTS 
 
2.00 USE OF COMPETITIVE PROCEDURES TO RETAIN CONSULTANTS 

 
It is the general policy of the district to encourage the use of competitive procedures as 
set forth below, to select consultants.  Competitive procedures should be used, except 
when specifically waived, or exempt as set forth in Paragraph 2.03 below, whenever the 
estimated cost of a person's or a firm's professional estimated cost of a person's or a 
firm's professional services exceeds $78,500(or as adjusted annually by Price Deflation 
Index) during a 12-month period.   

 
2.01  ARCHITECTURAL, ENGINEERING AND LAND SURVEYING SERVICES 

 
A) Public Notice 

 
In the procurement of architectural, engineering or land surveying services, the 
district, which utilizes architectural, engineering or land surveying services, shall 
permit firms or land surveying services shall permit firms engaged in the lawful 
practice of their professions to annually file a statement of qualifications and 
performance data with the district.  Whenever a project requiring architectural, 
engineering or land surveying services is proposed for the district, the district 
shall, unless it has a satisfactory relationship for services with one or more firms: 
 
1) Mail a notice requesting a Statement of Interest in the specific project to all 

firms who have a current statement of qualifications and performance data on 
file with the district; or 

2) Place an advertisement in a secular English language daily newspaper of 
general circulation throughout the district, requesting a statement of interest 
in the specific project and further requesting statements of qualifications and 
performance data from those firms which do not have such a statement on 
file with the district.  Such advertisement shall state the day, hour and place 
the statement of interest and the statements of qualifications and performance 
data shall be due. 

 
B) Selection Procedure 

 
The district shall, unless it has a satisfactory relationship for services with one or 
more firms, evaluate the firms submitting letters of interest, taking into account 
qualifications, ability of professional personnel, past record and experience, 
performance data on file, willingness to meet time and budget requirements, 
location, workload of the firm and such other factors as the district may 
determine in writing are applicable.  The district may conduct discussions with 
and require public presentations by firms deemed to be the most qualified 
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regarding their qualifications, approach to the project and ability to furnish the 
required services. 
 
On the basis of evaluations, discussions and presentations, the district shall, 
unless it has a satisfactory relationship for services with one or more firms, select 
no less than 3 firms which it determines to be the most qualified to provide 
services for the project and rank them in order of qualifications to provide 
services regarding the specific project.  The district shall then contact the firm 
ranked most preferred and attempt to negotiate a contract at a fair and reasonable 
compensation, taking into account the estimated value, scope, complexity, and 
professional nature of the services to be rendered.  If fewer than 3 firms submit 
letters of interest and the district determines that one or both of those firms are so 
qualified, the district may proceed to negotiate a contract pursuant to Section 
2.03 C Contract Negotiation. 

 
C) Contract Negotiation 

 
The district shall prepare a written description of the scope of the proposed 
services to be used as a basis for negotiations and shall negotiate a contract with 
the highest qualified firm at compensation that the district determines in writing 
to be fair and reasonable.  In making this decision the district shall take into 
account the estimated value, scope, complexity and professional nature of the 
services to be rendered. 
 
If the district is unable to negotiate a satisfactory contract with the firm that is 
most preferred, negotiations with that firm which is most preferred, negotiations 
with that firm shall be terminated.  The district shall then begin negotiations with 
the firm that is next preferred.  If the political subdivision is unable to negotiate a 
satisfactory contract with that firm, negotiations with that firm shall be 
terminated.  The district shall then begin negotiations with the firm that is next 
preferred. 
 
If the district is unable to negotiate a satisfactory contract with any of the 
selected firms, the district shall re-evaluate the architectural, engineering or land-
surveying services requested, including the estimated value, scope, complexity 
and fee requirements.  The district shall then compile a second list of not less 
than three qualified firms and proceed in accordance with the provisions 
mentioned above. 

 
 
2.02 OTHER PROFESSIONAL SERVICES 
 

In procuring professional services, other than those listed in paragraph 2.01 (i.e., 
Architectural, Engineering and Land Surveying), the following procedure applies. 
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A request for proposals (RFP) or a request for qualifications (RFQ) is prepared by the 
user department and distributed to qualified persons or firms by the Department.  A 
request for proposals provides potential consultants with a detailed statement of the 
professional services required, a time schedule, instructions for submitting proposals, 
and the method and criteria for proposal evaluation, request for general information 
about the vendor, invoicing procedure, preparation of proposal, minority and women 
participation, procedure for contract award, summary section and a signature page.  The 
request for qualifications is used when the services are not limited to a single project, but 
are ongoing. 
 
 
The RFP/RFQ is distributed to all known providers of the services.  The user department 
shall request a vendor list from the District Office Purchasing Department.  The issuance 
of a RFP and/or RFQ need not be advertised. 
 
The use of competitive procedures does not obligate the district to choose the least-
expensive proposal, or to otherwise select a proposal on the basis of any single factor.  
The district shall retain full discretion to determine which consultant can best serve the 
needs and goals of the district.  Consultants submitting proposals waive any right to 
bring legal proceedings challenging the board's decision in these matters. 
 
A record of the selection process, including a copy of the request for proposals or 
request for qualifications, the distribution list, the names of consultants submitting 
proposals, a description of the evaluation process, and the reasons for the selection, must 
be retained by the District Purchasing. 
 
 

2.03 WAVIER OF COMPETITIVE PROCEDURES FOR PROFESSIONAL SERVICES  
 
The requirement for competitive selection for professional services may be waived, 
other than architectural, engineering, and/or land surveying, if any of the following 
occurs: 
A) The cost or delay associated with the procedure is not in the best interest of the 

district. 
B) It is unlikely that multiple proposals would be submitted in response to a request 

for proposals or a request for qualifications. 
C) A consultant's experience or skill in dealing with the matter under consideration 

makes it appropriate to engage the consultant without recourse to competitive 
procedures. 

D) The advantages to the district of selecting a particular consultant on a 
noncompetitive basis outweigh the likely benefits of selecting one by 
competitive procedures. 

 
In order to waive the requirement for competitive procedures for any of the reasons 
stated in this section, the department must complete a waiver form detailing why 
competitive procedures are inappropriate.  The president must approve waivers initiated 
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at a college if the estimated total cost is less than $15,000.  Waivers initiated at District 
Office must be approved by the appropriate vice chancellor if the estimated cost is less 
than $15,000 or by the chancellor if the estimated total cost exceeds $15,000. A Board 
Report must be prepared for all contracts of $78,500 (or as adjusted annually by Price 
Deflation Index) or more. 

 
PROCEDURES FOR COMPLETING PURCHASING FORMS 
 
All forms are available from the District Purchasing at District Office. 

 
3.00 QUOTATION REQUEST FORMS 
 

Quotation Requests Forms may be used to solicit bids from vendors.  Written quotations 
are required for purchases between $2,500.01 and up to $78,500 (or as adjusted annually 
by Price Deflation Index), however, a bid on the vendor's letterhead stationery is 
acceptable in lieu of a Quotation Request Form.  The form must include a complete 
description of the goods or services sought the price of each item, telephone number of 
vendor and the total amount for all specified items. 

 
3.01 BID RECAPITULATION FORM 
 

Bid recapitulations (Recap Sheet) are used to summarize bids received on purchases 
between $10,000.01 and up to $78,500 (or as adjusted annually by Price Deflation 
Index).  The solicitor of bids must sign the Recap Sheet and forward the bids and the 
Recap Sheet to the District Purchasing Office for the issuance of a Purchase Order. 
 
If one of the vendors from whom a bid was solicited is unable or unwilling to bid, that 
information must be noted on the form.  If the department receives fewer than three bids 
within ten working days of the solicitation, a department staffer may proceed with the 
purchasing process and determine if the prices submitted are reasonable.  If three prices 
are not obtained, an explanation must be provided on the bid-recapitulation sheet. The 
bid recapitulation form and copies of the written bids must be attached to the purchase 
order. 
 

3.02 BID OPENING FORM 
 

During the opening of formal bids on items that cost over $78,500 (or as adjusted 
annually by Price Deflation Index), the District Purchasing will record all bids received 
on this form.  The form will list the names of all vendors to whom specifications were 
sent.  The form will also include the vendor's bid, a notation that the vendor failed to 
respond, or that he or she submitted a response that indicated unwillingness or an 
inability to bid. 
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3.03 REQUEST FOR EMERGENCY PURCHASE FORM 
 

When the delay that results from formal or informal bidding could cause damage either 
to life or to property, the normal procedure for bidding may be waived.  To do this, an 
emergency-purchase form must be completed and signed by a college president, a vice 
chancellor, or the chancellor prior to authorization.  The form must be attached to the 
purchase order.  All documentation supporting the emergency request should be attached 
to the emergency purchasing form. 

 
3.04 VENDOR APPLICATION FORM 
 

This form is provided to all vendors who ask to be informed of PCCD's purchases in a 
particular category.  After the form is completed and returned to the District Purchasing, 
the vendor will be placed on PCCD's bidder's list in the categories he or she selected. 

 
3.05 PURCHASE ORDERS 
 

A purchase order is the official notification to the vendor of the district's intention to 
make a purchase. A purchase order may not be issued until all the required selection 
procedures are completed.  Any informal bid recapitulation sheet must be attached to all 
requisitions between $10,000.01 and up to $78,500 (or as adjusted annually by Price 
Deflation Index). A copy of the board's authorization must be attached to all purchase 
orders of $78,500 (or as adjusted annually by Price Deflation Index) or more.  The 
purchase order must include a description of the goods or services to be purchased. Any 
addendum to a purchase order must include all payments made to date on that purchase 
order.  Once all necessary purchases are listed on a purchase order, the finance office 
should be notified so that the order can be closed out. 

 
3.06 CHANGE ORDER FORM/ADDENDUMS 
 

Change Orders or Addendum's are used to indicate any changes that may occur after the 
issuance and approval of the original purchase order.  They should include the original 
purchase order number, vendor's name and address, originating department, for service 
or delivery to address, a complete explanation of the circumstances which necessitates 
the change, the dollar amount of the original purchase order, the dollar amount of the 
new change and any previous addendum and proper budget coding. The Change Order 
or Addendum follows the same approval and encumbrances process as the original 
purchase order. 

 
 
3.07 WAIVER OF COMPETITIVE PROCEDURES FOR PROFESSIONAL SERVICE 

CONSULTANTS FORM 

A department completes this waiver form when the competitive procedures for selecting 
a consultant are inappropriate.  The reason for the waiver must be described on the form.  
Copies of all competed waivers must be sent to the District Purchasing and retained by 
the department. 
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Peralta Community College District 
 

 
 QUOTATION REQUEST FORM 

 
(This is not an Order) 

Peralta Community College District 
333 E. 8th Street 

Oakland, CA. 94606 
Fax: 510-___-____ 

 
 
SHIP TO  DATE ISSUED 
ADDRESS  QUOTATION # 

  DEPARTMENT 
  REQUESTOR 
   

VENDOR   
ADDRESS   

   
Return this quotation to requestor NOTE:  
no later 
than: 

 PLEASE FILL OUT BOTTOM PORTION OF THIS FORM 

  This information is required to issue award a purchase 
  order  

 
Item Quantity Unit Class-Item / Description Unit Price Extended Price

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

      Company Quoting: ____________________ 
      Official Signature:   ____________________ 
      Type/Print       _____________________
      Phone Number       ____________________ 
      Date:                    ____________________
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Peralta Community College District 
 
 

 
Quotation Request Form 

 
 
Date:__________________ 
 
We are requesting your firm to provide pricing quotations on the following: 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
 
The undersigned hereby proposes to do the above-mentioned work in accordance with attached 
specification for the following price 
 
 
$_________________________________ 
 
 
 
PLEASE FAX OR EMAIL TO ______________________________________,  NO LATER THAN  

_____________, 20_____, AT 510-__________________. 
 
 
 
Please provide your installation schedule. 
 
Company Name: ________________________________________________ 
 
Address: _______________________________________________________ 
 
Telephone Number: ______________________________________________ 
 
Signature of Authorized Agent: ______________________________________ 
 
Print Name: _____________________________________________________ 
 
Title: ___________________________________________________________ 
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Peralta Community College District 
 

Bid Recapitulation Form 
 

 
Requisition order #__________________College________________________ 
 
Date: __________________ Vendor Selected ____________________ 
 
Vendor Fax Number that Purchase Order should be fax to: _____________________ 
 
Purchases from $10,000.01 to $78,500 require at least three written quotations and must be 
summarized on this form.  List all bids obtained from all vendors including the vendor selected and any 
vendors who declined to bid.   Attach all written bids to this form. 
 

Bidder   Amount 
 

1. ____________________________   ____________ 

2. ____________________________   ____________ 
 
3. ____________________________   ____________ 
 
Comments:__________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________ 

Does the successful vendor meet the Districts definition of a SLBE or SELBE?  If so please check the 
below and forward a copy of the SLBE/SELBE Self Certification Affidavit to the Vendor.  Bids from firms 
that meet the District’s definition of SLBE or SELBE bid can be 5% higher than the lowest responsible 
bidder and still be awarded a contract. 
 
Is the vendor a:   SLBE _________ SELBE ___________ None __________. 
 

You must attach a sole source letter from any vendor to the requisition for the purchases for goods or 
services available from only one (1) vendor. 

All purchases over $78,500, and construction projects over $15,000 require formal bidding. 
 
__________________________________________________ 
Signature of person receiving bids  Date 
 
___________________________________________________ 
Campus Business Manager  Date 
 
____________________________________________________ 
Purchasing Officer  Date
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Peralta Community College District 

 
Request for Emergency Purchase 

 
 
This form is to be used only when the delay that results from formal or informal bidding could 
cause damage either to life or to property. 
 
Requisition order #________________ College ____________________ 
 
Vendor Selected __________________ Amount ____________________ 
 
Contact _________________________ Phone _____________________ 
 
Initiated by ______________________ Department _________________ 
 
Provide a detailed description to support your request to waive the normal procedure 
for bidding.  Attach supporting documentation to this emergency request including 
quote from vendor identifying service/commodity and price. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Authorized by President _______________________ at __________________College  

on Date:__________________ 
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Peralta Community College District  
Purchasing Department  
333 E. 8th Street  
Oakland, CA 94606    Phone (510) 466-7225    Fax (510) 587-7873  

RETURN COMPLETED VENDOR APPLICATION FOR PROCESSING TO: PURCHASING DEPARTMENT 

VENDOR APPLICATION 
 New Application  Change Application  Date:  

1. MAIN ADDRESS  (Legal Name and Address of Entity) 
 
 
  
 
  
 
  
 
  

Phone:   

Fax:   

Email:    

Website:    

2. REMIT to ADDRESS  (Mailing Address for Payments 
COMPLETE ONLY IF DIFFERENT FROM MAIN ADDRESS) 
 
  
 
  
 
  
 
  
 
Phone:   
Fax:   

Email:    

Website:    
 

3. CONTACT INFORMATION (All Purchase Orders Will Be Faxed and or Mailed to the Sale (Primary) Contact.) 
Contacts  Name/Title Email Telephone Fax 
Sales (Primary):     

Sales (Secondary):     

President/VP:     

Other Contact:     

4. TYPE of FIRM (Check One)  
 Goods Only (Taxable)   Services Only (Non-Taxable)  Good and Services 

5. TYPE of ORGANIZATION (Check One) 
 Sole Proprietorship  Partnership  Corporation  Limited Liability Corporation  Non Profit or Chur

6. TAX INFORMATION  (Check One and Provide Number) 
 Federal Tax ID ________-_____________________  Social Security Number  _________-_________-__________

7. TYPE of CONTRACTOR (Please specify the type that best depicts your company.  ONLY Check One TYPE.) 

 A &E  Advertising  Asphalt/Concre  Automobile  Construction 
 Consultant  Electrical  Electronics  Employee/Student  General Contractor 
 Goods  Hardware  Instrumentatio  Mechanical   Painter 
 Plumber  Printer/Copyi  Roofer  Scientific  Security 
 Service  Software  Surgical/Medic  Telecom  Temp Staffing 
 Other __________________ 

8. BUSINESS LICENSE NUMBERS  (Provide your Business License Number and any Contractors License Numbers) 
 Business License Number_______________________ Expiration Date________________________ 

 California Contractor Number____________________ Expiration Date_________________________ 

 Other ________________________________________ Expiration Date_________________________ 
 
9. CERTIFICATIONS (Does your business qualify under PCCD’s Small Local Business Enterprise Program.  See attached program guidelines.) 

 Yes I am a SLBE (Small Local Business Enterprise)  Yes, I am SELBE (Small Local Emerging Business Enterprise)  None 

10. NIGP CODES (Please review the attached Commodity Class ID listings and write in below the Code(s) that best suit your company.) 
 

Codes:__________  __________  ___________  ___________  __________  __________  __________  __________  __________  __________ 

I HEREBY CERTIFY THAT INFORMATION SUPPLIED HEREIN IS CORRECT, 

______________________________________ _______________________________________ ______________________________________
Name Title Date 

Revised 1/09/08
Revised 1/09/08 
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Peralta Community College District 

 

Request for Change Order 
 
 

Purchase Order No. ______________ Change Order No._______________ 
 
Requisition No. ____________________ Date of request__________________ 
 
Vendor _________________________ Vendor # _______________________ 
 
C. O. requested by________________ Department ____________________ 
 
Original dollar amount of purchase order______________________________ 
 
Dollar amount of change ___________________________________________ 
 
Accounting: 

 
Loc 

 
Fund Cost 

Center 
 

Program Acct. 
Suffix 

 
Project 

 
Acct. Line 

Category 
Object 
Code 

        

 
 
Provide a complete explanation of the circumstances that necessitates this change.  Identify 
what is being changed, i.e., item no., price, quantity, description, etc.  Attach any required 
supporting documentation including quote from vendor identifying the changes.  Please indicate 
which line item of the original requisition needs to be changed. 
 

Line # Item # Description Quantity Unit Price 
     

     

     

 
 
 
 
 
 
 
 
 
Authorized by: 
Business Manager __________________ at __________________College Date __________ 
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Peralta Community College District 

 
Waiver of Competitive Procedure Form 

 
It is the general policy of the District to encourage the use of competitive procedures as set forth in 
section 2.00 of the district purchasing procedures to select consultants. Section 2.03 of District 
procedures lists the reasons for waiving the competitive selection requirements for professional services. 
To retain a consultant without competitive procedures, this waiver form must be completed. The College 
president, the appropriate Vice Chancellor, or the Chancellor must approve it. 
 
 
 
Type of consultant/services required: 
 
 
 
 
 
Brief description of the need for a professional service consultant: 
 
 
 
 
 
 
 
Reason that competitive procedures are not appropriate for this project. 
 
 
 
 
 
 
 
Basis for selecting the recommended individual or firm: 
 
 
 
 
 
 
 
________________________________   ___________________________________  
Person initiating request/Date    Approved by/Date   
  
 
       ___________________________________ 
       President/Vice Chancellor/Date   
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PERALTA CCD Document #: SOP02 
PURCHASING DEPARTMENT Revised Date: 7/23/09 
STANDARD OPERATING PROCEDURE Supersedes Revised Date: N/A 
 

Page 1 of 2 

Ordering Supplies from the Warehouse 
 

1. PURPOSE 
To provide procedures for ordering supplies from the District Warehouse. 
 

2. SCOPE 
This procedure applies to all personnel who need to order supplies from the District Warehouse, and 
to the people who approve and process those orders i.e., the District Managers, College’s Business 
Managers, Finance Staff, and to the District Warehouse Staff. 
 

3. OVERVIEW 
The District Warehouse maintains a limited inventory of items that the Colleges and the District are 
able to order from the Warehouse.  The Warehouse purchases in bulk in order to achieve the lowest 
possible price, and maintains this inventory for use by the Colleges and the District.  This inventory 
primarily relates to items used at all four Colleges and the District, and consists of paper products, 
letter head, common forms (used by all sites), cleaning supplies, and some chemicals.  This inventory 
does not include any unique items that the Colleges use.  Those unique items must be purchased 
separately by the College and the District, via the District Purchase Order (PO) system.  For 
purchasing Goods via a PO, see SOP09, Requesting a Purchase Order for Goods. 
 

4. REFERENCES 
SOP09 — Requesting a Purchase Order for Goods 
 

5. DEFINITIONS AND ABBREVIATIONS 
• Budget Account Code – The 23 digit budget code used to purchase Goods and Services. 
• Bulk Order Form – A form used to order Bulk inventory items from the Warehouse. 
• Financial Services Report – A report sent by the Warehouse Supervisor to the Finance Staff to 

charge the budget account code for the items ordered. 
• PO – Purchase Order 
• Sell-Down Order Form – A form used to order Sell-Down inventory items from the Warehouse.  

Sell-Down items are limited to the amount of inventory the Warehouse has in stock, and once 
their supplies have been depleted, the Warehouse will no longer maintain an inventory of these 
items. 

 
6. HOW TO ORDER SUPPLIES FROM THE WAREHOUSE 

The District has two types of order forms, the Bulk Order Form and the Sell-Down Order Form: 
• Bulk Order Form lists inventory items that the District will actively maintain, and will 

continue to replenish once their supplies are depleted. 
•  Sell-Down Order Form lists inventory items that the District currently has in stock, but 

will not replenish once the items have been distributed. (The District is tying to "sell down" 
these items, and once they are depleted you will have to purchase these items via the 
Purchase Order system.) 

6.1 To order items from the Warehouse, locate the desired items on one of the two order forms. 
(The Warehouse Order Forms are available on the District’s Purchasing website.  Specific 
instructions on how to fill in the order forms are also listed in the first tab of the order form.) 
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PERALTA CCD Document #: SOP02 
PURCHASING DEPARTMENT Revised Date: 7/23/09 
STANDARD OPERATING PROCEDURE Supersedes Revised Date: N/A 
 

Page 2 of 2 

6.2 Fill in the quantity for the desired items you want, and provide the appropriate Budget 
Account Code for your purchase.  If you would like to know the specific price for the items 
you are ordering, please call the District Warehouse Staff at 466-7214, and they will provide 
you with the latest price for the items you are ordering.  If you are not concerned with the 
latest price, just fill in the desired quantity and once the Warehouse Staff receives the 
approved form, they will provide the latest price (on the form) when they deliver the items. 

6.3 Obtain approval for your purchase from your budget responsible manager.  (For the Colleges, 
that would be the Business Manager.) 

6.4 Forward the approved form to the District Warehouse.  You may fax the form to the District 
Warehouse at 587-7866. 

6.5 The District Warehouse Staff will pull your order, note the prices for the items on the form, 
note any shortages in the “Comments” field, and will deliver the items on the next out bound 
truck to your college.  For the Colleges, all deliveries will be made to the College’s 
Storekeeper. 

6.6 Upon delivery of the items, the Warehouse Staff will ask the Storekeeper (or for the District, 
the District personnel) to sign for receipt of delivery, and will leave a copy of the Order Form 
with the Storekeeper and or District Personnel.  The Storekeeper or District Personnel should 
forward that copy to the Business Manager (or budget responsible District Manager), so that 
the Manager is made aware of the items being delivered, and has an accurate account for the 
price for the items ordered. 

6.7 Once a week, the Warehouse Supervisor will inform the Finance Department of the total cost 
of your order, so that the Budget Account Code that was listed on the form is debited for the 
cost of the items. 

 
7. WAREHOUSE’S ROLE 

The Warehouse Staff is responsible for: 

• Receiving the Order Forms and filling the orders. 
• Listing the latest prices for the bulk items ordered on the Bulk Order Form.  (For the Sell-Down 

items, the price is already listed on the form but the Warehouse Staff will review the on hand 
inventory to make sure the Warehouse still has available stock to deliver.) 

• Noting any shortages of inventory in the Comments field of the form. 
• Delivering the items to the College’s Storekeeper, or to the District Office. 
• Informing the Finance Staff of the total cost of the order – (On a weekly basis the Warehouse 

Supervisor will inform the Finance Staff of total cost of the order, via a Financial Services 
Report.) 

 
8. FINANCE’S ROLE 

Upon receipt of the Financial Services Report from the District Warehouse Supervisor, the Finance 
Staff is to expense the budget account code listed in the Financial Services Report for the total cost of 
the items that were ordered via the Bulk Order Form and or the Sell-Down Order Form. 
 

9. ATTACHMENTS 
• Instructions for the Warehouse Order Form 
• Bulk Order Form 
• Sell-Down Order Form 
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How to Use the Bulk Order Form and the Sell-Down Order Form:

The District has two types of order forms. The Bulk Order Form lists inventory items that the District will actively 
maintain, and will replenish once its supplies are depleted, and the Sell-Down Order Form lists inventory items 
that the District currently has in stock, but will not replenish once the items have been distributed. The District is 
tying to "sell down" these items, and once they are depleted you will have to purchase these items via the 
Purchase Order system.                

Each form has its own Tab in this spreadsheet.  Below are the instructions for using these forms: 

1)  Locate the item(s) you wish to order and fill in the desired quantity in the “QTY” column.

2)  Provide the appropriate Budget Account Code to be charged for the items in the “Budget Account Codes” 
columns.  Note:  If you require pricing for your order (prior to placing the order), please call the District Warehouse 
at 466-7214, to obtain the pricing. Pricing for the Sell-Down items is listed on the form.

3)  Obtain the appropriate Business Manager or District Manager’s signature on the bottom of the form, and fax 
the order to the District Warehouse at 587-7866.

4)  The District Warehouse will fill in the average price for the item(s) in the “Average Price” column, calculate the 
total price in the “Total” column, note any shortages in the “Comments” column, and deliver the items.

5)  Upon delivery of items, the Warehouse Worker will require a signature for proof of delivery in the “Delivery 
Receipt” field.

6)  A copy of the Order Form will be provided at the time of delivery.  This form should be forwarded to the 
Business Manager or District Manager who approved the purchase.

7)  Weekly, the Warehouse will inform the Finance Department of the total cost of your order so that your budget 
will be charged for the items. If have questions regarding when your budget will be charged, please contact the 
Finance Department. 

If you have any questions, please call the Warehouse at 466-7214, or the Warehouse Supervisor, Mr. Shawnee 
Martinez at 466-7334.

Thank you,
John Banisadr
Purchasing Compliance Manager
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ORDER FORM FOR BULK ITEMS  - PCCD WAREHOUSE  (Fax the Approved Form to the District Warehouse at 587-7866)
Requestor: Date:

Location: ____District ____Laney ____COA ____Merritt ____BCC PH #: 
Page 1

Campus 

QTY ITEM # DESCRIPTION UoM Loc Fund Cost Ctr Obj Prgm
Activity/
 Suffix Project Acct Line Average Price Total Comments 

100211 PAINT, AEROSOL, WHITE, FOR ATHLETIC FIELD LINES CASE -              
100526 BLEACH, CLOROX GAL -              
101115 CHALK, ATHLETIC FIELD MARKING SACK -              
101246 CLEANER, MIRROR/WINDOW, CONCENTRATED GAL. -              
101248 CLEANER, MUSCLE, TWISTER GAL. -              
101250 CLEANER, QUART, DISINFECTANT, ALL STAR MINT GAL. -              
101660 DEGREASER, HIGH FOAMING, AIRKIM361301107 CASE -              
103870 LINER, PAPER BAG, SANITARY NAPKIN, 1000/CS CASE -              
103880 LINER, RECPT, POLY, 12"X8"X22", 1000/CS CASE -              
103882 LINER, RECPT, POLY, 37"X46", 44 GAL CASE -              
103884 LINERS, HEAVY DUTY, 40' X 48", BLACK CASE -              
104340 PAD, SUPER POLISH, WHITE, 20', 3M CASE -              
104442 PAD, FLOOR, STRIPPING, BLACK, 20" EA -              
104582 KCI41041 WYPALL X80 BLUE TOWELS CASE -              
104700 PAPER, TOILET, ROLL, 2-PLY, 750 PR, 48 PC CASE -              
104702 PAPER, TOILET TISSUE, JR. JUMBO ROLL CASE -              
105308 RAGS, WIPING, WHITE #1 (ASSORTED) BALE -              
105800 SEAT COVERS, TOILET, 250 PKG, 2500 PC, SAFE CASE -              
106434 FOAM SOAP, GOJO, 2000ML, 5262-02 CASE -              
106436 DISPENSER, GOJO FMX-20, 5250-06 EACH -              
106530 SHAMPOO, CARPET, BONNET CLEANER, STAR FOAM GAL. -              
107140 FLOOR STRIPPER, HEAVY DUTY, (ALL FLOORS) PAIL -              
107146 LIQUI-ZYME, ODOR ELIMINATOR, UN455 GAL. -              
107148 LIQUID SUNSHINE, CLEANER-DEGREASER GAL. -              
108000 TOWELS, TERRY, CONDEMNED, WHITE, 50 LB.BX. LB -              
108002 TOWELS, PAPER, MULTI-FOLD, WHITE, GEP24590 CASE -              
108004 TOWELS, PAPER, SINGLE FOLD, KC CASE -              
108009 TOWEL, PAPER, ROLL-TYPE, SCOTT, 800'/ROLL CASE -              
108200 WAX, FLOOR GAL. -              
112529 ENVELOPE, LETTERHEAD, #10, BCC BOX -              
112530 ENVELOPE, LETTERHEAD, #10, ALAMEDA BOX -              
112532 ENVELOPE, LETTERHEAD, #10, DISTRICT OFFICE BOX -              
112534 ENVELOPE, LETTERHEAD, #10, LANEY COLLEGE BOX -              
112535 ENVELOPE, LETTERHEAD, #10, MERRITT BOX -              
112536 ENVELOPE, LETTERHEAD, #10 OUTLOOK, ALAMEDA BOX -              
112537 ENVELOPE, LETTERHEAD, #10 OUTLOOK, DIST OFF BOX -              
112544 ENVELOPE, LETTERHEAD, #10 OUTLOOK, LANEY BOX -              
112545 ENVELOPE, LETTERHEAD, #10 OUTLOOK, MERRITT BOX -              
112549 ENVELOPE, LETTERHEAD, #10 OUTLOOK, BCC BOX -              
112554 ENVELOPE, PLAIN, WHITE, #10 BOX -            

Approved By Business/ TOTAL: -            
District Manager: 

Date: 

Warehouse Use OnlyBUDGET ACCOUNT CODES 

DELIVERY RECEIPT 
Received By: 

Date: 

Revised 7/21/09
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ORDER FORM FOR BULK ITEMS  - PCCD WAREHOUSE  (Fax the Approved Form to the District Warehouse at 587-7866)
Requestor: Date:

Location: ____District ____Laney ____COA ____Merritt ____BCC PH #: 
Page 2

Campus 

QTY ITEM # DESCRIPTION UoM Loc Fund Cost Ctr Obj Prgm
Activity/
 Suffix Project Acct Line Average Price Total Comments 

112956 FORM-STATEMENT OF TRAVEL EXPENSE, 8044 PKG. -              
112957 FORM, TRAVEL REQUEST, 4-PART NCR PKG. -              
113119 FORM-APPLICATION FOR USE OF FACILITIES PKG -              
114500 PAPER, DUPLICATOR, 8-1/2 X 11, BLUE REAM -              
114502 PAPER, DUPLICATOR, 8-1/2 X 11, BUFF REAM -              
114504 PAPER, DUPLICATOR, 8-1/2 X 11, CANARY REAM -              
114506 PAPER, DUPLICATOR, 8-1/2 X 11, GOLDENROD REAM -              
114508 PAPER, DUPLICATOR, 8-1/2 X 11, GREEN REAM -              
114510 PAPER, DUPLICATOR, 8-1/2 X 11, PINK REAM -              
114512 PAPER, DUPLICATOR, 8-1/2 X 11, SALMON REAM -              
114514 PAPER, DUPLICATOR, 8-1/2 X 11, WHITE REAM -              
114610 PAPER, LETTERHEAD, 1ST COPY, COA PKG -              
114612 PAPER, LETTERHEAD, 1ST COPY, DIST OFFICE PKG -              
114614 PAPER, LETTERHEAD, 1ST COPY, LANEY PKG -              
114615 PAPER, LETTERHEAD, 1ST COPY, MERRITT PKG -              
114616 PAPER, LETTERHEAD, 1ST COPY, BCC PKG -              
114672 PAPER, BOND, 8-1/2"X14", SUB 20, WHITE REAM -              
129017 LAMP, FLUORESCENT, F34CW/RS/WM30PK EA -              
129032 LAMP, FLUORESCENT,F32T8XLSP41WMECO,4FT EA -              
129034 LAMP, FLUORESCENT,T8,FO17/741,4100K,2 FT EA -              
101400 TENACITY 5012-1500 GENERAL PURPOSE CLEANER CASE -              
101410 TERMINATOR 5099-1500 ONE STEP DISINFECTANT CASE -              
101420 STAR SPRAY 5406-1500 GLASS CLEANER CASE -              
101430 MARAUDER 5265-1500 GROUT CLEANER CASE -              
101440 TRUE 7 5013-1500ph NEUTRAL CLEANER CASE -              
139012 FORM-INDEPENDENT CONTRACTOR/CONSULTANT PKG -              
139400 PAPER, CONT FORM, 9-1/2 X 11, 1 PLY, 2700/C CTN -            

Approved By Business/ TOTAL: -            
District Manager: 

Date: 

DELIVERY RECEIPT 

Date: 

Received By: 

BUDGET ACCOUNT CODES Warehouse Use Only

Revised 7/21/09
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ORDER FORM FOR SELL-DOWN ITEMS  - (Fax the Approved Form to the District Warehouse at 587-7866)
Requestor: Date:

Location: ____District ____Laney ____COA ____Merritt ____BCC PH #: 
Page 1

Campus 

QTY ITEM # DESCRIPTION UoM Loc Fund Cost Ctr Obj Prgm
Activity/
 Suffix Project Acct Line Average Price Total Comments 

103231 GRAFITTI REMOVER, SPRAYABLE GEL AERSOL CAN 12.92$        -              
103577 HOSE, WATER, 3/4" ID, COUPLED, 50', PLASTIC LENG 10.01$        -              
103582 HOSE, WATER, 3/4" ID, COUPLED, 50', RUBBER LENG 17.52$        -              
104199 NOZZLE, HOSE, BRASS, SPRAY EA 7.09$          -              
104419 OIL, MOTOR, SAE 10-40 WEIGHT QT 1.95$          -              
104420 OIL, MOTOR, SAE 30 QT 1.86$          -              
104445 PAD, FLOOR, SCRUBBING, GREEN, 20" EA 3.62$          -              
105050 REMOVER, GUM, AEROSOL, 7 OZ. CAN CAN 6.25$          -              
105338 RECEPTACLE, SANITARY NAPKIN, MIPRO 2811 EA 16.33$        -              
105614 SAWDUST, PINE, COARSE SACK 2.93$          -              
107619 TEE-HANDLES, WATER FAUCET EA 2.99$          -              
112004 ENVELOPE, CLASP, MANILA, #63, 6-1/2X9-1/2 BOX 7.22$          -              
112430 ENVELOPE, LETTERHEAD, #6-3/4, ALAMEDA BOX 11.47$        -              
112434 ENVELOPE, LETTERHEAD, #6-3/4, DISTRICT OFF BOX 3.85$          -              
112436 ENVELOPE, LETTERHEAD, #6-3/4, LANEY BOX 7.36$          -              
112438 ENVELOPE, LETTERHEAD, #6-3/4, MERRITT BOX 11.44$        -              
112560 ENVELOPE, PLAIN, MANILA, #10 BOX 14.82$        -              
112914 FOLDERS, FILE, HANGING, PENDERFLEX, LTR. BOX 13.65$        -              
112915 FOLDER, FILE, HANGING, LEGAL,ASSORTED BOX 9.54$          -              
112916 FOLDERS,FILE,HANGING,PENDAFLEX,ASSORTED,LEG BOX 14.97$        -              
112918 FOLDERS, HANGING, LEGAL SIZE, SMEAD BOX 8.99$          -              
112919 FOLDERS, FILE, HANGING, 1/5, LETTER SIZE BOX 6.79$          -              
112952 FORM-REQUEST PETTY CASH REIMBURSEMENT PKG 20.86$        -              
112954 FORM-REQUISITION/PURCHASE ORDER PKG 11.23$        -              
112955 FORM-REQUISITION, PETTY CASH, 3-PT,100/PKG. PKG 41.38$        -              
113026 FORM-CLASSIFIED EMPLOYMENT APPLICATION PKG 8.15$          -              
113113 FORM-APPLIC/PURCHASE/TAX-DEFER ANNUITY CON PKG 7.87$          -              
113114 FORM-REQUEST/CANCEL TAX-DEFER ANNUITY CNTRC PKG 28.09$        -              
114453 PAD, SCRATCH, WHITE, 4"X6" DOZ 3.90$          -              
114456 PAD, POST IT NOTE, 3"X3", YELLOW EA 0.26$          -              
114476 PAPER, ADDING MACH, WHITE, 3"X 215' ROLL 0.39$          -              
114520 PAPER, DUPLICATOR, 8-1/2 X 14, BLUE REAM 5.34$          -              
114522 PAPER, DUPLICATOR, 8-1/2 X 14, BUFF REAM 6.06$          -              
114524 PAPER, DUPLICATOR, 8-1/2 X 14, CANARY REAM 5.05$          -              
114526 PAPER, DUPLICATOR, 8-1/2 X 14, GOLDENROD REAM 4.50$          -              
114528 PAPER, DUPLICATOR, 8-1/2 X 14, GREEN REAM 4.32$          -              
114530 PAPER, DUPLICATOR, 8-1/2 X 14, PINK REAM 3.64$          -              
114532 PAPER, DUPLICATOR, 8-1/2 X 14, SALMON REAM 34.34$        -              
114682 PAPER, WRAPPING, 24 IN. X 300 YDS., KRAFT ROLL 49.26$        -              
114686 PAPER, WRAPPING, 36 IN X 300 YDS, KRAFT ROLL 29.83$        -              
129012 LAMPS, FLUORESCENT,F20T12/CW EA 1.10$          -              
129014 LAMP, FLUORESCENT, F30T12/CW/RS EA 1.51$         -            

Approved By Business/ TOTAL: -            
District Manager: 

Date: 

Warehouse Use OnlyBUDGET ACCOUNT CODES 

DELIVERY RECEIPT 
Received By: 

Date: 
Revised 7/21/09
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ORDER FORM FOR SELL-DOWN ITEMS  - (Fax the Approved Form to the District Warehouse at 587-7866)
Requestor: Date:

Location: ____District ____Laney ____COA ____Merritt ____BCC PH #: 
Page 2

Campus 

QTY ITEM # DESCRIPTION UoM Loc Fund Cost Ctr Obj Prgm
Activity/
 Suffix Project Acct Line Average Price Total Comments 

129015 LAMP, FLUORESCENT, FB 40CW/3/SS EA 5.40$          -              
129016 LAMP, FLUORESCENT, F40CW EA 0.44$          -              
129018 LAMP, FLUORESCENT, F40W EA 0.51$          -              
129022 LAMP, FLUORESCENT, F96T12/CW/HO DBL CONTACT EA 2.45$          -              
129028 LAMP, FLUORESCENT, F48T12/CW EA 2.16$          -              
129030 LAMP, FLUORESCENT, SUPERSAVER, F96T12/CW EA 2.35$          -              
129035 LAMP, FLOURESCENT, U-TUBE, FB031/741 EA 9.47$          -              
129036 LAMP, FLOURESCENT, U-TUBE, FB032/741 EA 5.97$          -              
129037 LAMP, FLOURESCENT,ECON-0-WATT,FB40CW/6/,U EA 3.15$          -              
129050 LAMP, INCANDESCENT, MED, 25A I.F. EA 0.68$          -              
129052 LAMP, INCANDESCENT, MED, 25T10/I.F. EA 1.55$          -              
129054 LAMP, INCANDESCENT, MED, 60A I.F. EA 0.39$          -              
129056 LAMP, INCANDESCENT, MED, 60W EA 1.22$          -              
129057 LAMP, INCANDESCENT, MED, 75W EA 1.60$          -              
129058 LAMP, INCANDESCENT, MED, 75R30/FL EA 1.38$          -              
129060 LAMP, INCANDESCENT, MED, 100A I.F. EA 0.49$          -              
129066 LAMP, INCANDESCENT, MED, 150A I.F. EA 0.23$          -              
129074 LAMP, INCANDESCENT, MED, 200A/CL, CLEAR EA 0.79$          -              
149116 HAMMER, CLAW, STEEL HANDLE, 13 OZ EA 7.99$          -              
149120 HAMMER, CLAW, STEEL HANDLE, 16 OZ EA 13.27$        -              
149122 KNIFE, PUTTY, 1-1/2" EA 2.27$          -              
149124 PLIERS, COMBINATION, 6 IN PR 7.85$          -              
149126 PLIERS, LINEMANS, 7 IN PR 12.50$        -              
149128 PLIERS, MULTIPLE SLIP JOINT, 10 IN PR 6.85$          -              
149130 SAW, HAND, CROSSCUT, 10 PT, 26 IN EA 10.57$        -              
149134 SAW, HAND, RIP, 5 1/2 PT, 26 IN EA 17.11$        -              
149136 SCREWDRIVER, PHILLIPS, NO 2, 4 IN EA 4.49$          -              
149138 SCREWDRIVER, PHILLIPS, NO 3, 6 IN EA 2.19$          -              
149140 SCREWDRIVER, PHILLIPS NO 4, 8 IN EA 5.66$          -              
149144 SCREWDRIVER, STRAIGHT TIP, 4 IN EA 2.90$          -              
149146 SCREWDRIVER, STRAIGHT TIP, 6 IN EA 4.25$          -              
149148 SCREWDRIVER, STRAIGHT TIP, 8 IN EA 5.24$          -              
149152 WRENCH, ADJUSTABLE, 6 IN EA 11.21$        -              
149156 WRENCH, ADJUSTABLE, 10 IN EA 14.25$        -              
149158 WRENCH, ADJUSTABLE, 12 IN EA 21.39$        -              
149162 WRENCH, ADJUSTABLE, PIPE, 10 IN EA 7.25$          -              
149166 WRENCH, ADJUSTABLE, PIPE, 14 IN EA 12.66$        -              
150300 CORD, EXTENSION, 6 FT, 3-WIRE GROUND EA 6.56$          -              
150310 CORD, EXTENSION, 8 FT, 3-WIRE GROUND EA 7.00$          -              
150315 CORD, EXTENSION, 25 FT, 3-WIRE GOUND EA 8.00$          -              
150320 CORD, EXTENSION, 50 FT, 3-WIRE GROUND EA 15.00$        -              
150325 ADAPTER, "U" GROUND, 3 WIRE EA 1.17$         -            

Approved By Business/ TOTAL: -            
District Manager: 

Date: 

BUDGET ACCOUNT CODES Warehouse Use Only

DELIVERY RECEIPT 
Received By: 

Date: 
Revised 7/21/09
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Just-In-Time Office Supply Program 
 

1. PURPOSE 
To provide an overview of the Just-In-Time office supply program for the Colleges and the 
District Administrative Center (DAC). 
 

2. SCOPE 
This procedure only applies to a limited number of personnel at the Colleges, and DAC (who 
have been trained in using Staples’ e-way website); and to the staff at the Purchasing and 
Accounts Payable Departments.  The District Purchasing Department has done a formal Request 
for Proposal for Office Supplies and has selected Staples as the vendor to supply its office 
supplies.  The Just-In-Time program is only for the purchase of last minute (unplanned) 
purchases of office supplies.  The majority of office supplies purchased by the District should be 
purchased under the District’s normal purchasing procedures of issuing a requisition and having 
Purchasing issue a Purchase Order (PO) to the vendor.  (See the Peralta Community College 
District—Purchasing Procedures for the normal PO process.)  For last minute (unplanned) 
purchases, the District has developed this Just-In-Time program.  This program is only for 
ordering supplies; absolutely no equipment or fixed assets can be purchased under this program.  
 

3. OVERVIEW 
A select number of personnel (Requestors) will be authorized to place orders directly on Staples 
e-way website.  Prior to placing any order, the Requestor will work with Purchasing to setup an 
“Open Account” PO for each of the affected departments.  Only after the Open Account POs has 
been established, and the Requestor has been trained on Staple e-way website, can the Requestor 
begin ordering supplies from Staples.  Orders placed by 3:00 PM on a given business day will be 
delivered the following business day to the desktop of the Requestor.  The Requestor will sign for 
receipt of the supplies, and once a month, Staples will invoice Accounts Payable for the items 
purchased, and will attach to the back of the invoice all the signed proof of deliveries.  Accounts 
Payable will process the payment without any additional receiving transaction by the District 
Warehouse Staff or Storekeeper at the college.  The only receiving transaction for these purchases 
will be the signed proof of delivery form signed by the Requestor. 
 

4. REFERENCES 
4.1 Peralta Community College District—Purchasing Procedures 
4.2 Staples Advantage—e-way website: www.eway.com  
 

5. DEFINITIONS AND ABBREVIATIONS 
• A/P - Accounts Payable 
• Equipment and Fixed Assets - Equipment and fixed assets are any tangible, freestanding 

property (for example: furniture, laptops, computer monitors, printers) valued at greater than 
or equal to $500.00 (this includes tax and shipping). 

• JIT - Just-In-Time 
• PO - Purchase Order 
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• Requestor - College and DAC personnel authorized to initiate and place orders under Open 
Account POs for this Just-In-Time program. 

6. DEPARTMENTS INVOLVED 
Only Requestors that have been trained in Staples’ e-way website are authorized to order supplies 
under the JIT program for the Colleges and DAC.  Requestor will need to attend an annual 
training course at the beginning of each new fiscal year, and once trained, their names will be 
forwarded to Staples, as authorized users of the JIT program.  Staples will then setup the 
Requestor with a login to their website.  
 
Mr. David Bui, Buyer in the Purchasing Department, is the main program coordinator for the JIT 
program. If you are interested in ordering supplies under the JIT program, please contact David to 
arrange to be included in the next training session.  Below is the contact information of the parties 
involved in the Staples JIT Program. 
 
Staples Contact Personnel: 
Name Department Phone Cell Fax Email 
Martha 
Mollenauer 

Account 
Manager 
Staples 

(510) 
608.6609 

(510) 
504-3107 

(925) 
828.9178 

martha.mollenauer@staples.com 

 
Purchasing Department Personnel: 
Name Department Phone Fax Email 
John 
Banisadr 

Purchasing Compliance 
Manager 

587.7895 587.7873 jbanisadr@peralta.edu 

David Bui Main Program 
Coordinator, Buyer for 
ALL JIT Requisitions/POs 

466.7255 587.7873 dbui@peralta.edu 

 
Accounts Payable Department Personnel: 
Name Department Phone Fax Email 
Dettie Del 
Rosario 

Accounts Payable 
Manager 

466.7260 587.7852 ddelrosario@peralta.edu 

Dianna York Accounting Services 
Technician 

466.7253 835.4078 dyork@peralta.edu 

Earvin 
Robinson 

Accounting Services 
Technician 

466.7226 835.4078 erobinson@peralta.edu 

Nicholas 
Shere 

Accounting Services 
Technician 

466.7241 835.4078 nshere@peralta.edu 

Nicanor 
Custodio 

Accounting Services 
Technician 

587-7860 835.4078 ncustodio@peralta.edu 

Tina Du Accounting Services 
Technician 

587.7872 835.4078 tdu@peralta.edu 
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7. PROCEDURE (JUST-IN-TIME) 
7.1 College’s and DAC’s Role 
Only Requestors trained in Staples’ e-way website can initiate an “Open Account” PO and place 
orders for supplies.  This JIT program is only for ordering supplies; absolutely no equipment or 
fixed assets can be purchased under this program.  Any Requestor caught ordering equipment will 
be restricted from participating in this JIT program and may be formally disciplined.  The 
Business Office will be the project coordinator for Colleges. 
 

7.1.1 At the beginning of the program, the Requestor must initiate an “Open Account” 
PO for the anticipated purchases during the fiscal year.  Each Requestor is to 
establish a separate Open Account PO for each of their Departments.  The 
Requestor must indicate in the Description field of the requisition that this “Open 
Account PO is for Just-In-Time purchases made by (Requestor Name, Phone 
Number, Email Address, Bldg # and Room #) and only (Requestor Name) and the 
designated backup person (Name, Phone Number, Email Address, Bldg # and 
Room #) are authorized to receive the order.”  Once the funds are encumbered 
and the requisition is budget checked, the Promt system will forward the 
requisition for approval, and then on to Purchasing for the issuance of a PO. 

7.1.2 Once the PO has been issued to Staples Advantage and Staples has setup the e-
way account, the Requestor can begin ordering supplies through Staples’ e-way 
online ordering system.  All JIT orders will be processed only through Staples’ e-
way online system.  (Note:  Supply orders under $50.00 will incur a $1.99 
shipping charge from Staples.  Please consolidate your orders so that the total 
exceeds $50.00.) 

7.1.3 Staples’ e-way will keep track of available funds on the Open Account.  If the 
Requestor has exceeded the available funds, e-way will not allow the Requestor 
to place the order.  The Requestor will need to generate a new Open Account PO 
to add additional funds (see above procedure). 

7.1.4 Any orders placed through e-way by 3:00 PM of a given business day will be 
delivered the following business day to the Requestor. 

7.1.5 When receiving the supplies, the Requestor will be asked to sign for the order on 
the handheld Staples scanner.  The Requestor should verify the order, sign for the 
order, and provide the spelling of their name to the Staples delivery person, so 
that they can type it into the scanner.  Any short orders or problems should be 
noted to the Staples delivery person, and followed up with the Staples Account 
Manager.  All short orders or problems must be reported to Staples Account 
Manager (or on e-way) within five (5) days of receiving the order, so that Staples 
can research the problem and provide the missing items.  Any items that need to 
be returned to Staples must be returned to Staples within thirty (30) days of 
receipt.  Staples will not accept items after 30 days. 

7.1.6 Only the Requestor and a designated backup person are authorized to sign for the 
order.  If those two personnel are not available, the Staples delivery person will 
re-deliver the items the following day.  After three delivery attempts, the items 
will be sent back to the Staples warehouse and the order will need to be re-
generated. 

7.1.7 At the end of the fiscal year (or when you want to close the Open Account PO) 
the Requestor must notify A/P to close the account.  This way any available 
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funds remaining on the open account will revert back to the department’s 
available budget.  Do not inform A/P to close the account until all invoices have 
been paid.  When closing the Open Account, the Requestor must also notify the 
CE Account Manager so that they can close the e-way account too. 

7.2 Purchasing’s Role 
7.2.1 The Buyer will verify the Open Account PO to make sure it states “Open 

Account PO is for Just-In-Time purchases made by (Requestor Name, Phone 
Number, Email Address, Bldg # and Room #) and only (Requestor Name) and the 
designated backup person (Name, Phone Number, Email Address, Bldg # and 
Room #) are authorized to receive the order,” and will process all Open Account 
POs. 

7.2.2 The Open Account PO will be sent to Staples (by the Staff Assistant) and a copy 
to the Requestor for their files, if requested. 

7.2.3 Upon notification from A/P regarding unauthorized purchases of equipment or 
fixed assets, the Buyer will coordinate with the Business Manager to either 
cancel or restrict the Requestor’s ability to order under the JIT program, and will 
notify the Warehouse Supervisor so that the unauthorized fixed assets can be 
properly tagged. 

7.3 Account Payable’s Role 
7.3.1 Upon receipt of the invoice and all backup documentation from Staples, A/P will 

verify the proof of delivery signatures and pay the invoice.  There will be no 
receiving transaction by the District Warehouse or Storekeepers. 

7.3.2 Verify the invoices are for supplies only and if any equipment or fixed assets 
were purchased, notify the College Program Coordinator and Purchasing 
personnel. 

7.3.3 Upon notification by the Requestor, A/P will close the open account. 
7.3.4 Any payment discrepancy will be handled by A/P, the Requestor, and the CE 

Account Manager. 

7.4 Staples’ Role 
7.4.1 Train College Personnel in the use of the e-way on-line ordering system. 
7.4.2 Setup e-way accounts for each Open Account PO issued by the Purchasing 

department. 
7.4.3 Deliver orders within 24 hours of receipt of an e-way order, to the building and 

room number indicated above in the Department Involved section. 
7.4.4 Make a minimum of three (3) delivery attempts to reach the Requestor before 

sending the order back to the Staples Warehouse.  Leave a note at each delivery 
attempt. 

7.4.5 Notify the Requestor (via e-way) when insufficient funds exist.  Do not process 
any order without sufficient funds. 

7.4.6 Staples Account Manager is to resolve all short shipment and order problems.  
Staples to have a No-Fault Clause with the District to ship any missing items and 
resolve the problem after the fact. 

7.4.7 Once a month, invoice the District A/P department.  Only one invoice shall be 
provided and each delivery receipt (with the authorized Requestor’s signature) 
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should be attached to the invoice.  The invoice should be subtotaled by each 
affected PO number so that A/P can properly allocate payment to the correct PO 
number.  Failure to properly identify each PO number on the invoice or not 
providing proof of delivery receipt, will delay the payment.  The District will 
only pay for supplies that have authorized signatures. 

7.4.8 Close the e-way account upon notification by the Requestor or Purchasing 
personnel. 
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Measure A—Procurement Requirements 
1. PURPOSE 

To provide procedures for Measure A purchases.  
 

2. SCOPE 
This procedure applies to all personnel at the Peralta Community College District (PCCD) who 
purchase goods and services with Measure A funds. 
 

3. OVERVIEW 
On June 6, 2006, the Alameda County voters passed a $390 million Measure A bond allowing the 
District to renovate classrooms, build new science and technology labs, and modernize its 
facilities.  A complete listing of all bond projects is listed on the website for PCCD’s Department 
of General Services.  On January 16, 2007, the Board of Trustees approved five spreadsheets 
listing specific Measure A Instructional (and non-Instructional) Equipment and Furniture Needs 
for each campus and the District, that can be purchased utilizing Measure A funds.  (These 
spreadsheets are available on the website for PCCD’s Department of General Services.)  Only 
items approved on January 16, 2007, and items subsequently approved by the Board of Trustees, 
are allowed to be purchased utilizing Measure A funds.  All Measure A purchases are subject to 
Bond Oversight Committee audits and require special forms to be approved by the College 
President, Vice Chancellors, and the Chancellor, before any items can be purchased.  All Measure 
A purchases must follow the District’s Purchasing Procedures and must have the proper Measure 
A procurement forms.  This procedure explains these requirements. 
 

4. REFERENCES 
4.1 Peralta Community College District—Purchasing Procedures 
4.2 Board Resolution 05/06-45—(available on the website for PCCD’s Department of 

General Services) outlines the Measure A bond requirements 
4.3 PowerPoint Presentation—Overview of Measure A Procurement Procedures 
4.4 Flow Diagram–Measure A Process  
4.5 Form—Instructional Furniture & Equipment Procurement Request Form  (for Campuses) 
4.6 Form—Furniture & Equipment Needs Procurement Request Form (for District) 
4.7 Form—Construction Project Request Form (for All Sites) 
4.8 SOP09 — Requesting a Purchase Order for Goods 
 

5. DEFINITIONS AND ABBREVIATIONS 
• Buyer – District personnel working in the Purchasing Department whose formal job title is 

“Buyer” or “Assistant Buyer”  (personnel working at the campuses are not Buyers). 
• Bid Recap – A Bid Recapitulation is a sheet used to summarize the quotes received by a 

Requestor. 
• PO – Purchase Order 
• PROMT – Peralta Real-time Online Management Technologies (PeopleSoft/Oracle computer 

system). 
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• Requestor or Requisitioner – District/College personnel authorized to initiate a purchase 
requisition. 

 
6. PURCHASING GOODS AND SERVICES WITH MEASURE A FUNDS 

All Measure A purchases must follow the District’s Purchasing Procedures and are subject to 
Bond Oversight Committee audits.  All Measure A purchases require special forms to be 
approved by the College President, Vice Chancellors, and the Chancellor, before any items can be 
purchased.  Only items approved on January 16, 2007, (and items subsequently approved) by the 
Board of Trustees are allowed to be purchased utilizing Measure A funds.  
 
Before any item can be purchased, the item must be listed on one of the five spreadsheets 
approved by the Board of Trustees (available on the website for PCCD’s Department of General 
Services), and must have one of the below approved Measure A Forms accompanying the 
purchase: 
  

 Instructional Furniture & Equipment Procurement Request Form – for Campuses 
 Furniture & Equipment Needs Procurement Request Form – for District 
 Construction Project Request Form – for All Sites 

 
This procedure explains the Measure A forms and their use.  After the forms have been approved, 
the requestor can proceed to generate a purchase requisition (in the PROMT system) following 
the normal purchasing procedures. For detailed step-by-step purchasing procedures see SOP09 — 
Requesting a Purchase Order for Goods.  
 

7. INSTRUCTIONAL FURNITURE & EQUIPMENT PROCUREMENT REQUEST FORM 
This form is to be used by the Campuses only to request approval to purchase items listed on the 
campus Measure A spreadsheets.   Only items listed on the Measure A spreadsheets will be 
approved to be purchased.  All Measure A purchases must have an approved Measure A– 
Instructional Furniture & Equipment Procurement Request Form before the Buyer can issue the 
PO.  Once the form has been approved by the Chancellor, the Requestor generates a purchase 
requisition (in the PROMT system) so that the Buyer can issue a PO.  Below are steps involved: 
 
7.1 To purchase any item(s) listed on a campus Measure A spreadsheet, each campus must 

complete Section I and Section II of this form.  Instructions for completing this form are 
on the cover sheet of the form. 

7.2 Follow all normal purchasing procedures in obtaining quotes, providing backup 
documentation, and completing the Bid Recap sheet.  For purchases greater than $2,500 
and under $10,000, only one written quote is required; for purchases between $10,000 up 
to $78,500 (or the current bid threshold adjusted annually by the Price Deflation Index), 
three written quotes are required.  For purchases above $78,500, you must contact the 
Purchasing Department to conduct a formal bid with specifications you provide, and to 
obtain Board approval.  

7.3 After completing Section I and Section II, route the form to the Department of General 
Services for approval by the Vice Chancellor of General Services, the Vice Chancellor of 
Finance, and the Chancellor.  (See Flow Diagram–Measure A Process, for the detailed 
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approval process for Measure A forms.)  General Services will return all approved forms 
to the Campus Business Office. 

7.4 After the Measure A form has been approved, the Requestor must generate a purchase 
requisition (in the PROMT system) for the issuance of a Purchase Order.  Forward a copy 
of all quotes received and a copy of the Bid Recap sheet to the Measure A Buyer in the 
District Purchasing Department. Purchasing cannot issue a PO without BOTH the 
approved Instructional Furniture & Equipment Procurement Request Form AND the 
required backup quotes and Recap sheet. 
 

8. FURNITURE & EQUIPMENT NEEDS PROCUREMENT REQUEST FORM 
This form is to be used by the District Offices only to request approval to purchase items listed on 
the District Measure A spreadsheet.  Only items listed on the Measure A spreadsheets will be 
approved to be purchased.  All Measure A purchases must have an approved Measure A– 
Furniture & Equipment Needs Procurement Request Form.  Once the form has been approved by 
the Chancellor, the Requestor generates a purchase requisition (in the PROMT system) so that the 
Buyer can issue a PO.  Below are steps involved: 
 
8.1 To purchase any item(s) listed on the District Measure A spreadsheet, each District 

Office must complete Section I and Section II of this form.  Instructions for completing 
this form are on the cover sheet of the form. 

8.2 Follow all normal purchasing procedures in obtaining quotes, providing backup 
documentation, and completing the Bid Recap sheet.  For purchases greater than $2,500 
and under $10,000, only one written quote is required; for purchases between $10,000 up 
to $78,500 (or the current bid threshold adjusted annually by the Price Deflation Index), 
three written quotes are required.  For purchase above $78,500, you must contact the 
Purchasing Department to conduct a formal bid with specifications you provide, and to 
obtain Board approval.  

8.3 After completing Section I and Section II, route the form to the Department of General 
Services for approval by the Vice Chancellor of General Services, the Vice Chancellor of 
Finance, and the Chancellor.  (See Flow Diagram–Measure A Process, for the detailed 
approval process for Measure A forms.)  General Services will return all approved forms 
to the appropriate District Office. 

8.4 After the Measure A form has been approved, the Requestor must generate a purchase 
requisition (in the PROMT system) for the issuance of a Purchase Order.  Forward a copy 
of all quotes received and a copy of the Bid Recap sheet to the Measure A Buyer in the 
District Purchasing Department. Purchasing cannot issue a PO without BOTH the 
approved Furniture & Equipment Needs Procurement Request Form AND the required 
backup quotes and Recap sheet. 
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9. CONSTRUCTION PROJECT REQUEST FORM 

This form is to be used to request new construction projects NOT listed on either the Short-Term 
Construction Projects spreadsheet or the Short-Term Construction Projects Phase II spreadsheet 
(available on the website for PCCD’s Department of General Services).  All construction projects 
must be approved by the Department of General Services before any work can be done.  
Construction projects are considered “Public Works” projects under Public Contract Code, and 
must be coordinated with the Department of General Services, and the District Purchasing 
Department.  Payment of prevailing wages is required for all projects exceeding $1,000, and the 
District’s Project Labor Agreement applies. 
 
9.1 The requestor must complete Section I and Section II of this form and forward the form 

to the Department of General Services for approval.  Instructions for completing this 
form are on the cover sheet of the form. 

9.2 Do not undertake any construction projects without the Department of General Services’ 
approval.  If the form is approved, the Department of General Services will assign a 
Project Manager to handle the coordination of the project. 

 
10. TO PURCHASE ITEMS NOT LISTED ON THE MEASURE A SPREADSHEETS 

If the College or District Office does not wish to purchase the items listed on the spreadsheets or 
wishes to substitute items, the College and or District Administrators must contact the Vice 
Chancellor of General Services to request a substitution.  The Vice Chancellor of General 
Services will evaluate each request on a case-by-case basis and determine the next steps.  For 
major substitutions, the Board of Trustees will have to approve the substitution.  
 

11. ATTACHMENT 
 Flow Diagram–Measure A Process  

. 
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Requesting a Purchase Order for Goods 
1. PURPOSE 

To provide procedures for requesting a Purchase Order for Goods under the formal bid limit of 
$78,500 (or as adjusted annually by the Price Deflation Index).  For all other purchases including 
Services, Public Works Construction Projects, and Goods above the formal bid limit, refer to the 
District’s Purchasing Procedures and contact the Purchasing Department for assistance.  All 
purchases above the formal bid limit must be conducted by the District Purchasing Department 
via a formal bid. 
 

2. SCOPE 
This procedure applies to the personnel at all Peralta Colleges and the District Administrative 
Center. 
 

3. OVERVIEW 
Peralta’s Purchasing Procedures authorize College and District personnel to identify goods and 
select vendors for items to be purchased and then to submit requisitions electronically in the 
PROMT system for processing by Purchasing.  For goods under $10,000, only one quote from a 
vendor is required; however, if the amount is $2,500 or more, the quote must be in writing from 
the vendor.  For purchases of goods over $10,000 and up to $78,500 (or the current bid threshold 
adjusted annually by the Price Deflation Index) three written quotes are required and a Bid 
Recapitulation Sheet is required. 
 

4. REFERENCES 
4.1 Peralta Community College District—Purchasing Procedures 
4.2 Board Policy Section 6.31—Procurement of Supplies, Equipment, Furniture, 

Construction Repairs, and Maintenance Services 
4.3 PowerPoint Presentation—Overview of Purchasing Policies & Procedures 
4.4 State of California Public Contract Code–Sections 20650-20660  
4.5 State of California Education Code–Part 49 Commencing with Section 81000 
4.6 Business Process Document—Creating Requisitions in the PROMT System 
 

5. DEFINITIONS AND ABBREVIATIONS 
• Buyer – District personnel working in the Purchasing Department whose formal job title is 

“Buyer” or “Assistant Buyer”  (Personnel working at the campuses are not Buyers) 
• Bid Recap – A Bid Recapitulation is a sheet used to summarize the quotes received by a 

Requestor. 
• PO – Purchase Order 
• PROMT – Peralta Real-time Online Management Technologies (PeopleSoft computer 

system). 
• Requestor or Requisitioner – District/College personnel authorized to initiate a purchase 

requisition. 
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6. STEPS REQUIRED FOR REQUESTING PURCHASE ORDERS 
 

Step 6: Confirmation 

Within 10 days of entering a requisition, look it up 
in PROMT to confirm that it shows as 

“Dispatched,” which means that a PO has been 
issued.

Step 1: Request 

End users request item(s) for purchase. 

Step 2: Research 

• Identify vendors. 

• For new vendors, have the vendor complete a 
Vendor Application and W-9, then forward 
them to the Purchasing Assistant. 

• Obtain pricing and delivery date from vendor: 
For purchases greater than $2,500 and under 
$10,000, only one written quote is required; 
for purchases between $10,000 up to 
$78,500, three written quotes are required. 

• Obtain the budget code for the purchase. 

Step 3: Entry In PROMT 

Enter a Requisition in PROMT. 

Step 4: Submit Paperwork 

Forward quote(s), Bid Recap form, and all backup 
documentation to the Buyer. 

Step 5: Purchase Order 

Purchasing issues a PO to the vendor  
(and notifies requisitioner if there is a problem). 
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7. STEP 1: REQUEST 

Work with the responsible budget Manager and the designated Requisitioner (for your 
department) to make sure you have the budget and approval for the purchase.  If a designated 
Requisitioner enters the requisitions for your department, make sure you do the following: 
7.1 Specify Items 

When requesting item(s) for purchase, always provide specific information about each of 
the items so that you receive exactly what you want.  When POs are issued, both 
Purchasing and the vendor see only the description entered in PROMT, so be sure to 
know and provide the exact specifications of what you want, such as the manufacturer 
make and model number, size, quantity, and any additional equipment or accessories that 
you require. 

7.2 Plan Ahead 
When requesting purchases, be sure to allow adequate time for delivery, typically 45 to 
60 days.  Purchases prior to the fiscal year end must be made further in advance to ensure 
delivery in the proper fiscal year, or they must be resubmitted and reprocessed the 
following fiscal year. 

 
8. STEP 2: RESEARCH 

8.1 Identify Vendors 
Find vendors that sell the item(s) that you want and select the lowest price vendor who 
can provide the quality and delivery schedule for the item you want to purchase.  When 
working with vendors: 

• Utilize local vendors to the greatest extent possible. 

• Use the vendor’s website to get the most up-to date pricing and information. 

• Work with the vendor representative to negotiate a better price.  Get the 
quote in writing. 

• Let them know that we are an educational organization; they often offer 
discounts. 

• Remember to add taxes and shipping to the price. Shipping charges (if any) 
must be entered as a separate line item.  Confirm with the vendor to see if 
shipping charges are also taxable.  Depending on mode of transportation 
some shipping charges are not taxable. 

• Ask whether they will waive shipping fees, especially if the District exceeds 
a dollar amount with them. 

• Do not make a commitment to a vendor.  Actual ordering is only done when 
Purchasing has issued a PO and faxed the order to the vendor. 

8.2 New Vendors 
To determine whether a vendor is new to the District, look them up in PROMT.  Be sure 
to use all possible variations of the vendor name when searching PROMT to avoid 
selecting the wrong vendor or adding a duplicate vendor.  
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If you see multiple vendor numbers for the same company or if any vendor or contact 
information has changed, contact Purchasing. 
If the vendor is not already in PROMT, it is a new vendor.  For new vendors, do the 
following: 

• Have the vendor complete a Vendor Application and W-9 (available from 
Purchasing). 

• Forward the completed Vendor Application and W-9 to Purchasing.  
Purchasing must enter the new vendor into PROMT before you can initiate a 
requisition. 

8.3 Obtain Pricing and a Delivery Date from the Vendor 
Work with the vendor to obtain pricing and a delivery date.  Always make sure the quote 
includes taxes (if applicable), shipping (if applicable), and all other fees or auxiliary 
charges.  The below table summarizes the documentation requirements for various 
purchases: 
 
For Purchases: Required Documentation 
Under $2,500 Only a verbal quote is required (written quote is 

preferred). 
Between $2,500 and under $10,000 • You must obtain a written quote from the 

vendor. 

• If you choose to obtain more than one written 
quote, you must select the vendor with the 
lowest price quote and complete a Bid 
Recapitulation Sheet (available from 
Purchasing), which summarizes the quotes. 

Between $10,000 up to $78,500 (or 
the current bid threshold) 

• You must obtain three written quotes from 
vendors. 

• You must select the vendor with the lowest 
price quote and complete a Bid Recapitulation 
Sheet (available from Purchasing), which 
summarizes the quotes. 

Over $78,500  
(or the current bid threshold) 

You must contact the Purchasing Department to 
conduct a formal bid with specifications you 
provide.   

 

8.4 Obtain the Budget Code for the Purchase 
Check with your budget manager to: 

• Identify the proper budget account code to which your purchase will be 
charged. 

• Verify that the budget account has adequate funding to cover the total 
expense of the purchase (including taxes, shipping, etc.). 
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9. STEP 3: ENTRY IN PROMT 

For step-by-step procedures on how to generate a requisition in the PROMT system, refer to the 
Business Process Document—Creating Requisitions in the PROMT System, listed in the 
REFERENCES section (available from Purchasing). 
 
Create a requisition in PROMT by entering the following information: 

• Vendor—Select the correct vendor in PROMT by confirming that the company location 
listed the quote matches the company information in PROMT. 

• Select Buyer—Select the correct Buyer for your purchase.  The current Buyer listing is 
available on the Purchasing’s Website, under “Contact Information”, or you can contact 
the Purchasing Department (or your Business Office), to ask who the current Buyer is for 
your College and/or the District Administrative Center.   
 
NOTE:  If the purchase is for Measure A items, make sure you select the current Measure 
A Buyer for that purchase. 

• Item(s)—Be specific and enter each item as a separate line item in PROMT.  When POs 
are issued, both Purchasing and the vendor see only the description entered in PROMT, 
so be sure to provide the exact specifications of what you want, such as the manufacturer 
make and model number, size, quantity, and any additional equipment or accessories that 
you require.  Also include the end-user's name in the description field for the product you 
are requesting to buy.  This will allow your college's Storekeeper to know where to 
deliver the product.  For example "End-user:  Ms. Jane Smith". 

• Pricing including all taxes, shipping, etc. 
 
Taxes—Make sure you code each line item (of your requisition), as either taxable or non-
taxable.  You can not enter taxable and non-taxable items on the same line item in 
PROMT. 
 
Shipping—If the vendor charges for shipping, then ask the vendor if the shipping charge 
is taxable and enter shipping as a separate line item in the PROMT.  Make sure to code 
shipping as either taxable or non-taxable (per the vendor’s instruction).  
 
Note:  If shipping is free, indicate this in the description field for the product you are 
requesting to buy, by indicating "free shipping".  Do not generate a separate line item for 
free shipping as this causes problems in PROMT.  

• Delivery—Ship To Location 
All items should be shipped to the District Warehouse unless special circumstances exist 
and arrangements have been made with the vendor and the District Buyer.  Only 
hazardous materials (which the District cannot legally transport), live specimens, and 
extremely heavy items (requiring a large forklift to move) are allowed to be shipped 
directly to the colleges, with prior coordination with the Buyer and Warehouse 
Supervisor.  If the item is going to be shipped directly to the campus, the Buyer must be 
notified and once the items have been received by the campus, the Requestor is to notify 
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the Warehouse Supervisor, so that the Warehouse can mark the items as received in the 
PROMT system. 

• Budget Account Code –Enter the correct budget account code for each line item in 
PROMT. 

NOTES: 
• PROMT routes requisitions to the responsible Manager/Dean and then to the Business/ 

District Manager for approval.  Purchasing cannot view requisitions until all approvals 
are complete in the system. 

• After the second level manager approves a requisition in PROMT, PROMT automatically 
generates a PO number for tracking purposes and emails it to the Requisitioner.  
However, a PO number in the system does NOT mean that a PO has been issued to the 
vendor.  District Purchasing will issue the PO to the vendor, and once issued, the “PO 
Status” in PROMT will be displayed as “Dispatched.” 

 
10. STEP 4: SUBMIT PAPERWORK 

10.1 Purchases under $2,500 
No written quote is required for purchases under $2,500.  However, if you have written 
vendor quotes or any other backup documentation, you can forward it to Purchasing via 
Inter-Office Mail. 

10.2 Purchases  $2,500 and under $10,000 
Purchasing cannot process purchases $2,500 or above without a written quote.  Only one 
quote is required, but you can obtain more at your option.  Paperwork requirements for 
purchases $2,500 or above depend on how many quotes you obtained and are as follows: 

• One quote: For purchases $2,500 and under $10,000, one written quote from a 
vendor is required.  Immediately after entering the requisition in PROMT, 
forward the written quote along with the requisition number and any other 
backup documentation to Purchasing via Inter-Office Mail or Fax. 

• More than one quote: If you have more than one written quote, you must select 
the vendor with the lowest price quote and complete a Bid Recapitulation Sheet 
(available from Purchasing), which summarizes the quotes.  Immediately after 
entering the requisition in PROMT, forward the written quotes along with a Bid 
Recap Sheet, the requisition number, and any other backup documentation to 
Purchasing via Inter-Office Mail or Fax. 

10.3 Purchases  $10,000 up to $78,500 (or the current bid threshold) 
Three written quotes are required.  Immediately after entering the requisition in PROMT 
(for the lowest price quote), you must forward all three written quotes, along with a 
completed Bid Recapitulation Sheet, the requisition number, and any other backup 
documentation to Purchasing via Inter-Office Mail.  Purchasing cannot process the PO 
without receiving the quotes and the Bid Recap Sheet. 
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11. STEP 5: PURCHASE ORDER 
11.1 Purchasing’s Goal in Processing POs 

The goal of the Purchasing Department is to process all POs within ten (10) business 
days of receipt.  POs which have a valid budget and the proper backup documentation 
should be processed within three (3) business days of receipt, and all other POs which do 
not have proper backup documentation or valid budgets, should be processed within a ten 
(10) day time period. 
 

11.2 Purchasing Issues a PO to the Vendor 
Purchasing can see Requisitions in PROMT only after proper approvals from the 
responsible Manager/Dean and the Business/District Manager have been obtained in 
PROMT.  Once Purchasing can see a requisition, Purchasing verifies the following items 
before issuing a PO: 

• Budget-checks for sufficient funds in the budget account code that you 
entered. 

• For purchases $2,500 up to $10,000, verifies receipt of a written quote from 
the Requestor and/or Vendor.  If a Bid Recapitulation Sheet was received to 
summarize more than one quote, Purchasing compares the information to the 
quote and verify that the information on the sheet accurately reflects the 
quotes.  

• For purchases $10,000 up to $78,500 (or the current bid threshold), 
Purchasing verifies receipt of three written quotes from the Requestor and a 
Bid Recapitulation Sheet.  Purchasing will then compare the information 
from the quotes and verifies that the information on the Bid Recap Sheet 
accurately reflects the quotes. 

When Purchasing issues a PO, its status shows as “Dispatched” in PROMT, and 
Purchasing faxes the PO directly to the vendor. 

If there are any problems with the PO, Purchasing sends a notification (usually via email) 
to the Requisitioner and the Business Manager and does NOT issue a PO until the 
problem is resolved. 
 

12. STEP 6: CONFIRMATION 
Within ten days of entering a requisition, look it up in PROMT to confirm that a PO number has 
been issued, and that the “Status” shows as “Dispatched”.  If the status shows Dispatched, this 
means Purchasing has processed the PO and has faxed it to the Vendor.  If it shows “Pending” 
and you open the requisition and it states “No Documents”, this means the Requisition has not yet 
been approved by the second level manager.  Contact your second level manager (i.e., Business 
Manager for your college or District Vice Chancellor) and request that they approve your 
Requisition.  After the second level manager has approved the Requisition, wait for 2-4 hours and 
recheck the status.  If it fails to show as “Approved”, then contact the IT Department to report the 
problem. 
 

13. ATTACHMENTS 
None. 
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Routing of “Payto” Invoice Requisitions and Invoices  
 

1. PURPOSE 
To provide procedures for routing of “Payto” Invoice Requisitions and their accompanying 
Invoices.  
 

2. SCOPE 
This procedure applies to all District personnel who generate Invoice Requisitions for the 
payment of an invoice. 
 

3. OVERVIEW 
Peralta’s Purchasing Policies follow the Board approved Purchasing Procedures, Public Contract 
Code, Education Code, and the laws of the State of California.  The District’s Purchasing Policy 
requires that a Purchase Order be issued for all Goods and Services.  No purchases shall be made 
except as provided by California laws, Board polices, and Peralta Community College District’s 
(PCCD) procedures for purchasing. 
 
Only officers or employees expressly authorized by Board policy and procedures shall make any 
purchase, or enter into any contract for the purchase of goods, supplies and services on behalf of 
the District.  Any purchase or contract made in violation of Board policy or PCCD’s procedures 
is void and not binding on the District.  Any person who is not authorized to make purchases for 
the District and who engages in malfeasance may be personally liable for such action. 
 
Standard Purchase Orders are required before purchasing of all goods.  Invoice Requisitions are 
after-the-fact type of purchase requisitions, to pay for specific types of services.  Only the 
purchases of Travel Expenses, Utility Bills, Service Invoices (under $600), Petty Cash 
Reimbursement (for the Bursar’s Office), and Professional Services purchased under the 
District’s Independent Contractor/Consultant Service Contract, are allowed to be purchased under 
Invoice Requisitions.  All other purchases, including the purchase of goods, must be purchased 
via the District Standard Purchase Order process. 
 

4. REFERENCES 
4.1 Peralta Community College District — Purchasing Procedures 
4.2 Board Policy Section 6.31 — Procurement of Supplies, Equipment, Furniture, 

Construction Repairs, and Maintenance Services 
4.3 SOP09 — Requesting a Purchase Order for Goods 
4.4 PowerPoint Presentation — Overview of Purchasing Policies & Procedures 
4.5 State of California Public Contract Code — Sections 20650-20660  
4.6 State of California Education Code — Part 49 Commencing with Section 81000 
 

5. DEFINITIONS AND ABBREVIATIONS 
• A/P – Accounts Payable 
• Buyer – District personnel working in the Purchasing Department whose formal job title is 

“Buyer” or “Assistant Buyer”. (Personnel working at the campuses are not Buyers.)  
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• End-User – A District employee who receives a product or service.   
• ICC – Independent Contractor/Consultant Service Contract.  A contract used in lieu of a 

formal contract for services over $600. 
• Invoice – An official document from a vendor requesting payment for a good or service 

provided to the District. 
• Invoice Requisition – A requisition generated for a service that has already been rendered to 

the District/College, and for which the invoice has already been forwarded to the end-user.  
The end-user generates an Invoice Requisition in order for an after-the-fact Purchase Order to 
be issued for payment of the service. 

• Payto – The informal name for an Invoice Requisition. 
• PO – (Purchase Order) The District’s official paperwork issued to a vendor authorizing a 

vendor to sell/supply a product/service, in return for payment. 
• PROMT – (Peralta Real-time Online Management Technologies) The District’s PeopleSoft 

computer system used for generating requisitions, purchase orders and payment vouchers. 
• Requestor – District/College personnel authorized to initiate a purchase requisition for a good 

or service. 
 

6. PROCESSING OF INVOICE REQUISITIONS 
The District's purchasing activities must pass State audits and other required reviews, and 
therefore must be conducted in an efficient, systematic, professional, and businesslike manner at 
all times.  The purchasing of Goods by end-users and then forwarding an invoice to Accounts 
Payable for payment, is strictly prohibited. 
 
This procedure only outlines the routing procedure for Invoice Requisitions (informally known as 
Payto’s), and it accompanying Invoice. For a detailed explanation on how to purchase Goods, 
review the District’s Purchasing Procedures (available on the Purchasing website), and review 
SOP09 — Requesting a Purchase Order for Goods.  
 
6.1 Types of Invoice Requisitions and Processing Procedures 

The District has five (5) distinct types of Invoice Requisitions (Payto’s) that it utilizes.  
Travel Expense Requisitions, Utility Requisitions, Service Invoice Requisitions (under 
$600), and Petty Cash Requisitions, should be forwarded Directly to Accounts Payable 
for processing.  Only ICC Invoice Requisitions must be forwarded to the Purchasing 
Department for Processing.  The District does not purchase any Goods under Invoice 
Requisitions (Paytos).  Below is an explanation of each type of Invoice Requisition and 
the processing associated with each: 

• Travel Expense Requisition — This type of requisition is used by end-users to request 
reimbursement for travel expenses, such as, mileage reimbursement, airfare, and lodging 
services.  Travel Expense Requisitions (and accompanying backup documentation) 
should be forwarded directly to the Accounts Payable staff (and not the Purchasing 
Department) for processing. 

• Utility Requisition — This type of requisition is used only for processing utility bills, 
such as, water, sewer, gas, electricity, and telephone bills.  Utility Requisitions (and 
accompanying approved and signed off Invoices by the budget responsible manager) 
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should be forwarded directly to the Accounts Payable staff (and not the Purchasing 
Department) for processing. 

• Service Invoice Requisition (under $600) —This type of requisition is used to purchase 
one-time professional services under $600.  (An example of this type of service is 
payment for professional models for the college’s Art Department.)  This requisition 
requires an accompanying “Payment For Services – Not To Exceed $600” form approved 
by the first and second level Manager.  The invoice for this service must be approved by 
College’s Business Manager or the budget responsible District Manager, and forwarded 
to Accounts Payable.  Service Invoice Requisitions under $600 (and accompanying 
backup documentation) should be forwarded directly to the Accounts Payable staff (and 
not the Purchasing Department) for processing. 

• (College’s Bursar’s Office) Petty Cash Requisition — This type of requisition is used 
only by the College Bursar’s Office to request petty cash replenishment for the Bursar 
Office.  No one other than the Bursar’s Office should be generating Petty Cash 
Requisitions.  It is not for end-users to buy items and then ask to be reimbursed.  Petty 
Cash Requisitions (and accompanying backup documentation) should be forwarded 
directly to the Accounts Payable staff (and not the Purchasing Department) for 
processing.   

• ICC Invoice Requisition —This type of requisition is used to purchase professional 
services over $600 and up to $25,000 for general funds purchases, and up to $78,500 (or 
adjusted annually by the Price Deflation Index), for bond fund purchases.  All purchases 
must be set up under the District’s Independent Contractor/Consultant Service Contract 
(ICC).  The ICC must be approved by the College President or Vice Chancellor, the Vice 
Chancellor of Financial Services, and the Chancellor, prior to the purchase of the service. 
 
Note:   A new ICC is required for each fiscal year for services over $600.  If the ICC is 
over $25,000, for general funds purchases, and over $78,500 (or adjusted annually by the 
Price Deflation Index), for bond fund purchases, then the ICC will need Board approval 
prior to the issuance of a Purchase Order.  It is the responsibility of the budget 
responsible department (for the service), to obtain Board approval for all ICCs that 
require Board approval.  The District Finance Department tracks all ICCs for proper 
Board approval and only logs approved ICC in the ICC log. 
 
ICC Invoice Requisitions require special processing as follows: 

o Step 1 - Obtain the appropriate signatures on the ICC and forward the original to 
the District Finance Department.  Once approved Finance will list the approved 
ICC in the ICC log. 

o Step 2 - Generate the Invoice Requisition in PROMT for the approved ICC and 
forward to the District Purchasing Department for Processing.  Purchasing will 
receive a copy of the ICC (from Finance) and review the ICC log and process all 
approved ICC requisitions/purchase orders. 

o Step 3 Forward the approved Invoice signed off by the budget responsible 
College Business Manager or a District Manager to Accounts Payable for 
payment. 
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6.2 Sales Taxes on Service Invoice Requisitions 
In the procurement of Services, sometimes services have some incidental Goods as part 
of the purchase.  The Goods are only incidental, but must be itemized on the Invoice 
Requisition, so that the District Accounts Payable Staff is able to correctly document the 
taxes paid in connection with this service.  For example:  A vendor who comes in to 
service a copier may invoice the District for a part associated with the service call.  That 
part is taxable and must be itemized on the requisition, and coded as taxable it the 
PROMT system.  
 
The District’s Accounts Payable Department reports all Sales and Use Taxes to the State 
Board of Equalization, so it is imperative that the District tracks all taxes on Invoice 
Requisitions.   When generating an Invoice Requisition, the end-user must correctly 
identify what items are taxable, and must correctly mark those items as taxable in the 
PROMT system. 

 
7. PURCHASING OF GOOD  

Goods Purchases Are Not Allowed Under (Payto) Invoices Requisitions, (with the exception 
of some incidental goods purchased under Service Invoice Requisitions).  All goods must be 
purchased through the District Purchasing Department with an approved Purchase Order.  Any 
employee/end-user who purchases Goods and submits an invoice expecting to be reimbursed is 
violating the District’s Purchasing Policies and may be liable for the purchase.  To purchase 
Goods, submit an approved requisition for the items, and the District Purchasing Department will 
issue a Purchase Order to the Vendor (see SOP09 — Requesting a Purchase Order for Goods). 
 
The District understands that in some instances there is a need for last minute purchases, and can 
set up Open Accounts with selected vendors for these last minute emergency purchases.  These 
Open Accounts must be set up prior to the purchase, and are on case-by-case basis, and require 
coordination with the budget responsible department.   Please contact the Purchasing Department 
if you are interested in setting up a specific Open Account Purchase Order.  
 

8. ATTACHMENTS 
None. 
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RE:  VENDOR APPLICATION 
 
 
Dear Interested Vendor:  
 
The Peralta Community College District wants to ensure contracting opportunities to all 
qualified Vendors in our community.  Enclosed, please find a Vendor Application, a 
Commodity/Class ID Listing, and a W-9 Form.  We ask that you complete the Vendor 
Application along with the Commodity/Class ID Listing, and the W-9 Form, and submit them 
to our purchasing department to be processed.  
 
This Vendor Application is a two (2) part process.  Please either indicate the goods and /or 
services your company can supply by checking the appropriate boxes in the Commodity/Class 
Id Listing pages, or write the codes in box 10 of the Vendor Application. 
 
If your company resides in the following six cities: Albany, Alameda, Berkeley, Emeryville, 
Oakland, or Piedmont, please contact the purchasing department or visit our website to 
download a copy of the District’s Small Local Business Enterprise (SLBE) program.  Your 
company may qualify for a 5% bidding preference.  If your company qualifies, please submit a 
copy of the SLBE Affidavit with your vendor application.  Before any bid preference is 
granted to a vendor, the District must verify your SLBE status.  The SLBE program forms can 
be downloaded at:  www.peralta.edu, click on “Service Centers” then on “Purchasing”, then 
on “List of Current RFPs/Bids and Other Purchasing Documents” to view the District’s 
SLBE/SELBE program  and Affidavit form. 
   
Upon receipt of the completed Vendor Application (and or Commodity/Class ID Listing), and 
W-9 Form, the Purchasing Department will enter your firm’s name in our database so that we 
can contact you for future projects.  No vendors will be setup with out a completed Vendor 
Application and W-9 Form. 
 
 
Sincerely, 
 
Peralta Community College District 
PURCHASING DEPARTMENT 
(510) 466-7225 
Fax: (510) 587-7873 
 
 
Enclosures 

Peralta Community College District 
Purchasing Department 

333 East 8th Street •Oakland, California 94606•(510) 466-7225 
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Peralta Community College District  
Purchasing Department  
333 E. 8th Street  
Oakland, CA 94606  
Phone (510) 466-7225    Fax (510) 587-7873  

 
RETURN COMPLETED VENDOR APPLICATION FOR PROCESSING TO: PURCHASING DEPARTMENT 

VENDOR APPLICATION 
 New Application  Change Application  Date:  

1. MAIN ADDRESS  (Legal Name and Address of Entity) 
 
 
  
 
  
 
  
 
  

Phone:   

Fax:   

Email:    

Website:    

2. REMIT to ADDRESS  (Mailing Address for Payments 
COMPLETE ONLY IF DIFFERENT FROM MAIN ADDRESS) 
 
  
 
  
 
  
 
  
 
Phone:   
Fax:   

Email:    

Website:    
 

3. CONTACT INFORMATION (All Purchase Orders Will Be Faxed and or Mailed to the Sales (Primary) Contact.) 
Contacts  Name/Title Email Telephone Fax 
Sales (Primary):     

Sales (Secondary):     

President/VP:     

Other Contact:     

4. TYPE of FIRM (Check One)  
 Goods Only (Taxable)   Services Only (Non-Taxable)  Good and Services 

5. TYPE of ORGANIZATION (Check One) 
 Sole Proprietorship  Partnership  Corporation  Limited Liability Corporation  Non Profit or Church 

6. TAX INFORMATION  (Check One and Provide Number) 
 Federal Tax ID ________-_____________________  Social Security Number  _________-_________-____________ 

7. TYPE of CONTRACTOR (Please specify the type that best depicts your company.  ONLY Check One TYPE.) 

 A &E  Advertising  Asphalt/Concre  Automobile  Construction 
 Consultant  Electrical  Electronics  Employee/Student  General Contractor 
 Goods  Hardware  Instrumentatio  Mechanical   Painter 
 Plumber  Printer/Copying  Roofer  Scientific  Security 
 Service  Software  Surgical/Medic  Telecom  Temp Staffing 
 Other __________________ 

8. BUSINESS LICENSE NUMBERS  (Provide your Business License Number and any Contractors License Numbers) 
 Business License Number_______________________ Expiration Date________________________ 
 California Contractor Number____________________ Expiration Date_________________________ 
 Other ________________________________________ Expiration Date_________________________ 

 
9. CERTIFICATIONS (Does your business qualify under PCCD’s Small Local Business Enterprise Program.  See program guidelines.) 

 Yes I am a SLBE (Small Local Business Enterprise)  Yes, I am SELBE (Small Local Emerging Business Enterprise)  None 

10. NIGP CODES (Please review the attached Commodity Class ID listings and write in below the Code(s) that best suit your company.) 
 

Codes:__________  __________  ___________  ___________  __________  __________  __________  __________  __________  __________ 

I HEREBY CERTIFY THAT INFORMATION SUPPLIED HEREIN IS CORRECT, 

______________________________________ _______________________________________ ______________________________________ 
Signature Name/Title Date 

Revised 3-2-10 152
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

ABRASIVES005
ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES010
ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS,
INKS, PAPER, ETC.

015

AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES019
AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)020
AGRICULTURAL IMPLEMENT AND ACCESSORY PARTS022
AIR COMPRESSORS AND ACCESSORIES025
AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPMENT, PARTS AND ACCESSORIES (SEE
RELATED ITEMS IN CLASS 740)

031

AIRCRAFT AND AIRPORT, EQUIPMENT, PARTS, AND SUPPLIES035
AMUSEMENT, DECORATIONS, ENTERTAINMENT, TOYS, ETC.037
ANIMALS, BIRDS, MARINE LIFE, AND POULTRY, INCLUDING ACCESSORY ITEMS (LIVE)040
APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE045
ART EQUIPMENT AND SUPPLIES050
ART OBJECTS052
AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRUCKS, ETC.055
AUTOMOTIVE MAINTENANCE ITEMS AND REPAIR/REPLACEMENT PARTS060
AUTOMOTIVE BODIES, ACCESSORIES, AND PARTS065
AUTOMOTIVE VEHICLES AND RELATED TRANSPORTATION EQUIPMENT070
AUTOMOTIVE SHOP EQUIPMENT AND SUPPLIES075
BADGES, EMBLEMS, NAME TAGS AND PLATES, JEWELRY, ETC.080
BAGS, BAGGING, TIES, AND EROSION CONTROL EQUIPMENT085
BAKERY EQUIPMENT, COMMERCIAL090
BARBER AND BEAUTY SHOP EQUIPMENT AND SUPPLIES095
BARRELS, DRUMS, KEGS, AND CONTAINERS100
BEARINGS (EXCEPT WHEEL BEARINGS AND SEALS -SEE CLASS 060)105
BELTS AND BELTING: AUTOMOTIVE AND INDUSTRIAL110
BIOCHEMICALS, RESEARCH115
BOATS, MOTORS, AND MARINE AND WILDLIFE SUPPLIES120
BOOKBINDING SUPPLIES125
BRICKS AND OTHER CLAY PRODUCTS, REFRACTORY MATERIALS, AND STONE PRODUCTS135
BROOM, BRUSH, AND MOP MANUFACTURING MACHINERY AND SUPPLIES140
BRUSHES (NOT OTHERWISE CLASSIFIED)145
BUILDER'S SUPPLIES150
BUILDINGS AND STRUCTURES: FABRICATED AND PREFABRICATED155
BUTCHER SHOP AND MEAT PROCESSING EQUIPMENT160
CAFETERIA AND KITCHEN EQUIPMENT, COMMERCIAL165
CHEMICAL LABORATORY EQUIPMENT AND SUPPLIES175
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

CHEMICAL RAW MATERIALS (IN LARGE QUANTITIES PRIMARILY FOR MANUFACTURING JANITORIAL
AND LAUNDRY PRODUCTS)

180

CHEMICALS AND SOLVENTS, COMMERCIAL (IN BULK)190
CLEANING COMPOSITIONS, DETERGENTS, SOLVENTS, AND STRIPPERS - PREPACKAGED192
CLINICAL LABORATORY REAGENTS AND TESTS (BLOOD GROUPING, DIAGNOSTIC, DRUG
MONITORING, ETC.)

193

CLOCKS, TIMERS, WATCHES, AND JEWELERS' AND WATCHMAKERS' TOOLS AND EQUIPMENT195
CLOTHING, ATHLETIC, CASUAL, DRESS, UNIFORM, WEATHER RELATED, WORK200
CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BOOTS)201
COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS204
COMPUTER HARDWARE AND PERIPHERALS FOR MINI AND MAIN FRAME COMPUTERS206
COMPUTER ACCESSORIES AND SUPPLIES207
COMPUTER SOFTWARE FOR MICROCOMPUTERS (PREPROGRAMMED)208
COMPUTER SOFTWARE FOR MINI AND MAINFRAME COMPUTERS (PREPROGRAMMED)209
CONCRETE AND METAL CULVERTS, PILINGS, SEPTIC TANKS, ACCESSORIES AND SUPPLIES210
CONTROLLING, INDICATING, MEASURING, MONITORING, AND RECORDING INSTRUMENTS AND
SUPPLIES

220

COOLERS, DRINKING WATER (WATER FOUNTAINS)225
CRAFTS, GENERAL232
CRAFTS, SPECIALIZED233
CUTLERY, DISHES, FLATWARE, GLASSWARE, TRAYS, UTENSILS, AND SUPPLIES240
DAIRY EQUIPMENT AND SUPPLIES245
DATA PROCESSING CARDS AND PAPER250
DECALS AND STAMPS255
DENTAL EQUIPMENT AND SUPPLIES260
DRAPERIES, CURTAINS, AND UPHOLSTERY MATERIAL (INCLUDING AUTOMOBILE)265
DRUGS AND PHARMACEUTICALS269
DRUGS, PHARMACEUTICALS, AND SETS (FOR LARGE-VOLUME PARENTERAL ADMINISTRATION,
INFUSION, IRRIGATION, AND TUBE FEEDING)

271

ELECTRICAL CABLES AND WIRES (NOT ELECTRONIC)280
ELECTRICAL EQUIPMENT AND SUPPLIES (EXCEPT CABLE AND WIRE)285
ELECTRONIC COMPONENTS, REPLACEMENT PARTS, AND ACCESSORIES: AND MISCELLANEOUS
ELECTRONIC EQUIPMENT (NOT FOR TESTING OR ANALYZING -SEE 730)

287

ENERGY COLLECTING EQUIPMENT AND ACCESSORIES: SOLAR AND WIND290
ELEVATORS AND ESCALATORS, BUILDING TYPE295
ENGINEERING EQUIPMENT, SURVEYING EQUIPMENT, DRAWING INSTRUMENTS, AND SUPPLIES305
ENVELOPES, PLAIN OR PRINTED310
EPOXY BASED FORMULATIONS FOR ADHESIVES, COATINGS, AND RELATED AGENTS315
FARE COLLECTION EQUIPMENT AND SUPPLIES318
FASTENING, PACKAGING, STRAPPING, TYING EQUIPMENT AND SUPPLIES320
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

FEED, BEDDING, VITAMINS AND SUPPLEMENTS FOR ANIMALS (SEE CLASS 875 FOR DRUGS AND
PHARMACEUTICALS FOR ANIMALS)

325

FENCING330
FERTILIZERS AND SOIL CONDITIONERS335
FIRE PROTECTION EQUIPMENT AND SUPPLIES340
FIRST AID AND SAFETY EQUIPMENT AND SUPPLIES (EXCEPT NUCLEAR AND WELDING)345
FLAGS, FLAG POLES, BANNERS, AND ACCESSORIES350
FLOOR COVERING, FLOOR COVERING INSTALLATION AND REMOVAL EQUIPMENT, AND SUPPLIES360
FLOOR MAINTENANCE MACHINES, PARTS, AND ACCESSORIES365
FOOD PROCESSING AND CANNING EQUIPMENT AND SUPPLIES370
FOODS: BAKERY PRODUCTS (FRESH)375
FOODS: DAIRY PRODUCTS (FRESH)380
FOODS, FROZEN385
FOODS: PERISHABLE390
FOODS: STAPLE GROCERY AND GROCER'S MISCELLANEOUS ITEMS393
FORMS, CONTINUOUS: COMPUTER PAPER, FORM LABELS, SNAP-OUT FORMS, AND FOLDERS FOR
FORMS

395

FOUNDRY CASTINGS, EQUIPMENT, AND SUPPLIES400
FUEL, OIL, GREASE AND LUBRICANTS405
FURNITURE: HEALTH CARE AND HOSPITAL FACILITY410
FURNITURE: LABORATORY415
FURNITURE: CAFETERIA, CHAPEL, DORMITORY, HOUSEHOLD, LIBRARY, LOUNGE, SCHOOL420
FURNITURE: OFFICE425
GASES, CONTAINERS, EQUIPMENT: LABORATORY, MEDICAL, AND WELDING430
GERMICIDES, CLEANERS, AND RELATED SANITATION PRODUCTS FOR HEALTH CARE PERSONNEL435
GLASS AND GLAZING SUPPLIES440
HAND TOOLS (POWERED AND NON-POWERED), ACCESSORIES AND SUPPLIES445
HARDWARE AND RELATED ITEMS450
HOSE, ACCESSORIES, AND SUPPLIES: INDUSTRIAL, COMMERCIAL, AND GARDEN460
HOSPITAL AND SURGICAL EQUIPMENT, INSTRUMENTS, AND SUPPLIES465
HOSPITAL HANDICAP AND RELATED SPECIALIZED EQUIPMENT AND SUPPLIES: MOBILITY, SPEECH
IMPAIRED, AND RESTRAINT ITEMS

470

HOSPITAL, SURGICAL, AND RELATED MEDICAL ACCESSORIES AND SUNDRY ITEMS475
JANITORIAL SUPPLIES, GENERAL LINE485
LABORATORY EQUIPMENT AND ACCESSORIES (FOR GENERAL ANALYTICAL AND RESEARCH USE):
NUCLEAR, OPTICAL, AND PHYSICAL

490

LABORATORY EQUIPMENT AND ACCESSORIES: BIOCHEMISTRY, CHEMISTRY, ENVIRONMENTAL
SCIENCE, ETC.

493

LABORATORY AND FIELD EQUIPMENT AND SUPPLIES: BIOLOGY, BOTANY, GEOLOGY,
MICROBIOLOGY, ZOOLOGY, ETC.

495

LAUNDRY AND DRY CLEANING EQUIPMENT, ACCESSORIES, PARTS AND SUPPLIES - COMMERCIAL500
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

LAUNDRY AND DRY CLEANING COMPOUNDS AND SUPPLIES505
LAUNDRY TEXTILES AND SUPPLIES510
LAWN MAINTENANCE EQUIPMENT, ACCESSORIES, AND PARTS (NON-AGRICULTURAL APPLICATIONS)515
LEATHER AND RELATED EQUIPMENT, PRODUCTS, ACCESSORIES, AND SUPPLIES520
LIBRARY AND ARCHIVAL EQUIPMENT, MACHINES, AND SUPPLIES525
LUGGAGE, BRIEF CASES, PURSES AND RELATED ITEMS530
LUMBER AND RELATED PRODUCTS540
MACHINERY AND HARDWARE, INDUSTRIAL545
MARKERS, PLAQUES AND TRAFFIC CONTROL DEVICES550
MARKING AND STENCILING DEVICES555
MASS TRANSPORTATION - TRANSIT BUS556
MASS TRANSPORTATION - TRANSIT BUS ACCESSORIES AND PARTS557
MASS TRANSPORTATION - RAIL VEHICLES AND SYSTEMS558
MASS TRANSPORTATION - RAIL VEHICLE PARTS AND ACCESSORIES559
MATERIAL HANDLING AND STORAGE EQUIPMENT AND ALLIED ITEMS560
MATTRESS MANUFACTURING MACHINERY AND SUPPLIES565
METALS: BARS, PLATES, RODS, SHEETS, STRIPS, STRUCTURAL SHAPES, TUBING, AND FABRICATED
ITEMS

570

MICROFICHE AND MICROFILM EQUIPMENT, ACCESSORIES, AND SUPPLIES575
MISCELLANEOUS PRODUCTS578
MUSICAL INSTRUMENTS, ACCESSORIES, AND SUPPLIES580
NOTIONS AND RELATED SEWING ACCESSORIES AND SUPPLIES590
NURSERY STOCK, EQUIPMENT, AND SUPPLIES595
OFFICE MACHINES, EQUIPMENT, AND ACCESSORIES600
OFFICE MECHANICAL AIDS, SMALL MACHINES, AND APPARATUSES605
OFFICE SUPPLIES: CARBON PAPER AND RIBBONS, ALL TYPES610
OFFICE SUPPLIES, GENERAL615
OFFICE SUPPLIES: ERASERS, INKS, LEADS, PENS, PENCILS, ETC.620
OPTICAL EQUIPMENT, ACCESSORIES, AND SUPPLIES625
PAINT, PROTECTIVE COATINGS, VARNISH, WALLPAPER, AND RELATED PRODUCTS630
PAINTING EQUIPMENT AND ACCESSORIES635
PAPER AND PLASTIC PRODUCTS, DISPOSABLE640
PAPER (FOR OFFICE AND PRINT SHOP USE)645
PARK, PLAYGROUND, RECREATIONAL AREA AND SWIMMING POOL EQUIPMENT650
PERSONAL HYGIENE AND GROOMING EQUIPMENT AND SUPPLIES652
PHOTOGRAPHIC EQUIPMENT AND SUPPLIES (NOT INCLUDING GRAPHIC ARTS, MICROFILM, AND
X-RAY)

655

PIPE AND TUBING658
PIPE AND TUBING FITTINGS659
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

PIPES, TOBACCOS, SMOKING ACCESSORIES; ALCOHOLIC BEVERAGES660
PLASTICS, RESINS, FIBERGLASS: CONSTRUCTION, FORMING, LAMINATING, AND MOLDING
EQUIPMENT, ACCESSORIES, AND SUPPLIES

665

PLUMBING EQUIPMENT, FIXTURES, AND SUPPLIES670
POISONS: AGRICULTURAL AND INDUSTRIAL675
POLICE EQUIPMENT AND SUPPLIES680
POULTRY EQUIPMENT AND SUPPLIES685
POWER GENERATION EQUIPMENT, ACCESSORIES, AND SUPPLIES690
POWER TRANSMISSION EQUIPMENT - ELECTRICAL, MECHANICAL, AIR AND HYDRAULIC691
PRINTING PLANT EQUIPMENT AND SUPPLIES (EXCEPT PAPERS)700
PROSTHETIC DEVICES, HEARING AIDS, AUDITORY TESTING EQUIPMENT, ELECTRONIC READING
DEVICES, ETC.

710

PUBLICATIONS AND AUDIOVISUAL MATERIALS (PREPARED MATERIALS ONLY, NOT EQUIPMENT,
SUPPLIES, OR PRODUCTION)(SEE CLASS 785 FOR INSTRUCTIONAL AIDS)

715

PUMPING EQUIPMENT AND ACCESSORIES720
RADIO COMMUNICATION, TELEPHONE, AND TELECOMMUNICATION EQUIPMENT, ACCESSORIES, AND
SUPPLIES

725

RADIO COMMUNICATION AND TELECOMMUNICATION TESTING, MEASURING, AND ANALYZING
EQUIPMENT, ACCESSORIES AND SUPPLIES

730

RAGS, SHOP TOWELS, AND WIPING CLOTHS735
REFRIGERATION EQUIPMENT AND ACCESSORIES740
ROAD AND HIGHWAY BUILDING MATERIALS (ASPHALTIC)745
ROAD AND HIGHWAY BUILDING MATERIALS (NOT ASPHALTIC)750
ROAD AND HIGHWAY EQUIPMENT AND PARTS: ASPHALT AND CONCRETE HANDLING AND
PROCESSING

755

ROAD AND HIGHWAY EQUIPMENT: EARTH HANDLING, GRADING, MOVING, PACKING, ETC.760
ROAD AND HIGHWAY EQUIPMENT (EXCEPT ASPHALT, CONCRETE, AND EARTH HANDLING
EQUIPMENT IN CLASSES 755 AND 760)

765

ROOFING770
SALT (SODIUM CHLORIDE) (SEE CLASS 393 FOR TABLE SALT)775
SCALES AND WEIGHING APPARATUS (SEE 175-08 FOR LABORATORY BALANCES)780
SCHOOL EQUIPMENT AND SUPPLIES785
SEED, SOD, SOIL, AND INOCULANTS790
SEWING ROOM AND TEXTILE MACHINERY, AND ACCESSORIES795
SHOES AND BOOTS800
SIGNS, SIGN MATERIALS, SIGN MAKING EQUIPMENT, AND RELATED SUPPLIES801
SOUND SYSTEMS, COMPONENTS, AND ACCESSORIES: GROUP INTERCOM, MUSIC, PUBLIC ADDRESS,
ETC.

803

SPORTING GOODS, ATHLETIC EQUIPMENT AND ATHLETIC FACILITY EQUIPMENT805
SPRAYING EQUIPMENT (EXCEPT HOUSEHOLD, NURSERY PLANT, AND PAINT)810
STEAM AND HOT WATER FITTINGS, ACCESSORIES, AND SUPPLIES815
STEAM AND HOT WATER BOILERS AND STEAM HEATING EQUIPMENT820 157
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

STOCKMAN EQUIPMENT AND SUPPLIES825
TANKS (METAL, WOOD, AND SYNTHETIC MATERIALS): MOBILE, PORTABLE, STATIONARY, AND
UNDERGROUND TYPES

830

TAPE (NOT DATA PROCESSING, MEASURING, OPTICAL, SEWING, SOUND, OR VIDEO)832
TELEVISION EQUIPMENT AND ACCESSORIES840
TESTING APPARATUS AND INSTRUMENTS (NOT FOR ELECTRICAL OR ELECTRONIC MEASUREMENTS)845
TEXTILES, FIBERS, HOUSEHOLD LINENS, AND PIECE GOODS850
THEATRICAL EQUIPMENT AND SUPPLIES855
TICKETS, COUPON BOOKS, SALES BOOKS, STRIP BOOKS, ETC.860
TIRES AND TUBES863
TRAIN CONTROLS, ELECTRONIC864
TWINE865
VENETIAN BLINDS, AWNINGS, AND SHADES870
VETERINARY EQUIPMENT AND SUPPLIES (SEE CLASS 325 FOR VITAMINS AND SUPPLEMENTS FOR
ANIMALS)

875

VISUAL EDUCATION EQUIPMENT AND SUPPLIES (EXCEPT PROJECTION LAMPS -SEE CLASS 285)880
VOICE  RESPONSE  SYSTEMS883
WATER AND WASTEWATER TREATING CHEMICALS885
WATER SUPPLY, GROUNDWATER, SEWAGE TREATMENT, AND RELATED EQUIPMENT (NOT FOR AIR
CONDITIONING, STEAM BOILER, OR LABORATORY REAGENT WATER)

890

WELDING EQUIPMENT AND SUPPLIES895
X-RAY AND OTHER RADIOLOGICAL EQUIPMENT AND SUPPLIES (MEDICAL)898
AIRCRAFT AND AIRPORT OPERATIONS SERVICES905
ARCHITECTURAL SERVICES, PROFESSIONAL906
ARCHITECTURAL AND ENGINEERING SERVICES, NON-PROFESSIONAL907
BOOKBINDING, REBINDING, AND REPAIRING908
BUILDING CONSTRUCTION SERVICES, NEW909
BUILDING MAINTENANCE AND REPAIR SERVICES910
CONSTRUCTION SERVICES, GENERAL912
CONSTRUCTION SERVICES, HEAVY913
CONSTRUCTION SERVICES, TRADE (NEW CONSTRUCTION)914
COMMUNICATIONS AND MEDIA RELATED SERVICES915
CONSULTING SERVICES918
DATA PROCESSING, COMPUTER, AND SOFTWARE SERVICES920
EDUCATIONAL SERVICES924
ENGINEERING SERVICES, PROFESSIONAL925
ENVIRONMENTAL AND ECOLOGICAL SERVICES926
EQUIPMENT MAINTENANCE, RECONDITIONING AND REPAIR SERVICES FOR AUTOMOBILES, TRUCKS,
TRAILERS, TRANSIT BUSES AND OTHER VEHICLES

928

EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - AGRICULTURAL, and HEAVY
INDUSTRIAL EQUIPMENT

929
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - APPLIANCE, ATHLETIC,
CAFETERIA, FURNITURE, MUSICAL INSTRUMENTS, AND SEWING EQUIPMENT

931

EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - LAUNDRY, LAWN, PAINTING,
PLUMBING, AND SPRAYING EQUIPMENT

934

EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - GENERAL EQUIPMENT936
EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - HOSPITAL, LABORATORY,
AND TESTING EQUIPMENT

938

EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - OFFICE, PHOTOGRAPHIC,
AND RADIO/TELEVISION EQUIPMENT

939

EQUIPMENT MAINTENANCE, REPAIR, CONSTRUCTION, AND RELATED SERVICES - RAILROAD940
EQUIPMENT MAINTENANCE, RECONDITIONING, REPAIR, AND RELATED SERVICES - POWER
GENERATION

941

FISHING, HUNTING, TRAPPING, GAME PROPAGATION, AND RELATED SERVICES945
FINANCIAL SERVICES946
FORESTRY SERVICES947
HEALTH RELATED SERVICES (FOR HUMAN SERVICES SEE CLASS 952)948
HUMAN SERVICES952
INSURANCE, ALL TYPES953
LAUNDRY AND DRY CLEANING SERVICES954
LIBRARY SERVICES (SEE CLASS 908 FOR BOOKBINDING, REBINDING, AND REPAIRING)956
MANAGEMENT  SERVICES958
MARINE CONSTRUCTION SERVICES; MARINE EQUIPMENT MAINTENANCE AND REPAIR; RELATED
MARINE SERVICES

959

MISCELLANEOUS SERVICES, NO. 1961
MISCELLANEOUS SERVICES, NO. 2962
PRINTING PREPARATIONS: ETCHING, PHOTOENGRAVING, AND PREPARATION OF MATS, NEGATIVES
AND PLATES

965

PRINTING AND RELATED SERVICES966
PUBLIC WORKS AND RELATED SERVICES968
REAL PROPERTY RENTAL OR LEASE971
RENTAL OR LEASE SERVICES OF EQUIPMENT - AGRICULTURAL, AIRCRAFT, AUTOMOTIVE, HEAVY
EQUIPMENT, AND MARINE EQUIPMENT

975

RENTAL OR LEASE SERVICES OF EQUIPMENT - APPLIANCES, CAFETERIA, FILM, FURNITURE,
HARDWARE, MUSICAL, SEWING, AND WINDOW AND FLOOR COVERINGS

977

RENTAL OR LEASE SERVICES OF EQUIPMENT - ENGINEERING, HOSPITAL, LABORATORY, PRECISION
INSTRUMENTS, REFRIGERATION, SCALES, AND TESTING EQUIPMENT

979

RENTAL OR LEASE OF EQUIPMENT - GENERAL EQUIPMENT981
RENTAL OR LEASE SERVICES OF EQUIPMENT - CLOTHING, JANITORIAL, LAUNDRY, LAWN, PAINTING,
SPRAYING, AND TEXTILE EQUIPMENT

983

RENTAL OR LEASE SERVICES OF COMPUTERS, DATA PROCESSING, AND WORD PROCESSING
EQUIPMENT

984

RENTAL OR LEASE SERVICES OF EQUIPMENT - OFFICE, PHOTOGRAPHIC, PRINTING,
RADIO/TELEVISION/TELEPHONE EQUIPMENT

985

ROADSIDE, GROUNDS, RECREATIONAL AND PARK AREA SERVICES988
SAMPLING AND SAMPLE PREPARATION SERVICES (FOR TESTING)989 159
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Please indicate which products and/or services your company can supply by checking the appropriate box(es).  Upon receipt of both
the Vendor Application and the completed Commodity/Class ID Listing, the Purchasing Division will send a detailed item list for each
Commodity Category selected.

Company Name:

Peralta Community College District
Commodity/Class ID Listing

Class Description

SECURITY, FIRE, SAFETY, AND EMERGENCY SERVICES990
TESTING AND CALIBRATION SERVICES992
SALE OF SURPLUS & OBSOLETE ITEMS998
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Give form to the
requester. Do not
send to the IRS.

Form W-9 Request for Taxpayer
Identification Number and Certification(Rev. January 2003)

Department of the Treasury
Internal Revenue Service

Name

List account number(s) here (optional)

Address (number, street, and apt. or suite no.)

City, state, and ZIP code

P
ri

nt
 o

r 
ty

p
e

S
ee

 S
p

ec
ifi

c 
In

st
ru

ct
io

ns
 o

n 
p

ag
e 

2.

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. For individuals, this is your social security number (SSN).
However, for a resident alien, sole proprietor, or disregarded entity, see the Part I instructions on
page 3. For other entities, it is your employer identification number (EIN). If you do not have a number,
see How to get a TIN on page 3.

Social security number

––
or

Requester’s name and address (optional)

Employer identification numberNote: If the account is in more than one name, see the chart on page 4 for guidelines on whose number
to enter. –

Certification

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and

I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has
notified me that I am no longer subject to backup withholding, and

2.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must
provide your correct TIN. (See the instructions on page 4.)

Sign
Here

Signature of
U.S. person � Date �

Purpose of Form

Form W-9 (Rev. 1-2003)

Part I

Part II

Business name, if different from above

Cat. No. 10231X

Check appropriate box:

Under penalties of perjury, I certify that:

U.S. person. Use Form W-9 only if you are a U.S. person
(including a resident alien), to provide your correct TIN to the
person requesting it (the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding,
or

3. Claim exemption from backup withholding if you are a
U.S. exempt payee.

Foreign person. If you are a foreign person, use the
appropriate Form W-8 (see Pub. 515, Withholding of Tax on
Nonresident Aliens and Foreign Entities).

3. I am a U.S. person (including a U.S. resident alien).

A person who is required to file an information return with
the IRS, must obtain your correct taxpayer identification
number (TIN) to report, for example, income paid to you, real
estate transactions, mortgage interest you paid, acquisition
or abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Individual/
Sole proprietor Corporation Partnership Other �

Exempt from backup
withholding

Note: If a requester gives you a form other than Form W-9
to request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.

Nonresident alien who becomes a resident alien.
Generally, only a nonresident alien individual may use the
terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, most tax treaties contain a
provision known as a “saving clause.” Exceptions specified
in the saving clause may permit an exemption from tax to
continue for certain types of income even after the recipient
has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an
exception contained in the saving clause of a tax treaty to
claim an exemption from U.S. tax on certain types of income,
you must attach a statement that specifies the following five
items:

1. The treaty country. Generally, this must be the same
treaty under which you claimed exemption from tax as a
nonresident alien.

2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that

contains the saving clause and its exceptions.
4. The type and amount of income that qualifies for the

exemption from tax.
5. Sufficient facts to justify the exemption from tax under

the terms of the treaty article.
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Form W-9 (Rev. 1-2003) Page 2

Sole proprietor. Enter your individual name as shown on
your social security card on the “Name” line. You may enter
your business, trade, or “doing business as (DBA)” name on
the “Business name” line.

Other entities. Enter your business name as shown on
required Federal tax documents on the “Name” line. This
name should match the name shown on the charter or other
legal document creating the entity. You may enter any
business, trade, or DBA name on the “Business name” line.

If the account is in joint names, list first, and then circle,
the name of the person or entity whose number you entered
in Part I of the form.

Limited liability company (LLC). If you are a single-member
LLC (including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner’s
name on the “Name” line. Enter the LLC’s name on the
“Business name” line.

Specific Instructions

Name

Exempt From Backup Withholding

Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.

5. You do not certify to the requester that you are not
subject to backup withholding under 4 above (for reportable
interest and dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-9.

Civil penalty for false information with respect to
withholding. If you make a false statement with no
reasonable basis that results in no backup withholding, you
are subject to a $500 penalty.
Criminal penalty for falsifying information. Willfully
falsifying certifications or affirmations may subject you to
criminal penalties including fines and/or imprisonment.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN
to a requester, you are subject to a penalty of $50 for each
such failure unless your failure is due to reasonable cause
and not to willful neglect.

Misuse of TINs. If the requester discloses or uses TINs in
violation of Federal law, the requester may be subject to civil
and criminal penalties.

If you are an individual, you must generally enter the name
shown on your social security card. However, if you have
changed your last name, for instance, due to marriage
without informing the Social Security Administration of the
name change, enter your first name, the last name shown on
your social security card, and your new last name.

Exempt payees. Backup withholding is not required on any
payments made to the following payees:

1. An organization exempt from tax under section 501(a),
any IRA, or a custodial account under section 403(b)(7) if the
account satisfies the requirements of section 401(f)(2);

2. The United States or any of its agencies or
instrumentalities;

3. A state, the District of Columbia, a possession of the
United States, or any of their political subdivisions or
instrumentalities;

4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities; or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation;
7. A foreign central bank of issue;
8. A dealer in securities or commodities required to register

in the United States, the District of Columbia, or a
possession of the United States;

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding” box in the line following
the business name, sign and date the form.

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or

3. The IRS tells the requester that you furnished an
incorrect TIN, or

2. You do not certify your TIN when required (see the Part
II instructions on page 4 for details), or

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make
the proper certifications, and report all your taxable interest
and dividends on your tax return.

1. You do not furnish your TIN to the requester, or

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 30% of such payments (29% after December
31, 2003; 28% after December 31, 2005). This is called
“backup withholding.” Payments that may be subject to
backup withholding include interest, dividends, broker and
barter exchange transactions, rents, royalties, nonemployee
pay, and certain payments from fishing boat operators. Real
estate transactions are not subject to backup withholding.

Payments you receive will be subject to backup
withholding if:

If you are a nonresident alien or a foreign entity not
subject to backup withholding, give the requester the
appropriate completed Form W-8.

Example. Article 20 of the U.S.-China income tax treaty
allows an exemption from tax for scholarship income
received by a Chinese student temporarily present in the
United States. Under U.S. law, this student will become a
resident alien for tax purposes if his or her stay in the United
States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to continue to apply
even after the Chinese student becomes a resident alien of
the United States. A Chinese student who qualifies for this
exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on
his or her scholarship or fellowship income would attach to
Form W-9 a statement that includes the information
described above to support that exemption.

Note: You are requested to check the appropr iate box for
your status (individual/sole propr ietor, corporation, etc. ).

Note: If you are exempt from backup withholding, you should
still complete this form to avoid possible erroneous backup
withholding.
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Form W-9 (Rev. 1-2003) Page 3

Part I. Taxpayer Identification
Number (TIN)
Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an
SSN, your TIN is your IRS individual taxpayer identification
number (ITIN). Enter it in the social security number box. If
you do not have an ITIN, see How to get a TIN below.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5,
Application for a Social Security Card, from your local Social
Security Administration office or get this form on-line at
www.ssa.gov/online/ss5.html. You may also get this form
by calling 1-800-772-1213. Use Form W-7, Application for
IRS Individual Taxpayer Identification Number, to apply for an
ITIN, or Form SS-4, Application for Employer Identification
Number, to apply for an EIN. You can get Forms W-7 and
SS-4 from the IRS by calling 1-800-TAX-FORM
(1-800-829-3676) or from the IRS Web Site at www.irs.gov.

If you are asked to complete Form W-9 but do not have a
TIN, write “Applied For” in the space for the TIN, sign and
date the form, and give it to the requester. For interest and
dividend payments, and certain payments made with respect
to readily tradable instruments, generally you will have 60
days to get a TIN and give it to the requester before you are
subject to backup withholding on payments. The 60-day rule
does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you
provide your TIN to the requester.

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that
you use your SSN.

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Limited liability
company (LLC) on page 2), enter your SSN (or EIN, if you
have one). If the LLC is a corporation, partnership, etc., enter
the entity’s EIN.
Note: See the chart on page 4 for further clar ification of
name and TIN combinations.

Note: Writing “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.
Caution: A disregarded domestic entity that has a foreign
owner must use the appropr iate Form W-8.

9. A futures commission merchant registered with the
Commodity Futures Trading Commission;

10. A real estate investment trust;
11. An entity registered at all times during the tax year

under the Investment Company Act of 1940;
12. A common trust fund operated by a bank under

section 584(a);
13. A financial institution;
14. A middleman known in the investment community as a

nominee or custodian; or
15. A trust exempt from tax under section 664 or

described in section 4947.

THEN the payment is exempt
for . . .

If the payment is for . . .

All exempt recipients except 
for 9

Interest and dividend payments

Exempt recipients 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker

Broker transactions

Exempt recipients 1 through 5Barter exchange transactions
and patronage dividends

Generally, exempt recipients
1 through 7 2

Payments over $600 required
to be reported and direct
sales over $5,000 1

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from backup
withholding: medical and health care payments, attorneys’ fees; and payments
for services paid by a Federal executive agency.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.
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Form W-9 (Rev. 1-2003) Page 4

 

What Name and Number To Give the
Requester

Give name and SSN of:For this type of account:

The individual1. Individual

The actual owner of the account
or, if combined funds, the first
individual on the account 1

2. Two or more individuals (joint
account)

The minor 23. Custodian account of a minor
(Uniform Gift to Minors Act)

The grantor-trustee 14. a. The usual revocable
savings trust (grantor is
also trustee)

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered
active during 1983. You must give your correct TIN, but you
do not have to sign the certification.

The actual owner 1b. So-called trust account
that is not a legal or valid
trust under state law2. Interest, dividend, broker, and barter exchange

accounts opened after 1983 and broker accounts
considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are
subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2
in the certification before signing the form.

The owner 35. Sole proprietorship or
single-owner LLC

Give name and EIN of:For this type of account:

3. Real estate transactions. You must sign the
certification. You may cross out item 2 of the certification.

A valid trust, estate, or
pension trust

6.

Legal entity 4

4. Other payments. You must give your correct TIN, but
you do not have to sign the certification unless you have
been notified that you have previously given an incorrect TIN.
“Other payments” include payments made in the course of
the requester’s trade or business for rents, royalties, goods
(other than bills for merchandise), medical and health care
services (including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat
crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

The corporationCorporate or LLC electing
corporate status on Form
8832

7.

The organizationAssociation, club, religious,
charitable, educational, or
other tax-exempt organization

8.

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529),
IRA or Archer MSA contributions or distributions, and
pension distributions. You must give your correct TIN, but
you do not have to sign the certification.

The partnershipPartnership or multi-member
LLC

9.

The broker or nomineeA broker or registered
nominee

10.

The public entityAccount with the Department
of Agriculture in the name of
a public entity (such as a
state or local government,
school district, or prison) that
receives agricultural program
payments

11.

Privacy Act Notice

1 List first and circle the name of the person whose number you furnish. If only
one person on a joint account has an SSN, that person’s number must be
furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name, but you may also enter your
business or “DBA” name. You may use either your SSN or EIN (if you have
one).
4 List first and circle the name of the legal trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the legal
entity itself is not designated in the account title.)

Note: If no name is circled when more than one name is
listed, the number will be considered to be that of the first
name listed.

Sole proprietorship or
single-owner LLC

The owner 3

12.

Part II. Certification

For a joint account, only the person whose TIN is shown in
Part I should sign (when required). Exempt recipients, see
Exempt from backup withholding on page 2.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 30% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.

To establish to the withholding agent that you are a U.S.
person, or resident alien, sign Form W-9. You may be
requested to sign by the withholding agent even if items 1, 3,
and 5 below indicate otherwise.

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA or Archer MSA. The IRS uses the
numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this information
to the Department of Justice for civil and criminal litigation, and to cities, states, and the District of Columbia to carry out their
tax laws. We may also disclose this information to other countries under a tax treaty, or to Federal and state agencies to enforce
Federal nontax criminal laws and to combat terrorism.

Signature requirements. Complete the certification as
indicated in 1 through 5 below.
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PAYMENT FOR SERVICES – NOT TO EXCEED $600.00 
Peralta Community College District 

333 E. 8th Street, Oakland, CA 94606 
 
Send Original to Account Payable.  

APPROVED BY: ____________________________________________________________________ 
 (President/ Business Officer) 

 
 DISTRICT                    Date _____________________________ 
 LANEY 
 MERRITT 
 BERKELEY CITY COLLEGE 
 COLLEGE OF ALAMEDA 

 
REQUEST FOR PAYMENT FROM ACCOUNTS PAYABLE FOR THE FOLLOWING SERVICE: (Not 
for District Employees) 
 
For Services As:   Model  Interpreter  Lecturer  Athletic Official 

  Child Care 
 Provider 

 Other  

 
Name  

 
VENDOR NO.   

 
Address:  

 
 
 
 
 

 
  

Phone No.  
 

Payees Signature   
 

Checks will be mailed to the Remit To address on file in the Vendor Database. 
 

PAYMENT INFORMATION 
Instructor  Dept.  
Class Activity  
Payment Amount  
Date(s) & Hours 
Services Provided  

 

Account Codes   
Requisition Number  Invoice No.  
 

FOR CAMPUS BUSINESS OFFICE ONLY 
Authorized By   Administrator  Department or Division Manager 

Signature  
Print Name  
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Peralta Community College District 
 
 
 
 

Human Resources and 
Employee Relations 
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Ruby Andrews
Human Resources Generalist

Classified Personnel
(District‐wide)

Julie Huang
Human Resources Generalist

Faculty Personnel 
(COA, Merritt & District)

Denise M. Fontenot
Human Resources Generalist

Faculty Personnel
(Laney & Berkeley City College) 

Nancy Pak
Human Resources Generalist

Leaves & Absences

(Vacant)
Sr. Human Resources Analyst

Classification Plan

(Vacant)
Staff Assistant/HR

Application Intake & Services 

Natasha Spivey
Human Resources Analyst

Recruitment

Anthony Matchette
Clerical Assistant II (SEIU)

Personnel Files/Clerical support

Isabel Cabrera
Staff Assistant/HR

Student Employment
(District‐wide/ LIVESCAN)

Trudy Largent
Vice Chancellor for Human Resources

Jennifer Seibert
Benefits Coordinator

Kashi Yamashita
Executive Assistant

David Betts
Director of Human Resources

(Vacant)
Employee & Labor Relations Analyst

(Vacant)
Human Resources Analyst

Recruitment/HRIS
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Peralta Community College District
Human Resource Services & Employee Relations Department

HR Staff - Areas of Responsibility
Name and Title Contact

Trudy Largent - Vice Chancellor for 
Human Resources

Tel 510-466-7252. Fax 510-587-
7874. tlargent@peralta.edu

David Betts - Director of Human 
Resources

Tel 510-466-7257. Fax 510-466-
7280. dbetts@peralta.edu

Kashi Yamashita - Executive Assistant Tel. 510-466-7265. Fax 510-466-
7249. kyamashita@peralta.edu

Administrative support for the Vice Chancellor for Human 
Resources. 

Jennifer Seibert - Benefits Coordinator Tel. 510-587-7838. Fax 510-986-
6903. jseibert@peralta.edu Benefits administration for employees and retirees. 

Vacant - Senior Human Resources 
Analyst

Tel. 510-466-7283. Fax 510-466-
7280. 

District-wide classification and compensation plan. Advice 
and direction on a range of matters. 

Nancy Pak - Human Resources 
Generalist

Tel. 510-466-7386. Fax 510-466-
7280. npak@peralta.edu. Leaves and absences for District employees. 

Natasha Spivey - Human Resources 
Analyst

Tel. 510-466-7291. Fax 510-466-
7397. nspivey@peralta.edu

Recruitment and selection for College of Alameda, Merritt 
College, and District. Classification. Other duties. 

Denise Fontenot - Human Resources 
Generalist

Tel. 510-466-7292. Fax 510-466-
7280. dfontenot@peralta.edu

Intake and services for academic/faculty emloyees for 
Laney College and Berkeley City College. (Alternate to 
Julie Huang.) 

Julie Huang - Human Resources 
Generalist

Tel. 510-466-7354. Fax 510-466-
7397. jhuang@peralta.edu

Intake and services for academic/faculty employees for 
College of Alameda, Merritt College, and District. 
(Alternate to Denise Fontenot.) 

Ruby Andrews - Human Resources 
Generalist

Tel. 510-466-7288. Fax 510-466-
7397. randrews@peralta.edu

Intake and services for Peralta classified employees 
district-wide. (Alternate to Nancy Pak.) 

Isabel Cabrera - Staff Assistant, Human 
Resources

Tel. 510-466-7293. Fax 510-466-
7280. icabrera@peralta.edu Student employment and adjunct leaves. LiveScan.  

Anthony Matchette - Clerical Assistant 
II, Human Resources

Tel. 510-466-7290. Fax 510-466-
7280. amatchette@peralta.edu. Clerical functions. Assistance with LiveScan. 
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Who  Functions    Mgr/ 
Sup 

Trudy Largent 
(Vice Chancellor of  
Human Resources) 
 
 

The Vice Chancellor for Human Resources is responsible to plan, organize, coordinate, and monitor the 
daily operations of the Peralta Community College District’s comprehensive human resources management 
and employee relations program for administrative, academic and classified personnel; and provides 
technical assistance in the area of human resources to all District administrators, Governing Board and 
staff.  The Vice Chancellor for Human Resources has oversight responsibility for the human resources 
function at all four colleges within the Peralta Community College District. 

WEA 

David Betts 
(HR Director) 
 
 

The Director of Human Resources, under general direction, and in accordance with policies and 
procedures, supervises the daily operations of the District Office of Human Resources, manages and 
administers human resources operations for the District; coordinates and executes policies, methods and 
procedures in connection with employee performance evaluation, recruitment and selection, assessment 
of professional development needs, classification, compensation, and other activities. 

TL 

Jennifer Seibert 
(Benefits Coord.) 

Under general direction of the Vice Chancellor for Human Resources, performs professional‐level work 
including research and analysis, cost/benefit analyses, recommendations for program changes and the 
preparation of reports. Performs a variety of professional‐level work in the delivery of the District’s 
employee fringe benefits plan.  Performs other related work as required. 

TL 

Kashi Yamashita 
(Executive Asst.) 

Under the supervision of the Vice Chancellor for Human Resources, provides a broad range of routine 
paraprofessional, technical, and administrative support services to the Office of Human Resources. 
Prepares various routine and specialized administrative documents and correspondence, and coordinates 
or oversees all day‐to‐day office operations and administrative support activities.  Performs work of 
standard professional difficulty, and research and analysis, and drafting of documentation.  

DAB 

Vacant 
(Sr. HR Analyst) 

Under general direction, performs a variety of complex and difficult, professional, advanced, journey level 
administrative, technical and analytical duties in support of the District’s human resources functions. Those 
functions include, but are not limited to, classification, compensation, employer‐employee relations, labor 
relations, and recruitment/selection.   

DAB 

Natasha Spivey 
(HR Analyst) 

Under general direction, performs professional‐level work by conducting a variety of research and 
analytical duties in the office of Human Resources primarily in the area of recruitment and selection, and 
classification and compensation.  Responsible for the recruitment and selection process that fills all District 
vacancies including management, faculty, and classified positions.  The HR Analyst conducts research and 
analysis related to special projects in the area of HR assigned. 

DAB 
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Page 2 of 2 

     
Who  Functions    Mgr/ 

Sup 
Vacant 
(HR Analyst) 

Under general direction, performs a variety of advanced, journey level administrative, technical and 
analytical duties in support of the District’s HR functions. Those functions include, but are not limited to, 
recruitment and selection, classification, leaves and absences, and information management.   

DAB 

Nancy Pak 
(HR Generalist) 

Under general direction of the Director of Human Resources, performs professional‐level work in the 
analysis, research, preparation and monitoring of employee leaves and performance evaluations.  While 
primarily assigned to employee leaves and performance evaluations, may be assigned to perform other 
generalist level duties including but not limited to academic employment and classified employment. 

DAB 

Denise Fontenot 
(HR Generalist) 

Under general direction of the Director of Human Resources or designee, the HR Generalist performs 
professional‐level work in the analysis, research, preparation and monitoring of personnel transactions.  
The incumbent may also be assigned to perform other generalist level duties including, but limited to, 
academic employment, classified employment, employee leaves and performance evaluations. 

DAB 

Julie Huang 
(HR Generalist) 

Under general direction of the Director of Human Resources or designee, the HR Generalist performs 
professional‐level work in the analysis, research, preparation and monitoring of personnel transactions.  
The incumbent may also be assigned to perform other generalist level duties including, but limited to, 
academic employment, classified employment, employee leaves and performance evaluations. 

DAB 

Ruby Andrews 
(HR Generalist) 

Under general direction of the Director of Human Resources or designee, the HR Generalist performs 
professional‐level work in the analysis, research, preparation and monitoring of personnel transactions.  
The incumbent may also be assigned to perform other generalist level duties including, but limited to, 
academic employment, classified employment, employee leaves and performance evaluations. 

DAB 

Isabel Cabrera 
(Staff Assistant/HR) 

Under general supervision, performs a wide variety of complex and advanced clerical and technical 
functions; provides administrative support in the Office of HR, including processing student hiring packets; 
creating electronic and paper student personnel files; maintains student personnel files; performs 
fingerprinting services for employees and the general public; and assists in monitoring temporary, part‐
time faculty for salary step increase. 

DAB 

Vacant 
(Staff Assistant/HR) 

Under general supervision, performs a wide variety of complex and advanced clerical and technical 
functions, greets and assists visitors, receives job applications, provides technical and administrative 
support in the recruitment and selection process; performs other duties as assigned. 

DAB 

Anthony Matchette 
Clerical Assistant II 

Responsible for day‐to‐day filing and performs file maintenance; greets visitors; opens and distributes mail; 
maintains job boards, forms, and supplies; performs other related duties. 
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Department Of Marketing, Public Relations and Department Of Marketing, Public Relations and 
Communications (August Communications (August 2010)2010)

Jeffrey Jeffrey HeymanHeyman
Executive DirectorExecutive Director

(510) 466(510) 466--73697369

Diana FitzgeraldDiana Fitzgerald
Senior Senior SectSect’’yy
(510) 466(510) 466--72677267

Peralta TVPeralta TV MarketingMarketing

Michelle LeeMichelle Lee
Program SpecialistProgram Specialist

(510) 464(510) 464--32553255

Jim SteinJim Stein
Electronic Tech. Electronic Tech. 
(510) 464(510) 464--32583258

Cecilia VazquezCecilia Vazquez
Master ControlMaster Control
(510) 464(510) 464--32583258

Taylor WanslayTaylor Wanslay
TV ProducerTV Producer

(510) 464(510) 464--32583258

Josh KahnJosh Kahn
TV ProducerTV Producer

(510) 464(510) 464--32583258

James CalhounJames Calhoun
TV ProducerTV Producer

(510) 464(510) 464--32583258

Herb KitchenHerb Kitchen
Marketing Coord.Marketing Coord.

(510) 466(510) 466--72227222

Suzanne CancillaSuzanne Cancilla
Web/Graphics Web/Graphics 
(510) 587(510) 587--7859 7859 

Chris GatmaitanChris Gatmaitan
Staff Ser. GraphicsStaff Ser. Graphics

(510) 466(510) 466--72637263

ChancellorChancellor
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Introduction 
This document describes the central principles and features of Peralta’s Planning and Budgeting 
Integration Model (PBIM). The goal of the PBI process is to generate effective recommendations 
for the district as a whole. An important objective of the PBIM is to streamline and clarify the 
district-wide process for developing recommendations leading to decision-making. 

The PBIM was implemented in August 2009 (Administrative Procedure 2.20). The revision was 
based on the recommendations of the Chancellor’s Working Group (CWG) – a task force 
representing the four colleges, Academic Senates, PFT, Classified Senates, Local 1021 and 
administrators – to improve the efficiency, effectiveness, timeliness and integration of the 
district-wide advisory committees. The process also fulfills the Strategic Plan vision of enhanced 
coordination and collaboration leading to decision making at the district level and ensuring the 
implementation of those decisions.  

Goals 
The PBI has several key goals 

 Integrate planning and budgeting across the four colleges and district offices 

 Support a strategic and future-oriented orientation by bringing the expertise of the four 
colleges together to focus on trends, best practices, and student learning and success 

 Support a culture of collaboration and coordination  

 Streamline decision making among the colleges and district service centers by providing a 
transparent and efficient process of collaboration leading to decisions 

 Increase the range of options and resources available in difficult budget circumstances by 
emphasizing collaboration within Peralta, and working with external partners.  

 The PBI also is the core response to the Accreditation recommendation that the colleges and 
district offices collectively establish a coordinated planning and budgeting system, which 
delineates functional responsibilities and provides a clear process for decision-making.  

Implementing the Strategic Plan 

The PBI is a core step in implementing the District-wide mission: 

We are a collaborative community of colleges. Together, we provide educational 
leadership for the East Bay, delivering programs and services that sustainably enhance 
the region’s human, economic, environmental, and social development. We empower our 
students to achieve their highest aspirations. We develop leaders who create 
opportunities and transform lives. Together with our partners, we provide our diverse 
students and communities with equitable access to the educational resources, 
experiences, and life-long opportunities to meet and exceed their goals. 

  

1 

192



District-Wide Advisory Committees 
The PBI is an integrated district-wide planning and budget advisory system of four committees 
that receive planning inputs from the colleges and make recommendations to the Chancellor.   

 

Technology 
Committee 

Education 
Committee 

Facilities 
Committee 

Planning and 
Budgeting 

Council 

 

 

 

 

 

 

Subject-Matter Committees: Technology, Education, and Facilities 
The role of the three district subject matter committees is to recommend decisions that build on 
college program reviews and annual institutional plans and goals and achieve the best results 
possible for students and the district as a whole. Specifically, the committees will 

 Stress the use of program reviews and plans in making decisions 

 Seek collaborative solutions that make most efficient use of resources on a district-wide basis 

 Develop good decisions that all colleges can “live with” based on adherence to transparent 
discussion and decision making based on data and effective communication. 

 Provide feedback to the colleges 

 Provide technical review of the college priorities 

 Ensure consistency between college requests and existing approved plans (i.e., subject-matter 
plans, district-wide Strategic plans, etc.) 

 Identify opportunities for college-to-college collaboration where resource sharing could be 
useful. 

Planning and Budgeting Council 
The PBC makes recommendations to the chancellor and receives a response from the chancellor 
before the chancellor pursues any significant course of action. The committee shall also receive 
draft policy initiatives and considerations from the chancellor and the board and make 
recommendations on those before any significant action is taken by the chancellor. 

The PBC recommends integrated educational and resource priorities to the Chancellor. The PBC 
makes recommendations on Board policies and policies and decisions initiated by the 
Chancellor. For unresolved issues, the PBC recommends resolutions for any issue where there is 
not agreement, i.e., issues between the colleges and district offices, between or among the 
colleges, or any other set of parties in disagreement.  

2 
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For shared agreement items, the PBC performs the following functions: (1) Affirms consistency 
with strategic and educational plans; (2) recommends a coordinated planning approach across 
education, facilities, IT, fiscal, etc., and across colleges and initiatives; (3) recommends a 
prioritization of plans across subject areas and colleges; (4) identifies funding approaches to 
support the priorities.  

The PBC is responsible for providing oversight on the implementation of the Strategic Plan and 
annual institutional goals that support implementation of the Strategic Plan. The PBC also 
ensures accountability for follow-through on recommendations; the PBC will track their 
recommendations and determine which of two results occurred: 1) the recommendation was 
implemented including any modifications or 2) the recommendation was not implemented and 
the reasons for it not being implemented. The PBC also ensures accountability for follow-
through on process steps: Did constituencies, colleges, district service centers, committees, etc., 
perform the agreed upon steps in the process. 

Operating Principles 
The operating principles will guide the work of the PBI committees. These principles will be 
supported by specific implementing tools and procedures.  

1. Use a District-Wide Perspective: The committees will focus on student success using a 
district-wide perspective to coordinate the strengths of the colleges.  

2. Use “Shared Agreement” to Create Effective Collaborative Solutions: The committees will 
develop sound and balanced plans. The “shared agreement” decision model will support the 
success of each college in a coordinated district-wide strategy.  

3. Ensure Consistent Committee Engagement: Committee members are expected to attend all 
meetings. To ensure consistency, alternates are not allowed. If a member misses three 
meetings, the PBC will request a replacement, but there can be one replacement per year. 

4. Commit to Process and Meeting Effectiveness: The PBI committee meetings will start and 
end on time; use well-designed agendas; and balance deliberation with decision-making.  

5. Adhere to the Annual Integrated Calendar: Each committee will perform its responsibilities 
according to the timelines set in the integrated planning-budgeting calendar.  

6. Provide Ongoing Two-Way Communication: The process is structured around two-way 
communication between the colleges and the PBI committees; the subject matter committees 
and the Planning and Budgeting Council; and between the Chancellor/Board and the PBI 
process.  

7. Maintain a Transparent Process: PBI meetings are open, with opportunities for comment 
provided. Minutes will be published on a timely basis. Committees can use a variety of 
methods to obtain additional input and communication, for example, inviting presenters, 
making site visits, listening sessions, meeting at the colleges, etc.  

8. Ensure the Official Advisory Capacity of the PBI: Only formally appointed committee 
members can participate in official committee deliberations and decisions. Agendas will 
include time for non-member comments.  

3 
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9. Be Adaptive During the Implementation Phase: The PBI process will be improved as 
needed during implementation. The first year will be reviewed by the CWG. The first term of 
membership is two-years to allow sufficient consistency for effective implementation.  

Implementation Roles 
Each committee will be led by a Chairperson and supported by a facilitation team. The 
committees also have co-chairs to provide input and guidance on process and agenda design. The 
chairs, co-chair, and facilitators are intended to work collaboratively to support an effective and 
efficient process.  

Chair 
The most important role of the Chair is to ensure that the committee delivers the 
recommendations for each of the “Key Decisions” tasked to the committee for the planning-
budgeting cycle.  To meet this core objective, the chair has the following roles:  

 Develop a timeline of meetings and activities to deliver recommendations.   

In coordination with the Strategic Management Team and the Chair of the Planning and 
Budgeting Council (Vice Chancellor, Finance), each chair will develop by September 15 
a calendar for achieving the committee’s milestones.  

 Provide status reports to SMT  

The Chairs are to communicate the status and progress of the committees to the SMT  

 Ensure task focus and achievement of milestones 

Working with the facilitator, ensure that the committee is on track to achieve its 
milestones.  Review and synthesis college plans for discussion by committees.  

 During meetings: provide input, observe and support facilitator 

The chair does not run the meeting. Instead, the facilitator runs the meeting, while the 
chair listens to the discussions and provides input. The chair, however, can support the 
facilitator by raising “process points” to ensure that the meeting stays on track. The chair 
can contribute to the dialogue, although it is as or more important to encourage the 
committee to have an inclusive dialog to generate good decisions.  

Co-Chair 
The co-chair, elected annually by each committee, will partner with the chair to ensure the 
effective functioning of the committee and delivery of key recommendations. This co-chair 
confers on agenda design and provides overall guidance and support. During meetings, the co-
chair acts as a participant and as the co-sponsor with the chair of the committee. The co-chair 
joins in substantive discussions and can provide process perspectives to ensure that the 
committee stays on track.  
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College Presidents 
One College president serves on each committee. Their primary role in the PBI is ensure that 
their respective colleges participate fully in the PBI process. Specifically, the Presidents’ roles 
are to:  

 Deliver planning inputs early in the process 

Working with college constituencies, the Presidents support their colleges in conducting 
program reviews, developing unit plans, and compiling college unit plan summaries and 
priorities into Annual College Plans/Budgets which are linked to the annual short-term 
objectives of the district. These inputs and the basis of the planning process.  

 Ensure communication and coordination with the SMT 

Presidents are responsible for sharing information from the committees they sit with the 
SMT.  

 Provide updates to college shared governance bodies  

The presidents provide regular updates on the PBI process throughout the year. This 
helps to ensure that feedback and information flows effectively between the PBI process 
and local college processes.  

Facilitator 
The facilitator works with the chair and co-chair to design the meeting agenda and 
discussion/decision tools to develop the committee’s recommendations. The facilitators’ specific 
roles include:  

 Work with Chair on a timeline of meetings and activities to deliver recommendations 

The facilitator works closely with the Chair on developing a realistic calendar of 
meetings and any activities that need to happen between meetings to achieve the 
milestones.  

 Develop meeting agendas and process tools 

The facilitators are primarily responsible for developing meeting agendas aligned to the 
overall decision timeline. Also, they identify discussion or decision tools to support 
effective and efficient decision making (for example, issue overviews, potential solution 
options for review, ranking methods, etc.) 

 Moderate meetings to ensure participation and task accomplishment.  

The facilitator’s role is support an effective and timely level of discussion (e.g., promote 
appropriate balance of discussion and decision-making). Ensure participation balanced 
with achievement of the milestones and task of the committee.  

 Work with committee members to implement the PBI Operating Principles 
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On behalf of the committees and PBIM as a whole, facilitators monitor adherence to the 
operating principles listed on page 3 of this document, which set the standards of 
effectiveness for the committees.  For example, facilitators address non-attendance 
(principle 3) by first informing the non-attender in writing then by calling the person to 
discuss next steps, including leaving the committee if necessary.   

Recorder 
The recorder keeps a record of the main points of the discussion on a flip chart or wall chart. 
This enables the group to track progress during the discussion. The recorder also reviews the 
summary notes to ensure that major agreements and decisions are documented accurately.  

Note Taker 
The note taker has the important responsibility of documenting key decisions, points of 
agreement and follow-up steps. This can be the facilitator, recorder, a committee member or 
another person.  

Facilitation Teams 
Planning and Budgeting Council Chair: Ronald Gerhard 

Facilitator: Linda Sanford 
Recorder: Joseph Bielanski 
Note taker: Sui Song 

District Technology Committee Chair: Mike Orkin / Minh Lam 
Facilitator: Rebecca Kenney 
Recorder: Karolyn Van Putten 
Note taker:  

District Education Committee Chair: Debbie Budd 
Facilitator: Inger Stark 
Recorder: Tina Vasconcellos  
Note taker: Pat Jameson 

District Facilities Committee Chair: Sadiq Ikharo 
Facilitator: Eric Gravenburg 
Recorder: Kerry Compton 
Note taker: Rosemary Vasquez 

 

Improvements Identified for the 2011-12 Year 

PBI Process Improvements 
1. Holding people accountable for attendance. 

 The Chancellor will reinforce the importance of the PBIM and hold people accountable.  
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 The facilitators are empowered to communicate with non-attenders on behalf of the 
committee: (1) send a memo re-iterating the attendance policy; (2) call the person to 
discuss next steps.  

2. Getting information from the committees to the PBC:  

 Committee facilitators send recommendations to the PBC 

 A person from the committee can go to the PBC to present the recommendation 

 People on the PBC who also sit on a committee can volunteer at the beginning of the year 
to be a communication channel.  

3. Getting recommendations / information flowing effectively between committees: 

 Institute a standing agenda item called “Recommendations From” on all committee 
agendas to review recommendations from other PBI committees 

4.  Ensuring accurate notifications to participants 

 Update the PBIM mail list and ensure that everyone – including administrative assistants 
– use the updated list 

5.  Avoid schedule confusion and conflicts 

 Work with administrative assistants about how to work with the master calendar 
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Planning Budgeting Integration: 2010-11 Focus and Timeline 

Strategic Goals and Short-Term Objectives 
The foundation of the PBI process is the District-wide Strategic Plan’s five goals and the 
associated short-term objectives identified by the Chancellor with input from the college 
and district. (See hand-out) 

College Deliverables 
The colleges will develop responses to the Short-Term Institutional Objectives. College 
Presidents will organize processes appropriate to their colleges to produce the following 
deliverables.  

 All instructional, student service, and administrative areas at Peralta will need to look 
carefully at options for streamlining and focusing their programs to achieve cost 
savings.  Colleges and District Service Centers will be allocated budgets and must 
stay within these allocations.  

 The legislature indicated in the 2009-10 Budget Act that Transfer, Basic Skills, and 
Career-Technical Education are the areas of focus for community colleges. The State 
Chancellor’s Office has recommended that these three areas are “an overall priority 
for colleges during this budget crisis...however long it lasts.”  

 

College Deliverables Accountability Due Date 

1. College 2011-12 Annual Plans and 
Draft Budgets 

College Presidents October 15 

2. College Program Viability, Consolidation 
and Prioritization Options 

College Presidents November 1 

3. SLOs Assessment Status Reports   

 3.A Current Status and 2010-11 
Implementation steps 

College Presidents September 15 

 3.B Interim Progress Report on 2010-
11 Implementation Steps  

College Presidents February 15 

 3.C Final Progress Report for 2010-11 
and Action Plan for 2011-12 

College Presidents May 1 

 

Deliverable 1: College Plans/Budgets 
The annual plans must be in summary form – no more than 15 pages.  

Each college President is responsible for ensuring that their college plan addresses the 
following institutional objectives:  
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A.1 Access: Increase access to educational opportunities by leveraging contract 
education, fee based instruction, distance learning, and international and out-of-state 
enrollments. 

In addition we will: Strategically focus access to programs and course offerings in the 
essential areas of basic skills, CTE, and transfer and manage enrollment to stay within the 
state allocation of XX,XXX FTES 

A.2 Success: Identify institutional, instructional, and student support changes and 
develop an implementation plan to improve by 10 percentage points, student success 
rates and movement through basic skills/foundation course sequences by 2014-15. 

A.3 Equity: Identify and plan for design and structural changes to reduce the fall to fall 
persistence gap among major ethnic groups to less than 2 percentage points by 2014-15.  

B.1 Partnerships: Leverage, align, and expand partnerships for improved student 
learning and success in core educational functions.  

C.1 Implement Assessment of SLO’s: Ensure timely progress in implementing the 
assessment of SLO’s to enable the measurement and improvement of student learning. 

C.2 Extend the Use of Program Reviews: Use program reviews in instruction and 
student services to identify factors for improving student success.  

C.4 Create Alternatively Designed Programs: At each college, create or expand a 
program exemplifying an alternative design with promise for substantially improving 
student success; engage the campus community to stimulate out-of-the-box thinking and 
action for student success. 

C.5 Leverage Technology: Adapt and expand the use of technology as a means for 
improving student access, learning and success. 

D.3 Use Technology in Redesign of Educational Experiences: Enable more efficient 
and deeper student learning through the creative use of technology. 

E.1 FTES Target: Achieve state allocated FTES target for the district of XX,XXX FTES 
and attain a productivity level of at least 17.5 FTES/FTEF. 

E.2 Focus Budgeting on Improving Student Success through Support for Structural 
Changes: Respond to projected deficits and budget cuts by designing budgets that a) are 
based on program review and strategic directions; b) improve student success through 
support for high-impact structural changes; c) create efficiencies by sharing of positions, 
facilities and other resources within and across the colleges; e) consider the total cost of 
programs and support activities; and f) shift resources to core educational functions. 

E.4 Alternative Resources: Increase alternative funding by 20% over 2009-10 through a 
variety of methods including gifts and grants, contract education, fee based, fundraising, 
international and out-of-state enrollments, and focus this funding on improving student 
success.  

Deliverable 2: College Program Viability, Consolidation and Prioritization Options 

Each college will address program viability, consolidation and prioritization for all areas 
of operations (Administrative Services, Instructional Services, Student Services).  

Deliverable 3: SLOs Assessment Status Reports 

Each college will provide a status report on the assessment of SLO’s.  
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College Deliverables Sources, Criteria and Organization 
The college deliverables should draw upon the following data 

 Program reviews completed in 
Spring 2010 

 College educational master plans 

 Annual Unit Plans 

 Equity Plan 

 Matriculation Plan 

 Technology Plan 

 Facilities Planning 

 College Budget 

 Course Ranking Index 

 Institutional data on the PCCD 
website 

Criteria for Plan and Budget Development 

 Strategically focus access to programs and course offerings in the essential areas of 
basic skills, CTE, and  

 See 8/17/09 memo from Wise Allen on Class Schedule Reductions.  

Plan / Budget Topics 

The plans will be organized into the following sections 

 Education (includes Instructional Services and Student Services) 

 Technology 

 Facilities  

PBI Committee Deliverables 
The PBI committees have two overall sets of deliverables: 

Committee Deliverables Accountability Due Date 

1. Recommendations Based on College 
Deliverables: Review the College 
deliverables listed above to recommend 
potential areas of collaboration across 
the colleges and potential resolutions of 
any overlapping or conflicting college 
goals.  

Education Committee 
Chair 

Facilities Committee 
Chair 

Technology 
Committee Chair 

 

December 

2. Options to Address District-wide Issues: 
Recommend district-wide options for 
addressing major issues or 
opportunities. The Committee Chairs 
and Facilitator will review the list of 
issues and opportunities and 
recommend a focus for their committee 
(see below): 

1. Consolidation / Viability of services 
(instruction, student service, 

Education Committee 
Chair 

Facilities Committee 
Chair 

Technology 
Committee Chair 

 

TBD 
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administrative) 

2. Smart classrooms 

3. Distance Education 

4. Student services 

5. Measure A Process 

 

III. TIMELINE 
 

1. Chancellor presents Annual Objectives and strategic focus  August 18 

2. District Flex Day: District Wide Discipline meetings August 18 

3. College Flex Day: [recommended] Colleges begin process to prepare 
deliverables 

August 19 

4. PBI Kick-Off Retreat August 27 

5. College Presidents deliver SYNTHESIS/SUMMARY of 2011-12 Annual 
Plans/Budgets 

October 15 

6. Education, Facilities and Technology Committees work on “Options to 
Address District-wide Issues”  

TBD 

7. College Presidents deliver College Program Viability, Consolidation and 
Prioritization Options for Administrative Services, Instructional Services, 
and Student Services.  

October 22 

8. PBI Committee Chairs review and synthesize college deliverables for 
discussion at committees. Two topics are identified: (1) collaboration 
opportunities; and (2) overlap/conflicts.  

October 22 to 
November 1 

9. PBI committees review college materials and propose opportunities for 
coordination and other refinements to PBC.  

 College Presidents to present to the committees 

November 1 -
December 15 

10. PBC provides feedback to colleges on deliverables January 

11. Informational memo on Governor’s proposed budget January 

12. Colleges submit draft budgets (including any responses to PBI 
recommendations) to district 

February 

13. PBI Committees finish 2010-11 Deliverables and prepare for 2011-12  
activities.   

February - 
May 

14. Budget development update with Academic Senate and faculty union.  March 

15. PBC reviews budget proposals April 
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16. Draft tentative budget presented to the Chancellor May 

17. Tentative budget presented to Board  June 

18. Informational memos issued on proposed budget to constituencies based 
on approved state budget and information from CCC Chancellor’s Office  

July  

19. Colleges meet with constituencies on budget priorities and submit revised 
priorities to Chancellor 

July 

20. Adopted budget available for review August 

21. Board holds public hearing on budget and approves On/before 
Sep. 15 
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TENTATIVE MEETING SCHEDULE 
2010-11 

 
 
COMMITTEE DATE TIME 
Technology September 3, 2010 9am – 12pm 
 October 1, 2010 9am – 12pm 
 November 5, 2010 8:30am – 10:30am 
 December 3, 2010 8:30am – 10:30am 
 February 4, 2011 9am – 12pm 
 March 4, 2011 9am – 12pm 
 April 1, 2011 9am – 12pm 
 May 6, 2011 9am – 12pm 
   
Facilities September 10, 2010 9am – 12pm 
 October 8, 2010 9am – 12pm 
 November 5, 2010 10:30am – 12:30pm 
 December 3, 2010 10:30am – 12:30pm 
 February 11, 2011 9am – 12pm 
 March 11, 2011 9am – 12pm 
 April 8, 2011 9am – 12pm 
 May 13, 2011 9am – 12pm 
   
Education September 17, 2010 9am – 12pm 
 October 15, 2010 9am – 12pm 
 November 19, 2010 8:30am – 10:30am 
 December 10, 2010 8:30am – 10:30am 
 February 25, 2011 8:30am – 10:30am 
 March 18, 2011 9am – 12pm 
 April 15, 2011 9am – 12pm 
 May 20, 2011 8:30am – 10:30am 
   
Planning & Budget Council September 24, 2010 9am – 12pm 
 October 22, 2010 9am – 12pm 
 November 19, 2010 10:30am – 12: 30pm 
 December 10, 2010 10:30am – 12:30pm 
 January 28, 2010 9am – 12pm 
 February 25, 2011 10:30am – 12:30pm 
 March 25, 2011 9am – 12pm 
 April 29, 2011 9am – 12pm 
 May 20, 2011 10:30am – 12:30pm 
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Peralta Community College District 

PLANNING AND BUDGETING INTEGRATION (PBI)
Concept Overview  

 This draft document provides an overview of a potential Planning and Budgeting Integration Process for the Peralta 
Community College District (PCCD PBI). The following draft elements are being put forward as necessary 
components of effective planning and budgeting integration that the Chancellor and the Planning and Budgeting 
Council must ensure are enacted within the policies and procedures  

Purpose and Need 
 The draft PBI implements the Strategic Plan mission. It is intended to promote the highest levels of success for 

students by providing a supportive framework for college planning.  

 The draft Planning and Budgeting Integration process (PBI) is being developed to implement a structured 
advisory process leading to decision-making. The PBI is consistent with AB 1725 in which the Chancellor has 
final authority for making administrative decisions and for making recommendations for Board action.  

 The PBI provides consistent planning templates, activities and data to ensure transparent and predictable 
advisory process leading to decision-making. These common parameters are needed to promote coordination 
and collaboration within a district of four comprehensive colleges within a small geographic area. 

 The PBI provides processes to resolve conflicts between the colleges in the case of duplicative programs or 
unproductive competition.  

Organization 
 Working in partnership with the district office, the colleges have the primary responsibility for developing 

educational and resource plans to meet the needs of students.  The PCCD PBI provides a supportive framework 
for college planning by providing consistent planning templates and data and ensuring transparent and 
predictable advisory process leading to decision-making.  

 PCCD relies upon its strategic planning processes as the foundation for integrating planning and budgeting.  
Strategic planning includes the Peralta Strategic Plan, educational master planning, facilities master planning, 
information technology planning, and fiscal planning.  

 PCCD clearly defines and follows its guidelines and processes for planning and budget integration 

Accountability 
 PCCD must have in place a system that has appropriate accountability mechanisms to ensure the integrity and 

credibility of planning and budgeting integration.  

 College plans and budgets must be approved through the colleges’ shared governance before being addressed 
in the PCCD PBI. supportive framework for college planning by providing consistent planning templates and 
data and ensuring transparent and predictable advisory process leading to decision-making. 

Support for Effectiveness 
 The district is recommended to provide adequate support for the PBI. This includes providing appropriate 

technical support (e.g., research, policy) and logistics and minutes. 

 The goal is to have fewer, more highly supported action meetings at key decision making milestones, rather 
than more frequent discussion-oriented sessions.  

PROCESS OVERVIEW 
The PBI is proposed as shown on the organization chart below and described below.  

Decision-Making Milestones 
There will be a firm calendar for each step in the advisory process leading to decision-making (see PBI graphic and 
narrative). 

College Planning 
College planning is the foundation of the PBI as the colleges are closest to the educational needs of students. As 
the first element of the PBI, the colleges conduct periodic program reviews, prepare annual unit plans, and develop 
annual educational and resource plan priorities. The colleges integrate the results of their “subject-matter” 
committees into college planning, e.g., technology committees, curriculum committees, facilities committees, etc.  
 
During periodic master planning and during annual institutional planning, the colleges develop plans addressing: 
instructional and student services programs; staffing priorities; fiscal priorities; IT and equipment; facilities; 
marketing.  

District Subject-Matter Committees: Education, Information Technology, Facilities 
The role of the three proposed district subject matter committees is to support the colleges in coordinating their 
efforts and resolving conflicts. The committees also provide subject matter expertise in their respective areas by 
including college representatives with relevant knowledge, responsibility, and experience. The committees would 
be responsible for communicating with their counter-part committees at the colleges (including possible cross-
membership).  The committees are recommended to have cross-membership with the PBC.  

Role in the Advisory Process: The subject matter committees make the official recommendation to the Planning 
and Budgeting Council in their respective areas. The committees will indicate the status of recommendations: 

 Consensus: The committees will indicate which recommendations have achieved committee consensus. These 
decisions are considered to reflect a consensus across the colleges and are not expected to be revisited 
substantively by the PBC. Rather the PBC evaluates proposed priorities as a set and recommends ways to 
integrate, prioritize and fund them.  

 Unresolved Conflicts (aka “Tough Decisions”): The committees will indicate where there outstanding issues 
requiring PBC action.  

Planning and Budgeting Council 
The PBC recommends integrated educational and resource priorities to the Chancellor. The PBC also provides 
feedback on Board policies and policies and decisions initiated by the Chancellor. For unresolved conflicts, the PBC 
recommends resolutions where colleges propose conflicting plans and cannot reach agreement.  
 

For consensus items, the PBC performs the following functions: (1) Affirms consistency with strategic and 
educational plans; (2) recommends a coordinated planning approach across education, facilities, IT, fiscal, etc., 
and across colleges and initiatives; (3) recommends a prioritization of plans across subject areas and colleges; (4) 
identifies funding approaches to support the priorities.  
 

Other PBC roles include: Strategic Plan implementation oversight. The PBC also ensures accountability for follow-
through on recommendations: 1) recommendation implemented including any modifications 2) recommendation 
not implemented and the reasons for it not being implemented; and Accountability and for follow-through on 
process steps: Did constituencies, colleges, district service centers, committees, etc., perform the agreed upon 
steps in the process. 
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Berkeley City College 

 
College of Alameda 

 
Laney College 

 
Merritt College 

District Education Committee 
Responsibilities: 

 Educational planning 

 Program planning 

 Staffing priorities 

 Academic calendar 

 Catalog 

 Etc.   

District Information Technology Committee 
Responsibilities: 

 Web site 

 PROMPT 

 Passport 

 Smart classroom (technology aspects) 

 Catalog (technology aspect) 

 Etc. 

District Facilities Committee 
Facilities: 

 New, modernization, rehab of facilities 

 Infrastructure 

 Maintenance 

 Facilities master planning 

 Etc. 

 

District Planning and Budgeting Council 
 

Board of Trustees 

Chancellor 

College Education & Resource 
Priorities 

Instruction / Service Goals 

 Staffing Priorities 

 Fiscal Priorities 

 IT and Equipment 

 Facilities 

Charge 

 Recommend integrated educational and resource 
priorities to the chancellor 

 Provide feedback on policies and decisions initiated 
by the Chancellor.  

Recommendation Accountability  
Chancellor to provide feedback 1) recommendation 
implemented including any modifications 2) 
recommendation not implemented and the reasons for it 
not being implemented 
 

Process Accountability 
PBC to follow up on agreements: Did constituencies, 
colleges, district service centers, committees, etc., 
perform the agreed upon steps: 1) reporting back to 
constituencies/obtaining responses; 2) using the agreed-
upon planning methods and parameters.  
 

Integrated Education 
Priorities 

Integrated Information 
Technology Priorities 

Integrated Facilities 
Priorities 

Integrated Planning 
and Budget Priorities 

DRAFT  (2/2/09) 
This proposal – if adopted – would be implemented in 
July 2009. 
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Council on Instruction, Planning, and Development 

Purpose: 
 
To advise the district in academic areas and related planning; to provide a leadership role 
in program review and development; and, to review college curriculum additions, 
deletions, or modifications and submit them to the Chancellor and subsequently to the 
Board of Trustees for approval. 
 
Areas of Responsibility: 
 
• Peralta Uniform Course Numbering (UCN) process 

• Consistent implementation of core curriculum at all colleges 

• Quality assurance of programs within the district through regularly scheduled review 

• Uniform compliance with Title 5 regulations regarding curriculum 

• Guidelines for program and course implementation as it relates to state and federal 
agencies, other external agencies, and accreditation standards. 

 
Membership: 
 
Each college shall have five voting members: the Vice President of Instruction, one other 
manager (the Vice President of Student Services or a Division Dean of Instruction), the 
college Curriculum Committee Chair, the Articulation Officer, and a Faculty Senate 
appointee.   
 
The Vice Chancellor of Educational Services shall chair the committee and have one vote 
in case of a tie. Ex-officio Members: PFT President, District Academic Senate President, 
Associate Vice Chancellor for A&R and Student Services. 

District Academic Senate 

The District Academic Senate operates pursuant to Title 5, Subchapter 2, 
Sections 53200 - 53206, California Education Code. 
 
The District Academic Senate represents the four college Academic Senates (Berkeley 
City College, College of Alameda, Laney, and Merritt) and makes recommendations to 
the Chancellor and the Board of Trustees with respect to policy development and the 
implementation of matters in the following areas: 

1. curriculum, including establishing prerequisites and placing courses within disciplines 
 
2. degree and certificate requirements 
 
3. grading policies 
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4. educational program development 
 
5. standards or policies regarding student preparation and success 
 
6. district and college governance structures, as related to faculty roles 
 
7. faculty roles and involvements in accreditation processes, including self study and 
annual reports 
 
8. policies for faculty professional development activities 
 
9. processes for program review 
 
10. processes for institutional planning and budget development 
 
11. other academic and professional matters as mutually agreed upon between the Board 
of Trustees and the District Academic Senate. 

District Classified Senate 

It shall be the mission of the Peralta Classified Senate to enhance the decision making 
process by participating in the shared governance of the Peralta District. 
 
The classified senate will bring a pragmatic, front line point of view which will shorten 
the distance between making policy and implementing a working procedure to enact the 
policies.   
 
Through direct participation our goal is to increase understanding and communication 
among all interrelated departments and work groups; improve the staff morale; and 
ultimately raise the quality of services, thus improving the Peralta Colleges students’ 
educational experience. 

District Matriculation Committee 

Matriculation is the process that enhances student access to the college and promotes and 
sustains the efforts of students to be successful in their educational endeavors. The 
mission of the District Matriculation committee is to coordinate those activities that are 
most effectively done on a district wide basis to support the goals of matriculation which 
include student success and institutional effectiveness 

Group of Advising Faculty 

The Chancellor meets on a monthly basis with academic senate leadership and union 
leadership to update the leadership on current district “issues.”  The meetings also 

209



provide the faculty leadership the opportunity to provide the Chancellor will input and 
feedback. 

Vice Presidents and Deans Council 

This council meets monthly for communication and planning across the district.  Topic 
the council addresses include: Strategic Planning, prioritization timelines for their 
colleges; enrollment issues and enrollment management; evaluation procedures; 
scheduling discussions to ensure that the district is offering a comprehensive set of 
offerings across the four colleges; common concerns such as PeopleSoft functionality, 
budget, categoricals, etc. 

District Safety Committee 
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PeopleSoft Resolution Team (PRT) 
 
 

Administrative Procedure  
 

Organizational Structure, Roles, and Responsibilities for Resolution of PeopleSoft 
Integration and Implementation Issues 

 
August 25, 2010 
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Administrative Procedure  
 

I.  Introduction 
 

This document describes the Peralta Community College District’s PeopleSoft Resolution 
Team (PRT).  It details the organizational structure, roles and responsibilities of the group(s) 
of people involved in integration and implementation of PeopleSoft systems.  It also details 
policies, procedures and communication protocols for resolution of PeopleSoft related issues.   

 
Background: 
 
The PeopleSoft Resolution Team (PRT) expands upon the work of the PeopleSoft Integration 
Team (PIT).  PIT was established as a coordinating body that identified critical 
implementation functions and monitored implementation of the Student Administration 
System.  PIT was comprised of representatives from stakeholder groups (Business Readiness 
Teams or BRTs) organized around key process areas.  The BRTs included Admissions and 
Records, Counseling, Scheduling, Financial Aid, Student Finance, Faculty and Students.   
 
Need: 
 
Although PIT created an “Issues Log” that is designed to track the projects and tasks needing 
resolution, a significant number of critical functionality issues have not yet been resolved.  It 
is unclear as to the priority assigned to resolution of individual issues or the estimated 
timeline for completion.   Currently, resolution status is not conveyed to the various 
stakeholders in a systematic way.   
 
The BRTs, which were active during early implementation, have met sporadically (with the 
exception of Counseling), if at all.  Moreover, other key groups need to be included in 
resolution of the outstanding issues (Human Resources, Finance, Matriculation, and Library).   
 
The previous PIT lacked the authority to ensure successful resolution of issues once they are 
identified.  Additionally, it was unclear as to how PIT is situated within the District’s 
governance and decision making structure. Additionally, there needs to be a clear flow of 
communication so that recommendations and decisions are transparent and logical.  
Therefore, the previous PIT recognized that priorities have shifted and endorsed the 
reconfiguration and enhancement of the following organizational structure, policies and 
procedures. 
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Guiding Principles and Accountability: 
 
      1.   Educational planning is the foundation of all decision-making. 
 

2. Communication flow regarding priorities, recommendations and decisions will be 
transparent and logical. 

 
3. The role of the PeopleSoft Resolution Team and the constituency subcommittees is to 

provide an organizational structure that assures consistency with decision-making and 
accountability. 

 
4. The PeopleSoft Resolution Team has authority to make recommendations to the Vice 

Chancellor of Educational Services, the Vice Chancellor of Finance and the Chancellor. 
 

5. As per existing PCCD policies and procedures, the Vice Chancellor of Educational 
Services, the Vice Chancellor of Finance and the Chancellor will provide responses to 
PRT if recommendations are not adopted or if recommendations are substantively 
modified. 

 
6. All meetings, recommendations and decisions will be documented and publicized, using 

all available means.  
 

7. Accountability mechanisms, self assessment and process improvement are integral to 
successful implementation.  Therefore, at the end of each year, the PRT will be reviewed 
and evaluated, and any needed improvements or refinements will be put forward for 
adoption by all the various constituencies. 

 
8. The District will provide support for the PeopleSoft Resolution Team.  This includes 

providing appropriate technical and clerical support.   
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II.  Process Overview 
 

A.  PeopleSoft Resolution Team (PRT): 
 
The existing PIT will be reconfigured and renamed as PRT (PeopleSoft Resolution Team). 
The primary focus of PRT is to resolve functionality issues as identified by its constituency 
based subcommittees (PeopleSoft Functionality Teams).   
 
Charge: 
 
The PeopleSoft Resolution Team will meet on a monthly basis to: 

• Identify and prioritize the functionality issues 
• Create an ongoing “issues log” 
• Monitor the resolution of the identified issues 
• Create timelines and accountability measures for the resolution of the identified 

issues 
• Communicate priorities to the Office of Information Technology, Office of 

Educational Services, Finance Office and the Chancellor. 
• Communicate information to the PeopleSoft Functionality Teams. 
• Receive status reports from the Office of Information Technology 
• Make monthly reports to the Vice Chancellor of Educational Services, the Vice 

Chancellor of Finance, the PBIM Education Committee, the PBIM Technology 
Committee and the SMT (Strategic Management Team) 

• Develop a communication plan for sharing information District-wide that includes a 
website and regular progress reports 

• Develop a training plan based upon the needs identified by the PeopleSoft 
Functionality Teams 

• Create a self-assessment and program improvement process for the PeopleSoft 
Resolution Team and its subcommittees 

 
  

PRT Membership: 
 

• Chair:  Vice Chancellor of Educational Services, (Dr. Debbie Budd) 
• Co-chair:  Vice Chancellor of Information Technology, (Minh Lam) 
• Administrative Leads from each of the twelve (12) PeopleSoft Functionality Teams 

(identified below) 
• District Academic Senate President, (Dr. Karolyn Van Putten) (or representative) 
• District Classified Senate President, (Sheryl Queen) (or representative) 

 
The Chancellor, in consultation with the College Presidents will make the appointments for 
the Administrative Leads of the PeopleSoft Functionality Teams.  Each College should have 
at least one representative on the PeopleSoft Resolution Team. 
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B. PeopleSoft Functionality Teams (PFTeams): 
 
PeopleSoft Functionality Teams are constituency based and comprise the following areas: 
 

• Admissions and Records 
• Budget/Finance 
• Counseling 
• Financial Aid 
• Human Resources 
• Institutional Effectiveness 
• Instructional Faculty 
• Library 
• Matriculation 
• Scheduling 
• Student Finance 
• Students 

        
      Charge: 
       
      Each PeopleSoft Functionality Team will meet on a monthly basis, or as needed, with a 
      minimum of two meetings per semester to: 
 

• Identify and prioritize functionality issues related to their area of operation 
• Monitor the resolution of identified issues 
• Provide recommendations to the Office of Information Technology and the PeopleSoft 

Resolution Team (PRT) 
• Communicate information to their constituency 
• Record and distribute minutes of their meetings 
• Post meeting agendas and minutes on the website 
  

   Membership: 
 

• Admissions and Records:  Lead Admissions and Records staff person from each 
college, District Director of Admissions and Records, Vice Chancellor of Student 
Services, chair (Dr. Jacob Ng) 

• Budget/Finance:  Business Office Manager from each college, Associate Vice 
Chancellor of Finance, chair (MaryBeth Benvenutti) 

• Counseling:  One counseling representative from each college, a Vice President of 
Student Services, chair (Dr. Kerry Compton) 

• Financial Aid:  One Financial Aid representative from each college, District Director 
of Financial Aid, chair (Judy Cohen) 
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• Human Resources:  One representative from each:  payroll, benefits, human 

resources; Director of Human Resources, Vice Chancellor of Human Resources, chair 
(Trudy Largent) 

• Institutional Effectiveness:  One administrative representative from each college, 
Associate Vice Chancellor of Academic Services, chair (Dr. Mike Orkin) 

• Instructional Faculty:  One faculty representative from each college, District 
Academic Senate President, Professional Development Coordinator, Dean of 
Instruction, chair (Linda Sanford) 

• Library:  Head librarian from each college, Vice President of Instruction, chair 
(Krista Johns) 

• Matriculation:  One matriculation counselor from each college, assessment 
coordinator from each college, Vice President of Student Services, chair (Dr. Donald 
Moore) 

• Scheduling:  Program specialist from each college, PCCD system analyst for 
curriculum (Office of Educational Services), Vice President of Instruction, chair (Dr. 
Linda Berry) 

• Student Finance:  Bursars from each college, a Business Office manager, chair 
(Connie Willis) 

• Students:  Associated Students Presidents from each college, PCCD student trustees, 
a Vice President of Student Services, chair (Dr. Eric Gravenberg) 

 
 
Appointments: 
 
The Chancellor (or his representative) shall make all administrative appointments. 
 
Faculty appointments are by position, to be confirmed by the Academic Senate President 
at each college. 
 
Classified appointments are by position, to be confirmed by the Classified Senate 
President at each college, in association with the approval of the appropriate supervising 
manager. 
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III.  Communication 
 

A. Identifying and Routing Issues: 
 
 PRT (PeopleSoft Resolution Team):   
 

• Create an ongoing “Issues Log” based upon recommendations from the functionality 
teams.  

• Track the number of months an item remains on the “Issues Log.” 
• Send the prioritized “Issues Log” forward, by the 20th day of each month, to the 

Office of Information Technology, Vice Chancellor of Educational Services, Vice 
Chancellor of Finance and the Chancellor for their review and feedback. 

• Maintain a record of meetings, decisions, and recommendations. 
• Develop a comprehensive communication plan, by the end of the first semester of 

implementation that includes templates for monthly reporting, mechanisms for 
dissemination of training information, website development and maintenance 
responsibilities, and communication processes for functional and operational changes. 

 
 PFTeams: (PeopleSoft Functionality Teams): 
 

• Identify and communicate issues, in writing, to the PeopleSoft Resolution Team. 
• Communicate resolution of issues to their constituencies. 
• Identify and communicate training needs to the PeopleSoft Resolution Team. 
• Maintain a record of meetings and recommendations. 

 
B.  Website: 
 
 The Associate Vice Chancellor of Academic Affairs will be responsible for: 
 

• Development and maintenance of an “e-Peralta” website for the PRT. 
• Posting all meeting notes, issues logs, status reports, resolutions, training materials, 

self-assessment surveys, and other documents on the website. 
 
C.    Monthly Reports: 

 
Monthly reports will be forwarded to:   
 
• VC Educational Services 
• VC Finance 
• PBIM Education Committee 
• PBIM Technology Committee 
• SMT 
• PCCD Community 
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IV.   Training 
 

• The functionality teams (PFTeams) will send recommendations for specific training 
needs to the PRT (PeopleSoft Resolution Team). 

• The PRT will prioritize training needs and develop a comprehensive training plan that 
includes initial trainings and ongoing trainings for all PCCD employees. 

• Specific trainings will be identified and implemented, dependent upon the needs of 
the users. 

• Overview trainings will be held each semester for all new employees. 
• Trainings will be held whenever new modules are utilized or significant 

modifications to the existing systems take place.  
• Training materials and documents will be posted on the PRT website. 

 
 

V. Self Assessment and Process Improvement 
 

• A “kick-off” meeting that details the new PRT process will be held at the beginning 
of the first semester of implementation (Fall 2010). 

• Thereafter, an annual planning meeting that includes all constituencies will be held at 
the onset of each academic year. 

• A “self-assessment” survey will be developed that measures the effectiveness of the 
PRT (PeopleSoft Resolution Team), the PFTeams (PeopleSoft Functionality Teams) 
and the overall resolution of identified issues from the “Issues Log.” 

• The self-assessment survey will be administered no later than May of each academic 
year. 

• An annual progress and process review meeting will be held each summer to review 
survey results and make recommendations for improvement. 

• The VC of Educational Services is responsible for monitoring the effectiveness of the 
PeopleSoft Resolution Team. 
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District Educational Master Plan 
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Acronyms and Terminology 

Key acronyms and terms used in this plan are defined below. The term “career-technical 
education” is used in place of the term “vocational education” to be consistent with current usage 
in state and federal legislation and programs.  

 

Acronyms 

DWEMP District Wide Educational Master Plan 

DWEMPC District Wide Educational Master Plan Committee 

CSEP Committee for Strategic Educational Planning 

CTE Career Technical Education 

Terms 

Foundation Skills Education Skills in reading, writing, mathematics, and English as a 
Second Language, as well as learning skills and study skills 
which are necessary for students to success in college-level 
work. (The Research and Planning Group for California 
Community Colleges, July 2007) 

Career-Technical Education Career Technical Education (CTE) courses and programs are 
those educational options that offer specific occupational and 
technical skills related to identified industry clusters.  

 

 

 

 

 

 

 

 

 

 

 

 

 The Peralta Community College District Board of Trustees unanimously accepted the District 
Wide Educational Master Plan on July 8, 2008. 

Dis tr ic t  Wide Educat iona l Mas ter P lanning  Committee 2007-2008 

Chair: Gary Yee, Vice Chancellor of Educational Services. Facilitation: Paul Downs 

 Berkeley City College College of Alameda Laney College Merritt College 

Academic Senate 
President 

Joseph Bielanski Carlotta Campbell Shirley Coaston Tom Branca 

At-Large Faculty  Fabian Banga Bob Grill Cheli Fossum David Morales 

Vice President, 
Instruction 

Debbie Budd Jannett Jackson Elnora Webb Linda Berry 

Vice President, 
Student Services 

Mario Rivas Kerry Compton James Bracy Josue Hoyos 
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I .  Introduction 
The District-Wide Educational Master Plan is an overall framework for the evolution and 
development of the Peralta Community College District. Drawing on environmental scan reports, 
program reviews, and unit plans, the plan sets overarching directions for meeting the needs of 
students and the community through a coordinated approach across the four colleges and district 
service centers.  

The District Wide EMP is an umbrella statement of direction for the four College Educational Master 
Plans, which provide more detailed goals and strategies that are unique to each college’s needs. 
The District Wide EMP presents the common long-range planning assumptions for the colleges 
and describes the processes and procedures by which the four colleges will work together. The 
college master plans and the District Wide EMP were developed collaboratively to create an 
integrated planning framework linking program review, educational planning and resource 
allocation. The integrated planning approach achieves one of the major goals of the District Wide 
Strategic Plan and fulfills the major district-level accreditation recommendation.  

The Peralta District has a strong history of collaborative planning. Starting with the major 
realignment of career-technical programs in the 1980’s, the colleges and district-wide offices have 
maintained processes that bring the colleges together regularly to plan for the future. This District-
Wide Education Master Plan builds on this foundation and sets goals that are intended to strengthen 
the district’s collaborative processes for charting overall educational directions.  

Plan Purpose 

The purpose of the plan is to present a shared educational “road map” for the Colleges and 
district service centers for the next 15 years. This shared district-wide road map is made up of the 
agreed-upon educational principles, goals, and integrated planning and budgeting processes that 
provide both a clear future direction and a set of adaptive mechanisms to ensure the plan is a 
living document. The district wide plan documents the common planning criteria, methodologies, 
and agreements that bring consistency to and provide a context for the four College Educational 
Master Plans.  

The district-wide plan’s road map is composed of several specific elements:  

1. Educational Program Framework: The set overarching program themes that provide a 
shared focus for the colleges, and the unique areas of career-technical focus for each college.  

2. Integrated Instructional and Student Service Strategies: The educational strategies for 
instruction and student services to meet current and anticipated needs of students.  

3. Shared Decision-Making Criteria and Processes: Document the processes shared across 
the colleges on a district-wide basis that will enable the colleges and district as a whole to 
remain flexible and adaptive to change 

4. Long-Range Growth Assumptions: A set of integrated enrollment growth projections and 
assumptions regarding distance learning, education centers, non-state funded education, and 
enrollment management to achieve the enrollment goals.  
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Plan Development Process 

The concepts presented in the plan reflect the contributions and agreements of faculty, staff, 
students and administrators who participated in several planning processes over the period from 
September 2006 to June 2008. The plan reflects an iterative process of district-wide planning 
discussions integrated with college-based discussions.  

In i t i a l  P lann ing  Foundat ion:  S trateg ic P lanning  S teer ing  Committee 

District-wide collaborative planning was a major theme of District-Wide Strategic Plan, published in 
June 2006. The plan was the result of the work of a 40-member Strategic Planning Steering 
Committee (SPSC) representing the four colleges, faculty, staff, administrators and students. The 
work of the SPSC was responsive to college stakeholder input received at town hall meetings at 
each college, flex day activities and college councils. The SPSC also responded to the accreditation 
recommendation that the colleges and district office establish an integrated strategic planning 
process to address educational and resource planning across the colleges and district functions.  

Process Gu idance:  S tra teg ic Management Team and Dis tr ic t-Wide Educational  Master  
Planning Committee 

In Fall 2006, the Strategic Management Team (SMT) – composed of the college presidents, the 
vice chancellors, and the chancellor – responded to the SPSC’s recommendation in the Strategic 
Plan that there be an integrated educational master planning effort. The SMT reviewed and 
approved an educational planning process developed by the Vice Chancellor of Educational 
Services.  

The District-Wide Educational Master Planning Committee (DWEMPC) provided the primary 
venue for integrating the various strands of educational master planning. The committee 
membership was based on a standard composition from each college: the Vice Presidents of 
Student Service and Instruction, the Academic Senate President, and an at-large faculty member. 
The Vice Chancellor of Educational Services chaired the committee with support from an external 
consultant.   

Facul ty and Dean Input Via Program Review 

The educational planning process started formally with two parallel efforts in the spring of 2007. 
The first element was the refinement and implementation of a shared approach for program 
review. This involved faculty throughout the district: Laney and Berkeley city College completed 
program review in an accelerated mode for all disciplines, while College of Alameda and Merritt 
College completed more extensive program review for specific disciplines. (All colleges and 
disciplines undertook a consistent level of review by completing unit plans for all disciplines.) The 
program reviews were primarily source documents for college level planning.  

Academic  Senate Pres idents  and Vice Pres idents of  Ins truc tion—the Committee for  
Stra teg ic Educational  P lann ing 

The second track was the development by an ad-hoc committee of a complementary process for 
assessing instructional programs on a college-wide basis using consistent criteria of quality, 
relevance, and productivity. The Committee for Strategic Educational Planning (CSEP) met from 
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February 28, 2007 to May 22, 2007. CSEP members included the Academic Senate Presidents 
from each college, the Vice President of Instruction for each college, and Dr. Margaret Haig, then 
Vice Chancellor for Educational Services. The criteria developed by CSEP were integrated with 
program review in the Unit Planning process, where all disciplines reviewed the criteria in 
conjunction with the data collected during the program review.  

Student Serv ices P lanning  

Student services issues were integrated into planning discussions throughout the process, 
especially in the development of the student cohort model. The original strategic planning steering 
committee had significant student services representation, as did the district wide educational 
master planning committee. In addition, the matriculation committee provided leadership.  There 
is standing practice of using consistent policies and procedures for student services throughout 
the district.  

Facul ty Input at  Augus t  2007 F lex Day 

At the August 2007 Flex Day, the Vice Presidents of Instruction presented the results of the 
CSEP process and, with College Deans, led faculty groups in discussing district-wide issues for 
each discipline (for example, all Math faculty met together, all librarians met together).  

Unit  and Col lege P lanning in  Academic Year  2007/2008 

In Fall 2007, each instructional discipline completed a unit plan. Based on a consistent district 
wide template, faculty and deans examined program review data, the CSEP criteria, and college 
planning material. The instructional unit plans present future program and goals and the resource 
and equipment needed to support student success. Each college then reviewed and aggregated the 
unit plans into a College Educational Master Plans, using information from a series of internal and 
external environmental scan assessments prepared by an external consultant.  

College Educationa l Mas ter  Plann ing  Committee Convent ion March  2008  

Representatives from all four college educational master-planning committees convened at Merritt 
College to discuss issues and options related to collaborative planning. The session allowed 
participants to share ideas across the colleges and identify factors needed to support effective 
coordinated planning.  

Dis tr ic t  Wide Plan In tegra tion:  Spr ing 2008 

The District-Wide Educational Master Plan represents the recommendation of DWEMPC to 
synthesize the inputs and discussions that constituted the planning process. DWEMPC’s goal was 
to develop a plan that responded as directly as possible to student and community needs as 
reflected in the planning studies and decision-making tools, for example, the environmental scans 
and CSEP process. Also, DWEMPC’s role was to suggest an approach that would work for the 
colleges collectively as a whole, taking a district wide perspective.   
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Plan Organizat ion 

The plan is organized into six sections. 

I. Introduction 

II. District-Wide Educational Planning Context 

III. Shared Priorities and Processes 

IV. Culture of Evidence and Accountability 

Strategic Plan Summary 

The District Wide Strategic Plan was developed through discussions of a 40-person steering 
committee representing faculty, classified staff, students and administrators. This section 
summarizes the key concepts of the plan, which are the foundation for educational planning.  

Miss ion/Vis ion 

The mission/vision statement describes the shared future the District is committed to creating. 

We are a collaborative community of colleges. Together, we provide educational 
leadership for the East Bay, delivering programs and services that sustainably enhance the 
region’s human, economic, environmental, and social development. We empower our 
students to achieve their highest aspirations. We develop leaders who create opportunities 
and transform lives. Together with our partners, we provide our diverse students and 
communities with equitable access to the educational resources, experiences, and life-long 
opportunities to meet and exceed their goals. 

Va lues 

The Strategic Plan includes the values that represent the core commitments and beliefs that will 
guide our actions and our efforts to realize the vision of the Strategic Plan.  There are three 
overarching values.  

Students and Our Communities 

The colleges and service centers are committed fundamentally to the success of students and 
flourishing of the surrounding communities. This includes commitment to ensuring equity of 
access, services and outcomes. The institution values and celebrates the strengths of our diverse 
students, communities, and colleagues. Values: Student Success and Equity; Diversity.  

Excellence and Innovation 

Peralta promotes the highest level of quality in all programs and services. The colleges and service 
centers support creative approaches to meet the changing demographic, economic and 
educational needs of our communities. We effectively manage resources. We engage in model 
environmental sustainability practices. Values: Excellence; Innovation; Financial Health; 
Environmental Sustainability.  
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Communication and Collaboration 

The colleges and service centers use a consultative decision-making process based on trust, 
communication and critical thinking. We support one another’s integrity, strength and ability. We 
promote the development of all employees. We seek first to understand, then be understood. We 
treat one another with care and respect. Values: Collaboration; Trust; Employee Development; 
Communication; and Respect. 

Princ ip les 

The Strategic Plan includes a set of principles to provide guidance for planning, decision-making, 
and institutional processes.  
 Educational Needs are Primary 
 Planning Drives Resources  
 Shared Governance  
 Diversity and Shared Strengths 
 Organizational Development  
 Collaboration  
 Future Orientation  
 Environmental Sustainability  
 The Service Center Role  
 Community and Individual Empowerment 

Stra teg ic Goals 

The Strategic Plan includes a set of outcome-based goals, each of which includes a set of 
implementation strategies.  

A Advance Student Access, Equity, and Success 
Actively engage our communities to empower and challenge all current and potential 
students to succeed. 

B Engage Our Communities and Partners 
Actively engage and partner with the community on an ongoing basis to identify and 
address critical needs. 

C Build Programs of Distinction 
Create a cohesive program of unique, high-quality educational programs and services.  

D Create a Culture of Innovation and Collaboration 
Implement best practices in communication, management, and human resource 
development.  

E Develop Resources to Advance and Sustain our Mission 
Ensure that resources are used wisely to leverage resources for student and community 
success in a context of long-term environmental sustainability. 
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I I . Dis tr ict  Wide Educational P lanning Context 
The District Wide Master Plan responds to the challenges and opportunities identified in scans of 
the district’s internal and external environments conducted in 2007. 

External  Scan 

The study documents important shifts in demographics, economics and community needs:  

 MODERATE AREA GROWTH CONTINUES, shifting to the northern part of district: 
suggesting the possibility of new district off-campus community centers in that area as well as 
others.           

 MORE DIVERSE POPULATIONS, foreign immigrants are 1⁄2 of area growth: suggesting 
the need for continued, robust ESL programs, possibly with a non-credit component.        

 AN AGING POPULATION, WITH LOWER NUMBERS OF HIGH SCHOOL 
GRADUATES: suggests earlier PCCD intervention into K-12 to sustain transfer credit 
programs and marketing to new 55+ niches, through non-credit, community and contract 
education. 

 HIGHER HIGH SCHOOL DROP-OUT RATES, BUT ALSO HIGHER INTEREST 
AND PREPARATION OF GRADS: suggests the need for urgent K-12 early intervention 
with academic and career counseling as well as instruction.   

 STUDENTS ARE CHANGING, becoming more IT/Media conversant, but with less time 
for study, greater need for study and time management skills, and more diverse learning styles 
(as they become more culturally diverse): suggesting more work on basic skills and staff 
development oriented to student needs and learning styles - proactive and in “communities” 
or groups – with more technology and in facilities with flexible rooms and other learning 
areas. 

 PCCD HAS A MAJOR ROLE IN AREA DEVELOPMENT, responding to area labor 
market needs, training for emerging sectors, and marketing to area niches with low college-
going rates.         

 PCCD CAN TRAIN FOR MOST AREA JOBS, including transfer programs for managers, 
accountants, teachers, software engineers; and workforce preparation of RNs, 1st Line 
Supervisors, carpenters, green technologists, logistics (supply-chain and distribution managers, 
truckers), teacher aids, customer service reps, home health aids, wholesalers, and other career 
skills high area demand. 

Internal  Scan 

 LACK OF CLASSROOM TECHNOLOGY TOOLS. Faculty focus groups suggests a 
general lack of technology tools in PCCD classrooms – too few projections systems, 
smartboards, and computers – all needed to support current styles of teaching.  Moreover, all 
faculty and students should have computer access.  About six of every 10 community college 
students enroll with computer access; the others do not and need help with it.  
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 OPPORTUNITY TO DIVERSIFY DELIVERY. PCCD delivers its instruction in four 
relatively small colleges and virtually all by classroom-based credit classes, little online or in the 
non-credit mode.  PCCD’s community service and contract education also are minimal, far 
smaller than typical community colleges in California. 

 ONGOING FUNDAMENTAL SKILLS CHALLENGES. Fewer (than average) students 
from PCCD feeders reach high school graduation, but when they do they are more interested 
and prepared than is usual.  Still, four of every five who are assessed on entry lack college-level 
skills.  Moreover, today’s students even while more literate in IT skills, seem to have fewer 
study skills and less time for study. Despite this, PCCD college students’ success in basic skills 
courses is at the average of community colleges, and higher than average in effectively moving 
on to higher-skilled classes.  The instructional challenge at PCCD colleges is made all the 
more difficult by the high proportion of students who come with post-collegiate skills – one 
in every five has a baccalaureate, producing a wide range of learning capabilities – and the 
many learning styles that result from a culturally-diverse enrollment. 

 POSITIVE TRANSFER: The PCCD colleges’ performance in transferring students is average 
or above (compared to other colleges) as measured by the expected rates – half of PCCD 
students who intend to transfer, prepare and do so within six years of starting.  More PCCD 
transfers stay in California than is typical, and not surprisingly, many more go to U.C. 
Berkeley.       

 CAREER TECHNICAL EDUCATION: Overall, PCCD colleges’ workforce preparation 
programs tend to be undersized relative to the area’s job training needs, especially for teachers 
(and aids), RNs, engineers, carpenters, green and bio technologists, customer service reps, 1st 
line supervisors, logistics workers, machinists, home health aids and the like.  PCCD’s role in 
workforce preparation should be (1) as a “major strategic player” in the area’s economic 
development, (2) to respond to area labor market needs, largely replacements for vacancies in 
existing jobs, and (3) as the enrollment manager and marketer of programs to potential 
student niches. 

 PCCD’s fiscal health arguably is better than it has been for decades what with an adequate 
reserve, recent passage of two capital bond measures, and the OPEB bond solution to the 
district’s unfunded retiree health benefits.    

 HEAVY RELIANCE ON STATE FUNDING. That said, the need to fund its priorities 
becomes problematic with the emerging State budget situation and PCCD’s heavy reliance on 
State revenue.  The deficit, fiscal emergency and proposed suspension of Proposition 98 argue 
for greater PCCD “extramural” funding – contract, community education, partnerships, and 
other cost-recovery pricing of instruction.       

 MIXED SPENDING PATTERNS. Peralta spends less per student than would be expected 
with its small colleges and their diseconomies of scale – less for instruction because of 
relatively high faculty productivity, heavy use of tenured overloads and part-time faculty, lower 
faculty salary payments, and specialization – at just one college – of potentially high cost 
programs.   Student support services and administrative costs per student at PCCD are about 
average, while (from another perspective) classified salaries, employee benefits and operating 
expenses and equipment are above average cost.         

 LONG RANGE BUDGET MODEL. PCCD’s expenditure patterns and future funding 
uncertainties suggest the need for PCCD to begin a cost and benchmarking study to examine 
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fixed and variable costs, implement a budget allocation model to fairly and effectively 
distribute appropriations across the colleges, and develop a long-range (five-year) budget 
simulation model. 

Exist ing  Dis tr ic t Wide Processes  and Successes  

There have been many examples of district wide collaboration for the benefit of students and the 
community. A few examples are presented below:  

 Peralta ESL Advisory Committee 

 Librarians coordination meetings 

 Student Services coordination meetings 

 Distance Learning task force 

 Alignment of curricula in some departments 

 Committee for Strategic Educational Planning (CSEP) 

 District Wide Educational Master Planning Committee 

 Strategic Management Team 

 Facilitation Corps 
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I I I .  Shared Pr ior it ies and Processes 
This chapter presents the long-range assumptions and district-wide priorities of the District Wide 
EMP. The long-range assumptions indicate the overarching approaches the colleges will 
implement to respond to the needs presented in the environmental scan.  The priorities list the 
plan’s specific recommendations and process proposals, organized according to specific 
educational issues.  

This chapter is presented in two sections. The first describes long-range assumptions and the 
second presents the educational master planning priorities and associated strategies. The graphic 
on the following page shows that the assumptions and priorities support the Peralta vision.  

Long-Range Assumptions: The long-range assumptions present the overall growth strategy and path 
of the District Wide Educational Master Plan.  These assumptions will form the foundation for future 
planning for facilities, financial resources, information technology, and human resource planning. 
It is important to recognize that these are starting point assumptions that will not limit the 
flexibility of the colleges or service centers. Rather they describe the overall long-range intentions 
of the colleges and district service centers regarding critical educational issues, which will be 
refined and developed through detailed implementation efforts.  

EMP Priorities: The educational master planning priorities present the detailed processes and 
procedures developed for improving delivery of educational programs and services, especially 
regarding enhanced processes for collaboration. The priorities were developed collaboratively 
through discussions at DWEMPC, SMT and the college educational planning committees. There 
are three priorities: 

 Students First 

 Culture of Collaboration 

 Shared Governance and Decision Making  
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We are a collaborative 
community of colleges…. 

Building communities 

Transforming lives 

Creating leaders 

 

Peral ta ’ s  Vision 

Students First  
 

The Colleges will tailor 
instruction, student services 
and delivery to the needs of 
students.  

  

Culture of 
Col laborat ion 

Instructional and student 
services departments will 
regularly coordinate planning 
on a district wide basis to 
support student success.  

 

Shared Governance and 
Decis ion Making 

There will be an annual process 
to integrate educational, facilities, 
technology, and staffing resource 
planning and allocation.   

 

 

 

 
 

Educat ional  Master  Plan Prior it ies  

Long-Range Assumptions 

 Programs of Distinction 

 Distance Education 

 Education Centers 

 Enrollment Management 

 Active Learning 

 Non-State Funded Education 
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LONG RANGE ASSUMPTIONS 

The following assumptions describe the overarching educational approach and priorities of the 
district at for the next 15 years. The projections respond to the scan and set out an ambitious, 
achievable growth path. This is based on the finding that Peralta is below historic levels of access.  

The enrollment projections analysis evaluated the differential participation and demographic 
growth rates to determine a feasible and robust scenario for the district’s overall growth (see 
appendices). The projections assume that PCCD’s market penetration (MP) is projected to 
increase by one-fourth, from 64 fall enrollment per 1,000 district 15+ population in 2007 to 80 
per 1,000 by 2022.  This significant improvement would take total district enrollment to its the 
highest level of market penetration since 1983, just prior to the beginning of tuition for California 
community college students.  

LONG-RANGE FTES TARGETS 

  

  
Annual 

Growth Rate FTES 
Annual 

Growth Rate 

 1993-07 2007-08 2022-23  2007-22 

Laney College 0.7% 8,647 10,600 1.2% 

Merritt College 0.8% 4,404 6,600 2.4% 

College of Alameda 0.0% 3,635 6,000 3.4% 

Berkeley City College 7.3% 3,490 6,000 3.8% 

TOTAL 1.2% 20,176 29,200 2.5% 

To achieve this high level of access, the projections are based on the following assumptions, 
which are described in detail on pages 12 and 13: 

1. Development of shared and unique programs of distinction 

2. Increase in distance education delivery, both hybrid and full online 

3. Development of education centers 

4. Use of enrollment management to attract and support the success of additional students 

5. Use of active learning to improve success and retention 

6. Increase in use of non-state funded education (contract, community service, grant, etc.) 

The colleges will use these assumptions to guide the expenditure of Measure A funding, especially 
the balance of expenditures between facilities modernization, technology and equipment. Peralta 
has a high need for upgraded classroom technology and equipment. Also, the plan calls for a 
significant increase in distance learning and smart classrooms. The development of the facilities 
master plans in accordance with the educational planning assumptions described in this section 
will ensure that spending on bricks and mortar is balanced so that the modernized facilities have 
the equipment and technology to support educational success.  
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Much of the growth in enrollments is projected to occur through off-campus instruction and 
distance education, as shown below. 

Percent of WSCH Off-Campus  

2007 2022 

Laney College 1% 13% 

Merritt College 6% 17% 

College of Alameda 1% 16% 

Berkeley City College 11% 29% 

 

Assumption 1:  Programs  of  Dist inc tion   

The colleges and service centers will support a coordinated set of shared and unique programs of 
distinction. The colleges will develop new programs and maintain existing programs that respond 
to enduring and emerging community and workforce needs. In some fields, two or more colleges 
will provide coordinated programming, while in others are unique areas where only one college 
will focus. (See CC5 Implement a Coordinated District-Wide Program Strategy) 

The colleges will share the following broad themes: 

 Foundation skills 

 Business and Technology Applications 

 Biosciences 

 Environmental Sustainability and Civic Engagement 

 Global Awareness and Languages 

The colleges will focus in the following areas: 

 Laney: green design and construction, wellness, bio-manufacturing, performing arts, business, 
public service  

 Merritt: health, bioscience, public safety, child development, hospitality,  landscape 
horticulture     

 Alameda: transportation and logistics, green technology, bioinformatics, biotechnology 

 Berkeley: biotechnology, bioscience, multi-media arts, human services, international trade, 
American sign language  

Assumption 2:  Dis tance Education 

Peralta will increase its use of hybrid and fully online courses. The assumptions are that the district 
will shift one of every 10 courses to online hybrid status by 2012, and continue that expansion 
such that one in every five courses are online by 2017. (See SF7: Distance Learning.) 
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Assumption 3:  Education  Centers 

Development of three education centers will be explored as a strategy to increase access. The 
college will start with a model for the centers and phase one in as a pilot. A possible phase in 
schedule is to open the three centers in 2010, 2012, and 2014. The exact locations of these sites 
are subject to further study, but should be somewhere in the district’s northern end and southern 
end, south of Merritt.  Student out-of-class services as well as instruction would be offered at 
these centers; i.e., they are more substantial than “store-front” operations, may be owned by the 
district, and may qualify for extra State  “foundation” operating support as well as for capital 
funding. (See SF10 Education Centers.) 

Assumption 4:  Comprehens ive Enrol lment Management 

The colleges and service centers will initiate several enrollment management (EM) strategies 
directed largely at targeting recruitment, retention and student success for specific student cohorts. 
(See SF1: Implement Comprehensive Enrollment Management by Cohorts.) 

 Further improving the PCCD’s market penetration (MP) among younger, <25  year-olds, 
through concurrent high school enrollments, expanded basic skills  instruction, ESL and 
counseling, targeting current high school students as well  as those who’ve dropped out or 
who’ve graduated, but do not continue.  

 The 55+ year-old cohort, especially in the hills area and for specific skills  niches like customer 
service reps, teacher aids and information technology.  

 More business and industry partnerships for the (re)training of 25-54 year-olds.   

 Improvements in marketing, yield, enrollment, scheduling and retention. 

Assumption 5:  Ac tive Learning  Classrooms 

Modern pedagogy and use of technology and group projects requires flexible learning spaces.  
This assumption indicates that some instruction delivered in active learning labs, while still using 
larger lecture rooms. Overall productivity targets are still attained. A long-term goal is to use active 
learning classrooms to support effective learning. There needs to be additional analysis to 
reconcile the state’s inadequate space allocation with active learning.  (See SF8: Facilities and 
Equipment for Student Success.) 

Assumption 6:  Non-State Funded Education 

There are several types of alternative education delivery, which are important options for 
increasing non-state revenue and serving a broader set of needs. This assumption indicates that 
there will be an increased and coordinated effort to offer grant-funded, contract, community 
service education, as well as educational visiting international students and out-of-state students.  
(See SF9: Non-State Funded Education.) 
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PRIORITIES 

There are three overarching priorities, each of which will be implemented through a series of 
action initiatives:   

1. Students First: The first priority is to ensure that student needs and success are the foundation 
for all decision making about educational programs and services. This priority will be 
implemented through the following strategies.  

SF1  Implement Comprehensive Enrollment Management by Cohorts 
SF2 Foundation Skills 
SF3 Equity Goals and Removing Access Barriers 
SF4 Student Learning Outcomes 
SF5 Student Services and Matriculation 
SF6  Library Instructional Programs and Services 
SF7 Distance Learning 
SF8 Facilities and Equipment for Student Success 
SF9 Non-State Funded Education 
SF10 Education Centers 
SF11 Special Programs and Grants 

2. Culture of Collaboration: Build on current collaborative processes expand service to students and 
the community. This priority will be implemented through the following strategies. 

CC1 Student Services-Instruction Collaboration 
CC2 Institutionalize District Wide Educational Decision-Making 
CC3 Update Budget Allocation Model 
CC4 Implement A Coordinated District-Wide Program Strategy 
CC5  Implement and Institutionalize CSEP Grow/Revitalize Criteria in Unit 

Planning/Program Review 
CC6 Implement Annual Process of Collaborative Discipline Planning (CDP) 
CC7 Partnering with Areas Colleges and Universities 
CC8 Schedule Coordination 
 

3. Shared Governance and Decision Making: Strengthen structured processes for evaluating evidence, 
considering innovative options, and making effective decisions. This priority will be 
implemented through the following strategies. 

SG1 Implement Annual Planning-Budgeting Integration Cycle 
SG2  Implement Annual and Multi-Year Planning Calendar 
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PRIORITY 1: STUDENTS FIRST 

Student success is the overarching goal of the colleges. This section presents a series of strategies 
for ensuring that the needs of students are at the core of Peralta’s planning and decision-making 
processes. The following principles present an overall educational framework for the strategies in 
the plan.  

Core Educat ional  Principles 

The following educational principles are the foundation for Peralta’s programs and services.  

1  Student empowerment:  Students are supported to become active and responsible 
participants in achieving academic success.  

2 Social  engagement,  peer- learn ing,  mentor ing  and tu tor ing:  Peralta builds on best 
practices demonstrating the effectiveness of socially-based learning models. 

3 Convergence of  academic  and career- techn ical  education:  Opportunities for integrating 
academic and career-technical fields are sought.  

4 Service Learn ing  and Civic  engagement:  Students are provided opportunities to apply 
learning actively in the community.  

5 Foundat ion ski l ls  as  in tegrated  inst itut iona l pr ior i t ies :  The provision of foundation skills 
– also known as “basic skills” – is a central priority of Peralta’s educational philosophy.  

6 Active learn ing:  Pedagogy emphasizes application of learning and active demonstration by 
students.  

7 Contextua l ized  learning:  Peralta creates opportunities to place learning in the career and 
educational contexts that are most meaningful to students.  

8 Diverse learning sty les :  Teaching and learning opportunities reflect the full range of 
learning modes.  
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SF1 Imp lement Comprehensive Enrol lment Management by  Cohorts 

The Vice Chancellor, Educational Services will lead the Vice Presidents and instructional and 
student services faculty and staff in implementing an integrated and comprehensive approach to 
enrollment management. The key to this strategy is to tailor an overall approach to meet the needs 
of distinct student cohorts.  

 

Cohort 1: Beginning the Journey—Traditional college age and concurrently enrolled 

 Sub-Cohort Age Range Percent of Students 

 Early Starters 12-18 years 10% 

 Intensives 19-24 years 31% 

Cohort 2: Adjusting the Course—Re-Entry, Incumbent Workers, Life-Long Learners 

 Re-Entry 

 Incumbent Workers 

 Life-Long Learners 

25-54 years 51% 

Cohort 3: Enriching Life: Incumbent Workers and Life-Long Learners 

 Incumbent Workers 

 Life-Long Learners 
55+ years 8% 

 

The approach will integrate marketing, student services, instruction and the college experience in a 
way that is tailored to the needs of the distinct cohorts. The desired result is a highly coordinated 
approach that results in high levels of access, retention and success. Enrollment management will 
integrate the following elements:  

Market ing : Changes to the host of strategies for reaching PCCD’s markets and the specific 
educational niches which it can and should serve. 

Pri c ing: How to effectively differentiate student costs by delivery, financial aid, and other means 

Enrol l ing: Improvements to the policies and procedures of application, admissions, counseling, 
registration, advising, scheduling, and the like 

Ins t ruct ing:  What learning and delivery strategies work best?  What changes are needed to 
embrace those strategies?  Balancing face-to-face and distance learning. 

Retain ing: How current strategies are working.  Needed changes?  If so, how?  Appropriate 
classroom, assessment, counseling and follow-up strategies. 
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The to tal  experi ence :  What kinds of (changes to) student life activities, opportunities, and “TLC” 
are needed to round out the “PCCD experience?” 

Follow-up: Placing and following students: you’re gone, but not forgotten. The use of alumni in 
marketing and college development. 

 

Cohorts: The cohorts have clearly different profiles based on their stated goals and course taking 
behavior. This suggests methods for more appropriately meeting their needs.  

 

Cohort (Fall 2006 Data) 

Age Proportion 
of All 

Students 

Full Time 
(%) 

BA + (%) Undecided Transfer Career Cultural 
Enrich
ment 

1 Beginning the Journey 19-24 31% 44% 6% 33% 23% 22%  

2 Adjusting the Path 25-54 51% 23% 27% 27% 18% 31%  

3 Enriching Life  55+ 8% 11% 47% 36% 5% 24%  

Total / Average *  90%  20%     

 

The cohort-planning model recognizes that “one size does not fit all” given the colleges’ diverse 
students. The unique needs of each cohort will guide the planning and delivery of all aspects of 
planning and service delivery. The core principles guiding the implementation of the cohort 
approach include the following concepts:  

 Each cohort is an important student population and will receive services designed to meet 
their needs. 

 There are sub-cohorts for each cohort, especially the 25-54 age group. Specialized approaches 
will be developed for these groups.  

 Once outreach, student success and curriculum/scheduling approaches are determined for 
each cohort, an integrated approach will be developed that meets as many of the needs as 
possible. For example cohort one will need a schedule of non-overlapping courses that would 
facilitate graduation within two years, while cohort 2 will benefit from evening and weekend 
classes (and on-site contract education). Where appropriate, strategies will be devised that 
meet the needs of several cohorts.  
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Current S tudent Distr ibution 

Although cohort 2 is the largest overall, this is because it includes all students from age 25 through 
age 54. Disaggregating the data shows that when a consistent age increment is applied, the 19-24 
year old group is by far the largest five-year age category.  

 

 

 

 

 

 

 

 

 

 

 

 

The following table presents the overall strategy for meeting the needs of the cohorts. This will be 
reviewed and incorporated into college and district-wide planning and implementation for 
recruiting, student services, instruction, scheduling and delivery.  

Cohort 1: Beginning the 
Journey 

Strategic Approach 

 Early Starters Strengthen K-12 partnerships to include curriculum alignment and early assessment through 
top-to-bottom approach. 

 Intensives Freshman experience, summer bridge, targeted foundation skills, tutoring/mentoring, campus 
life, scheduling to meet needs of Intensives 

Cohort 2: Adjusting the 
Course 

 

 Re-Entry Re-Entry Program: counseling; peer support/tutoring;  

 Incumbent Workers Contract Education and certificate and degree CTE offerings.  

 Life-Long Learners Continue provision of fine arts, language, physical education and other courses. Explore 
scheduling options 

Cohort 3: Enriching Life  

 Incumbent Workers 

 Life-Long Learners 

Emeritus College offering targeted programming and support services. Address both career-
technical training for those still in workforce and life-long learning interests.  
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Success  Goals 

An important benefit of the cohort model is that student outcome data can be more accurately 
interpreted in the context of student goals and behaviors. For example, the Beginning the journey 
cohort is much more likely to seek transfer to a four-year institution, making the transfer goal 
more meaningful for the Adjusting the Course student cohort, for which taking one or two 
courses is more relevant.  

 

 

Cohort 

Persistence Retention Degrees 

1. Beginning the Journey (19-24)    

2007 Baseline 60% 78% 90 

2010 Goal 62% 80% 110 

2012 Goal 65% 82% 150 

2 Adjusting the Path (25-54)    

2007 Baseline 54% 74% 218 

2010 Goal 56% 76% 260 

2012 Goal 59% 78% 300 

3 Enriching Life (55+)    

2007 Baseline 60% 83% 24 

2010 Goal 62% 85% 30 

2012 Goal 65% 86% 40 

    

 

SF2.  Foundat ion Ski l ls  

The Foundation Skills subcommittee of DWEMPC will lead a district wide effort to make 
effective foundation skills education an institutional priority. The subcommittee will build 
colleges’ work in implementing the statewide Basic Skills Initiative, which is being led by the 
Statewide Academic Senate as part of the implementation of the California Community Colleges System 
Strategic Plan.  

Each college completed a self-assessment in Spring 2008. Common themes and strategies from 
the assessments will form the foundation for the shared district wide strategy.  
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The District wide effort will identify methods for coordinating and leveraging resources across the 
four colleges to support effective basic skills. The Basic Skills Subcommittee will also help to 
integrate basic skills effective practices with the cohort approach described in SF1, which is 
intended to enhance student success by treated Peralta’s student subgroups holistically based on 
their distinct needs.  

The Foundation Skills strategy will build on Basic Skills as a Foundation for Student Success in California 
Community Colleges, which is the literature review and organizational assessment tool developed to 
assist colleges in implementing the statewide initiative.  

Basic Skills as a Foundation lists four areas of best practice. A critical concept is that foundation 
skills – called “developmental education” in the state report – are not a compartmentalized effort 
off that is treated as a secondary concern, but rather central to overall student success and 
institutional priority setting. The following is a summary of the best practice research.  

Organizational and Administrative Practice: Developmental education is a clearly stated 
institutional priority, and a clearly articulated developmental education mission drives the 
program. Developmental education is centralized or highly coordinated, and institutional 
policies facilitate student completion of developmental course work early in the 
educational sequence. There are comprehensive support services, which are highly 
integrated between instruction and student support services. Faculty who are 
knowledgeable and enthusiastic about developmental education are recruited and hired to 
teach in the program, and institutions manage faculty and student expectations regarding 
developmental education.  

Program Components:  A number of components are characteristic of highly effective 
programs. These include: 

 Orientation, assessment, and placement are mandatory for all new students 
 Regular program evaluations are conducted, disseminated, and used for improvement 
 Counseling support provided is substantial, accessible, and integrated into academic 

courses/programs 
 Financial aid is disseminated to support developmental students 

Staff Development: Comprehensive training and development for faculty and staff who 
work with developmental students is essential and has been shown to improve student 
retention and performance. Specific training is correlated with success in tutoring, 
advising, and instruction.  

Instructional Practice: Effective instructional practices are the key to achieving desired 
student outcomes. Learning theory is applied in the design and delivery of courses. 
Effective discipline-specific curricula and practices are used. All aspects of the student’s 
development are supported, and Culturally Responsive Teaching is applied. A high degree 
of structure and a variety of instructional methods are used. Entry/exit skill levels are 
aligned among levels, and course content is linked to college-level performance 
requirements. Developmental faculty share instructional strategies, and faculty and 
advisors closely monitor student performance. Programs provide comprehensive support 
mechanisms, including trained tutors.  
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SF3 Equi ty Goa ls and Removing Barr iers  to Access  

There are differential rates of access and success for some student populations. Key issues include 
access of historically disadvantaged groups, and sub-groups within these groups. In some cases, 
there are disparities of both access and success, in other cases there is parity of access but disparity 
of success. Key groups of concern include: 

 People of all race/ethnic groups with high levels of educational need 

 Latino/Hispanic access and success 

 African American access and success, especially African American males 

 Native American access and success 

 Asian and Pacific Islander, especially some countries of origin.  

Equity of access will be addressed by developing solutions to barriers related to the cost of text 
books, child care, transportation, financial aid and other challenges faced by students. By 
addressing these factors, Peralta will facilitate students’ enrollment and persistence. Addressing 
these issues will also support student success by supporting students’ basic needs.  

Equity of success – persistence, retention, degrees, certificates, and transfer – are supported by the 
range of strategies in this section. In particular, SF 1 (the student cohort strategy), SF2 (foundation 
skills), SF4 (student learning outcomes), SF5 (student services/matriculation, and SF6 (library 
services) will support equity of success.  

 

SF4 Student Learning Outcomes 

Student learning outcomes (SLOs) state the knowledge, skills, or abilities that a student should be 
able to demonstrate as a result of completing a course or program. Student learning outcomes 
describe observable results. They must be regularly assessed to see if students actually are able to 
demonstrate the learning or competencies from a class. 

From “Introduction to the Accreditation Standards” by ACCJC: 

The primary purpose of an ACCJC-accredited institution is to foster learning in its 
students. An effective institution ensures that its resources and processes support 
student learning, continuously assesses that learning, and pursues institutional 
excellence and improvement. An effective institution maintains an ongoing, self-
reflective dialogue about its quality and improvement. 

The good news about the new standards is that they are considered “best practice” and these 
methods really do lead to improvement. There is a great deal of research showing the 
effectiveness of this approach. Instructors rarely make the time to talk about teaching and 
learning, and by focusing on SLOs and assessment and discussing assessment results, this dialogue 
is built in to the process. Many faculty report that this dialogue is one of the most valuable parts 
of the SLO/Assessment process. 

Development of SLOs started with January 10, 2007 Professional Development activities 
featuring the kick off of Accelerated Program Review Training presented by the District 
Academic Senate and the Peralta Community College District’s Department of Educational 
Services as part of the Strategic Planning Process.  
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In Fall 2006, the colleges’ Vice Presidents of Instructions and the District Academic Senate chose 
to address accreditation with Student Learning Outcomes for one or two programs and the 
updating of college course outlines.  In Spring 2006 the District Academic Senate with input from 
all four colleges signed off on a Memorandum of Understanding regarding Assessment 
Philosophy and related activities at College of Alameda, Laney, Merritt College and Berkeley City 
College.  Based on the Memorandum of Understanding the “responsibility for the implementation 
and evaluation of student learning outcomes and the interpretation of the results shall remain the 
purview of individual faculty department/programs or student services units.”  “The assessment is 
not a single cycle of actions, but an ongoing process, which ideally permeates the institution. The 
assessment process involves both gathering information and using that information to modify and 
improve teaching and student learning.” 

January 5 and 6 2007 all four colleges sent faculty to the State Academic Senate’s new 
Accreditation Institute: Collegial Consultation and the Successful Self Study.  The Institute 
focused on the relationship between local governance and the creation of the successful self-
study.  The teams from the four colleges had shared and continue to support each other in this 
part of the Accreditation process. 

During the State Academic Leadership Institute, faculty from Laney and College of Alameda 
received additional training on Accreditation, SLOs and Program Review.  In July 2007 the State 
Academic Senate conducted the Student Learning Outcome and Assessment Institute; an 
intensive training providing two tracks addressing: 1) training for new SLO Coordinators and 
programs and 2) topics for experienced SLO coordinators with growing programs on their 
campuses.  Berkeley City College, College of Alameda, and Merritt sent one representative, and 
Laney sent two.  We all came away from the Institute with the plan to work even closer together 
to strength our individual college committees and commitment as we continue our Accreditation 
process. 

An outgrowth of attending the Spring 2007 State Academic Senate Curriculum Institute, the 
attendees from the four colleges have encouraged the Vice Presidents of Instruction, to achieve a 
commitment from District to secure “CurricuNet- Curriculum Software, a comprehensive 
software program for curriculum development, curriculum tracking (across the district) and 
posting course outlines and syllabi on the Internet. 

Instead of focusing on what instructors cover, the focus changes to whether students are actually 
learning. The point is to make changes and improvements that lead to deeper and more effective 
student learning, and to base our decisions on evidence rather than vague, general impressions. 

Current Status 

All four colleges have begun the process of writing Student Learning Outcomes for their courses 
and programs. Each college has developed its own institutional or general education outcomes. 
Each college has assigned a faculty member on release time to serve as the SLO/Assessment 
Coordinator. 

Future Directions and Needs 

In order to fully implement SLOs and assessment, 

• SLOs must be completed for all courses, programs, and student services units. 
• Each college must begin the process of assessing course, program, and general education 

outcomes.  
• Results of the assessments must be reported and must be used for improvement.  
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• Gradually, all SLOs for all courses, programs, the general education program, and student 
services units must be systematically assessed and the results used for improvement. 

Infrastructure required  

Developing and assessing SLOs across a college is a new methodology for evaluating institutional 
effectiveness and requires high levels of training and work for implementation. The accreditation 
commission expects institutions to allocate appropriate resources in support of student learning 
outcomes and assessment. 

These necessary resources include: 

 A SLO coordinator at each college with release time to give training, work with departments, 
and keep track of what is being done. 

 A Committee of faculty and others to discuss and implement SLOs and assessment. 

 A Researcher and clerical support – departments and programs need assistance in developing 
quality assessment tools, developing effective surveys, collecting and analyzing data, storing 
data, and reporting results. 

 Stipends or other support to faculty engaged in time-consuming work on developing 
assessment tools and compiling assessment information 

 Visible support from all levels of the administration: the chancellor, presidents, vice 
presidents, and deans must continually emphasize the importance of engaging in assessment 
of SLOs and must keep prodding people to get the work done. 

 Professional development days should be used to discuss assessment results and plan 
improvements. Somehow, assessment must be built in to normal routines so that it doesn’t 
seem like something “extra” and excessively burdensome. 

 Assessment results must not be used for evaluation of individual faculty and staff. There must 
be serious efforts to reduce anxieties and fears about how the results will be used. It is vitally 
important that instructors and staff not feel threatened by this process, or they will set 
standards that are too easily attained. If this happens, we will not get useful information that 
can be used for improvement. Honesty and risk-taking should be encouraged. 

 

SF5 Student Serv ices and Matr iculat ion 

A central charge of student services is the matriculation process. The district follows the “Model 
District Policy” which was adopted by the Board of Trustees in 1994 and is referenced in chapter 
seven of the Board Policy Manual and is outlined in each college catalog.  The matriculation 
process focuses on the following components: admission, orientation, assessment, counseling and 
advisement, follow-up, and research.  Each college is required to have a Matriculation Committee, 
as well as a Matriculation Plan which is regularly updated. There is a well established District-wide 
Matriculation Committee which meets regularly.  Matriculation planning involves a variety of 
strategies ranging from researching, selecting, implementing, and evaluating appropriate 
assessment testing instruments to classroom assessment, to early alert, to determining which 
students need matriculation services, and the list goes on.   

Recent studies have shown that statewide, in California Community College, one-third of credit 
students are exempt from orientation, three of every ten from assessment, and one of five from 
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counseling.  According to the study, less than half of those directed to counseling actually receive 
services.  It is well known that the difficulty of improving counseling derives from scarce staffing 
which often is the result of counseling faculty not directly garnering FTES which is the basis for 
state funding, as well as the 50% law and counseling being on the non-instructional side of the 
law.  Statewide, the ratio of counselors to students is 1:1,900. 

As many have noted, student services and the matriculation process relates to the area/theme of 
“basic or foundational skills.”  In the recent state study, “Basic Skills as a Foundation for Student 
Success in California Community Colleges,” several of the effective practices cited in the literature 
review speak to student support services.  These effective practices include the following: 

• A comprehensive system of support services exists, and is characterized by a high degree 
of integration among academic and student support services (A.5); 

• Orientation, assessment, and placement are mandatory for all new students (B.1); 
• Counseling support provided is substantial, accessible, and integrated with academic 

courses/programs;  
• The developmental education program addresses holistic development of all aspects of the 

student.  Attention is paid to the social and emotional development of the students as well 
as to their cognitive growth; and 

• Faculty and advisors closely monitor student performance. 

The colleges and the district will need to speak to thess best practices when addressing student 
services and matriculating students. 

Other areas that will need attention when setting a resource planning agenda is the need for 
additional learning labs with tutors and study aids for English, Mathematics, and specific 
disciplines.  With the growth in online education, attention will need to be given in how to guide 
these students through the matriculation process if they are never or rarely on site at one of the 
colleges. 

This work relates closely to the theme of "basic or foundational skills" and might even be tied to 
that, recognizing that PCCD colleges are already working on the issue.  As part of this, the notion 
of bona fide and common teaching/learning labs for English, Math and certain other disciplines 
with tutors and study aids – at each of the colleges – should be considered for funding from 
Measure A.  (These facilities really work!)       

 

SF6 Lib rary  Ins truc tional  Programs and Serv ices 

Library Instructional Programs and Services aim to help improve student success and retention by 
expanding and developing instructional opportunities and services via library instruction, intensive 
one-on-one instruction at the Reference/Research desk, and distance education. Library public 
access services serve students and add value to a successful educational experience.  

The four colleges will continue to support collaboration between librarians and instructional 
faculty to expand the understanding of information literacy as a library program and extend it 
across the curriculum. The colleges also will support efforts of collaboration between librarians 
and faculty to develop library collections (print, online, and multimedia) with appropriate and 
current materials to better support the curriculum. 
  
Librarians of the four colleges meet regularly to address areas of collaboration.  One major area 
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for needed collaboration is in technology which includes the following: (1) planning for a selection 
and migration process for a new integrated library system, given the discontinuance of the 
Horizon system, and the need for ongoing upgrade and maintenance of the system; (2) eBook 
Collections owned and coordinated by all campus libraries; (3) library servers for additional library 
publications; (4) an improved process for funding and development of library IT as the libraries 
move into advanced formats (streaming information, MP3, etc.) and equipment required to view 
and use these formats and materials; as well as, attention to maintenance and upgrades to library 
IT equipment to conform to district/college standards; and (4) purchasing authentication 
software, such as EZ Proxy, to provide access for distance learners to use library electronic 
resources.  Additionally district-wide librarians stress the need to make library programs and 
services a fundamental priority in all planning ranging from educational master planning to 
facilities master planning.   

 

SF7 Dis tance Learning 

Use of broadcast and interactive TV in California community colleges is declining while online 
instruction is growing rapidly – up by 371% since 2000 while traditional face-to-face (FTF) 
instruction has increased by just 2%.  The average California community college delivers 6% of its 
instruction online; PCCD delivers 26 FTES (<1%) this way and if it were to move just to the 
statewide average would need to enroll about 1,100 FTES online.  Arguably, given their locations, 
PCCD colleges should deliver more by this medium.  

To reduce student transportation costs (high in the East Bay) and become more competitive (the 
East Bay has many PSE options, among them many virtual), PCCD should increase its online 
delivery – just under two dozen online courses in its Spring 2008 catalog – preferably using the 
hybrid model where online classes include an FTF component with the requisite support for 
struggling students and the opportunity to chat with faculty and join a community of student 
colleagues exists. 

The Distance Learning subcommittee will guide the implementation of a coordinated district wide 
learning strategy. An inter-college technology task force developed the guiding vision for this 
effort: “ Educational technology now plays a critical role in learning and teaching in many 
disciplines.  It is our belief that our students now require a consistent, powerful, and transparent 
application of our educational technology applications across disciplines and across the various 
campuses.” One goal of the technology task force was to select a common online Course 
Management System (CMS) for the Peralta Community Colleges.  The task force recommended 
Moodle as the common CMS. The task force also recommended implementation begin as soon as 
possible using the following steps: 
 Determine a timetable for migration and notify instructional staff of the decision.  

 Establish a Distance Education Budget for 2008-2009 to support ETUDES for the 2008-2009 
academic year and sunsets ETUDES no later than June 30, 2009; build upon the 2007-2008 
academic year structure for Distance Education as recommended by the campus DE 
Coordinators in the DE Strategic Plan; and delineate line item costs, such as technical support, 
server maintenance, training, administrative & faculty cost, memberships, travel, technology 
conference costs, etc. 

 Provide training to faculty and staff for the (new) CMS migration. 
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 Transfer existing online courses to the new CMS by Fall 2009; and 

 Identify a cycle of ongoing distance education evaluation & planning is identified. Three (3) 
year CMS commitment –  

Year 1 – adoption/implementation 

Year 2 – evaluation and recommendations 

Year 3 – adoptions and movement to upgrade/new system. 

 

SF8 Fac i l i t ies  and Equ ipment for Student Success 

The colleges will upgrade their classroom facilities and equipment to support student success. 
Faculty have shifted away from simply lecturing to students seated in chairs, because this modality 
is not effective and students expect (well-working) media and prefer to learn proactively and 
interactively in a hands-on fashion, and (research shows) far more productively in groups than 
individually. A preliminary review of college facilities, together with discussions at faculty focus 
groups, suggests a general lack of technology tools in PCCD  classrooms – too few stationary or 
mobile projections systems, smartboards, computer stations/laptops in the classroom or even 
tables for group work. This investment is critical to student success and will be an important 
aspect of the colleges’ facilities and equipment planning for Measure A.  

Moreover, the importance of information technology (IT) in all aspects of today’s world suggests 
that all faculty (part-time as well as full-time) should have access to computers – a laptop or ready 
access to area(s) with stations.  Arguably also as a matter of PCCD policy, all students should have 
access to computers.  Studies show that about six of every 10 community college students already 
have computers, either laptops, stations at home or their convenient library or cybercafé.  
Students at PCCD colleges are probably similarly equipped, and, if so, provision should be made 
for the other four students, possibly through partnerships with hardware vendors. 

 

SF9 Non-State Funded Education 

The colleges will explore options for new fee structures, reflecting community need and cost-
benefit factors related to state funding rates and faculty pay scales. This is an area for targeted 
development where investigation and analysis suggests that there is a need and that Peralta can 
meet the need cost-effectively.  

Currently, the PCCD colleges rely almost entirely on regular credit instruction (generating FTES 
which, in turn, are supported from the State General Fund).  Very little (less than 1%) of PCCD 
activity is generated through non-credit instruction, which also generates FTES, though at a lesser 
support rate.  Non-credit classes, however, are a viable delivery mechanism for the many foreign 
immigrants and others PCCD should train in basic/fundamental skills, ESL (see above), 
citizenship, VESL, and other skills for job performance and for, say, seniors 55+, where credits 
are less important than knowledge and skills.  While PCCD’s non-credit instruction is far below 
the average statewide (8%), only San Francisco of Bay Area community colleges offers a 
substantial non-credit program at its Centers.  
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PCCD’s activity in community service and contract education – both delivered at the cost of 
education, the former from enrolled students fees and the latter from employers or other partners 
– is just one-fourth that of the typical community college and far below that of  colleges at both 
Chabot-Las Positas and San Francisco in the Bay Area.  PCCD community focus group 
participants call for more PCCD partnerships with local area agencies, NGOs, and private firms 
that could involve contracts, public and private grants, and in-kind sharing of scarce resources.  At 
present, PCCD colleges do little of this and any expansion will require “entrepreneurial” staff, 
possibly at the district level, to aid college faculty and staff in the time-consuming activity of 
identifying opportunities, making the appropriate contacts and applications, implementing the 
initiative(s), and generally monitoring the work.   

More community service classes – less than 50 annual FTES are instructed this way now at PCCD 
colleges – would provide the opportunity to differentially-price PCCD students at or near the cost 
of education in those cases where most students enrolling can afford to and would pay the fee.  
This is often the case among older students and obviously among those with higher incomes. 

 

SF10 Education  Centers 

Preliminary analysis of PCCD’s market penetration (enrollment/population cohort or MP) shows 
substantial differences in both level and recent change by neighborhood and community across 
the service area.  The formerly high MP area around Merritt College has declined rapidly.  Areas 
like Emeryville and Berkeley West with formerly average MP rates are increasing rapidly while 
others like Piedmont and Kensington report low and rapidly decreasing rates.    Future population 
growth will shift from South Oakland to North Oakland and Berkeley.  With continued growth, 
BCC will be fully occupied within several years.  And community focus groups call for PCCD to 
do more outreach, more “Town and Gown” activities, and with accessible job-training 
partnerships.   

These arguments all suggest more PCCD community or neighborhood centers.  Not only  beyond 
BCC in the northern area, but in other areas as well.  Other than Merritt College’s Fruitvale 
Center, PCCD colleges have few outreach/off-campus centers or operations.  Centers can focus 
on specific training like in Fruitvale, serve underserved niches in specific neighborhoods, and/or 
be located at worksites for specific job training partnerships (more on this elsewhere).  Or, for 
those 55+, at Senior Centers.  Churches and K-12 schools also can serve as accessible sites for 
instruction and other educational services.      
 

SF11 Specia l Programs  and Grants 

The district will continue to develop and implement special programs and grants to meet a range 
of needs.  

 Tech Prep 
 Career Advancement Academy 
 California High School Exit Exam Preparation 
 International Students 
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PRIORITY 2: CULTURE OF COLLABORATION 

The district service center will promote a facilitative model leadership that brings the colleges 
together around common processes and shared goals.  

The premise of the culture of collaboration is that a continuation and strengthening of the 
college’s coordinated efforts will provide important benefits to the community and students. As 
shown in the box at right, collaboration promotes student success, conserves resources, and 
supports the sharing of best practices throughout the district. The following are guiding principles 
for successful collaboration.  

1 Student and Community Benefits are the 
Purpose for Collaboration. Continuing and 
strengthening Peralta’s ability to collaborate across 
the colleges will  enhance program innovation, idea 
sharing, effectiveness and efficiency.  

2 The Service Centers Support Structured 
Collaborative Processes. The district service 
centers promote coordination and collaboration 
across the colleges. This includes facilitating inter-
college dialogs and assisting the colleges in 
presenting a coordinated and unified approach to 
external partners, agencies, and funders.  

3 All Colleges Provide All Missions. Each college 
will provide all missions: transfer, career-technical 
education, basic skills, degrees, certificates, and life 
long learning.   

4 Colleges Specialize in Career-Technical Areas. 
Each college will continue to specialize in certain 
career-technical programs, especially where 
specialized labs or facilities are required. This will 
help to create recognized areas of excellence and 
avoid duplication and competition between the 
colleges.  (Programs using standard classrooms 
equipment with high demand can more easily be 
offered at more than one college.) 

5 Colleges Coordinate in Common 
Programmatic Areas. Two or more colleges will continue to share some programmatic areas. 
In these cases, the colleges will coordinate closely to avoid duplication and identify 
opportunities for the respective programs to mutually support one another. In some cases, 
programmatic coordination and leadership may be provided primarily by one college.  

6 Each Discipline Coordinates Across the District. Each discipline will regularly coordinate 
across the district. The goal is to identify and implement coordinated improvements to benefit 
students and use resources wisely. The desired outcomes include: development of consistent 
student learning outcomes for courses and disciplines; development of consistent academic 
policies regarding prerequisites, grading, etc.; sharing of best practices, especially with regard 
to basic skills, retention, and student success; collectively identifying and addressing common 

Benef i ts  of  Collaborat ion 

Key points from a convening of the four 
college educational planning committees on 
March 14, 2008, at Merritt College.  

 Supports accreditation recommendation 

 Coordinating the schedule helps students 
and avoids duplication 

 Share best practices 

 Identical course outlines in some 
disciplines allows students to take 
sequence of courses at different colleges 
seamlessly 

 Increases enrollment 

 Being more coordinated will increase the 
community’s pride if we’re more “on the 
ball” – this will increase satisfaction and 
increase retention 

 Conserves resources when we avoid 
duplication 

 By being more efficient we can do more for 
students 

 Standardizing information outputs 

 Build positive human relationships across 
the colleges.  
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challenges and opportunities, for example changing state curricular requirements, accreditation 
standards, etc.; identifying opportunities for resource sharing, including faculty, equipment 
and facilities; and coordinating schedules to provide the maximum options for students.  

7 Budget Allocation Supports Specialization/Coordination. A budget model will be 
developed to support each college’s planned program mix. The goal is to give each college 
predictability to develop programs in support of its areas of specialization and overall college 
mission and identity. The budget will support the college’s long-term educational master plan 
growth path, as opposed being developed around historic allocation patterns. 

Foundat ions for  Col laborat ion 

The graphic on the following page presents the collaborative model. This is the desired 
organizational framework for supporting the principles of specialization and collaboration above. 
The following foundations are needed to ensure the success of collaboration: 

Culture. Values, beliefs, attitudes and practices are critical in supporting collaboration as the way 
Peralta operates.  

Capacity. Skills, leadership, and professional development need to reinforce and enable 
collaboration.  

Incentives. Budget allocation, recognition, rewards, and advancement processes all need to provide 
benefits to those who collaborate.  

Structure: Organizational structure, district-wide collaborative processes and planning-budgeting 
integration need to be aligned to the goal of coordination.  
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CC1 Student Serv ices- Ins truc tion  Collaboration 

Integrating student services and instruction is a key support for student and institutional success. 
Creating linkages between the classroom and support services ensures timely and appropriate 
referral to guidance and additional resources.  

A key venue for integrated planning is DWEMPC and its related subcommittees. DWEMPC 
brings together the Vice Presidents of Student Services and Instruction, and the subcommittees 
provide an opportunity to integrate deans and faculty from instruction and services. Another area 
of linkage is in the student cohort model (see SF1), which is premised on a holistic approach that 
tailors instruction and services to meet student needs. The colleges are committed to the ongoing 
integration of all aspects of students’ educational experiences.  

CC2 Inst itut iona l ize Distr ict  Wide Educationa l Decis ion-Making 

The District Wide Educational Master Planning Committee (DWEMPC) will be institutionalized 
as a shared governance committee. Its charge is to recommend and monitor shared district-wide 
educational goals, processes, and planning processes. The Committee’s overall mission is to 
encourage coordinated and consistent educational policies and processes across the four for the 
benefit for students and the community. These core educational processes are the “collaborative 
infrastructure” of transparent and structured decision-making mechanisms for building effective 
collaborative strategies that are shared by the four colleges.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Entrepreneurial approaches including contract and community service will be explored to provide needed 
programs at the cost of instruction.  
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The Committee will be chaired by the Vice Chancellor, Educational Services and receive research 
and planning support from the Associate Vice Chancellor, Research and Planning. The 
Committee will have four subcommittees to provide strategic planning and coordination for 
specific educational topics: the Council for Instruction, Planning and Development; the Career 
Technical Education Subcommittee; the Distance Learning Subcommittee; and the Foundation 
Skills Subcommittee. There will be at least one member from each subcommittee on DWEMPC 
to ensure communication. Guests will be invited to the committee and subcommittee on an as-
needed, issue-specific basis. Minutes will be kept. There following are the major annual milestones 
and deliverables from DWEMPC.  

April/May Planning Framework for Next Academic Year 
 Updated program review data 
 Updated Unit Plan template 
 Update of community, labor market, and student success trends 
 Status/Assessment of major educational initiatives 
 Flex Day Topics 

October Planning Priorities: Provide guidance for budgeting, faculty hiring, and 
facilities/equipment decision-making 

Institutional Relationships: The college representatives to DWEMPC and the subcommittees 
will report regularly to their college decision-making councils and committees including budget, 
planning, and facilities. It is important for administrative committee members to communicate 
committee matters to the Deans/VPs meetings, Matriculation Committee, etc.   

 Weeks of an Academic Term 

Group 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 

Deans/VPs Meeting                 

District EMP Committee                 

Subcommittees                 

 Distance Education                 

 Career-Technical                 

 Matriculation                  

 Basic Skills                 

 Curriculum                  

College Councils/Cmtes                 

Strategic Mgmt Team                 
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CC3 Update Budget Al locat ion Model 

Summary: The Budget Allocation committee will update budget allocation model to support the 
planned program mixes and growth paths presented in the long-range assumptions. The revised 
budget allocations will support each college’s planned CTE-specialization and general education 
offerings. The purpose for adjusting the budget allocations is to establish stable and predictable 
budget allocations that will support the Colleges in developing their long-term program. This 
predictability is an essential foundation that will support the colleges’ efforts to operate in a 
collaborative manner.  

The recalculated college budgets will establish the basic FTES and productivity targets for each 
college based on the specific program mix of each college, including budgeting to support new 
programs under development. The result will achieve the District’s financial goals for reserves and 
investments in new programs and sites, etc. Options are to include incentives for higher 
productivity levels and an “innovation fund” to support new initiatives.  

 

Program Productivity Standard (based on 
mandates, safety, hours) 

FTES Targets 

Discipline A   

Discipline B   

Discipline C   

Discipline D   

COLLEGE TARGET  

 

 

 

To effectively advocate for needed funding changes in this uncertain environment, PCCD staff 
need data that benchmark the college against its peers and competitors among other California 
community colleges.  These data include not only unit costs for organizational units and how 
those have changed over time, but also analysis of the allocation of real resources behind those 
cost differences (or similarities) that can inform PCCD about desired funding changes.  For 
instance, why do PCCD colleges spend so much more per student – nearly $1,500 – than the 
typical college?  And, if PCCD admissions, records, counseling and guidance staffing and outlays 
appear relatively low – which they are: PCCD spends $314 per FTES versus the statewide average 
of $336, $22 or 7% less – to what degree is that a problem, how has it changed over time and 
relative to other community colleges, and how may PCCD ensure that general student support 
service resources are effectively and equitably allocated as between the district office and the four 
colleges?    

College curriculum-based academic plans are informed by program review and course-based 
assessment of student learning outcomes (SLOs), then integrated with financial planning and 
synthesized by the district Strategic Management Team (SMT).  The SMT, aided by topical 

Productivity Target Based on 
Program Mix 

FTES Target 
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subcommittees, integrates college and district strategic, academic and budget planning – a process 
that can be aided by the budget allocation and mid-range simulation models.   

A modified budget allocation model would cover the short-term – budget year – and be strategically 
connected to the mid-range simulation model, allocating resources across the colleges, sites and 
open campus based on functions agreed-to by the district’s budget planners.   

Like many budget processes, an allocation model builds on past and current year budgets for the 
district’s various entities, as well as expected price and workload changes.  Unlike many budget 
processes, the allocation model would build budget proposals on known staffing patterns (and 
likely retirements), explicit choices about patterns of curriculum change (growth and decline), 
approved new programs and strategic initiatives, and (importantly) movement toward ideal budget 
and resource allocation levels based on those factors that are revealed by the internal cost and 
benchmarking studies (see below) to drive costs differentially. 

Mid-Range Simulation Modeling (MSM) of the PCCD budget over the mid-range (five-years) would 
project the relationships between the California economy, state aid, tuition and fees, enrollment, 
costs and local taxes in support of PCCD.  This mid-range  simulation model (MSM) would 
capture the interaction of these complex relationships and their “bottom-line” impact on the 
funding of PCCD.  

The MSM would not only identify projected funding for the budget year – the basis for the inter-
college allocation model above – but also for each year up to five-year forecasts so as to test the 
long-term feasibility of short-term changes in policies, formulas and other factors.   

MSM results would show, for instance, the impact of changes in state aid formulas and student 
costs (resulting from fees, transportation, and the like) on the ability of PCCD to increase student 
access and simultaneously improve programs and services, when overall State funding is flat, 
enrollment demand continues to increase, and increased efforts are made to secure extramural 
funding (federal, private, or other non-public funding).  Various financial scenarios can be 
specified and their consequences readily examined.  For example, different sets of PCCD 
enrollment management strategies can be specified and enrollment and fiscal results simulated. 

An internal cost and benchmarking study of PCCD operating outlays would help staff to prepare 
budget estimates of the cost of growth at the four colleges, and in any other potential delivery 
mechanisms.  PCCD costs for departmental and supporting units need to be disaggregated into 
those (a) fixed and variable, (b) direct and indirect, and (c) average and marginal.  This would 
facilitate estimates of “start-ups” versus “ongoing” programs.  In addition, the actual, full costs of 
growth in various PCCD departments and disciplines will be better identified for resource 
allocation and budgeting decisions. 

CC4 Implement A Coordinated  Dis tr ic t-Wide Program Strategy 

The Colleges will continue to implement a coordinated offering of educational programs to 
achieve the following goals: 

1. Anticipate and respond to the needs of the district service area for career-technical, ESL, 
transfer and general education. 

2. Coordinate offerings across the colleges to maximize access and the range of offerings and 
avoid duplication.  

3. Continually review and update curricular offerings.  
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The district’s integrated educational planning process ensures a dynamic educational program that 
responds to student and community needs. As described in detail in strategy EP4 – EP7 below, 
the colleges will separately and collectively maintain a process that continually reviews and updates 
their offerings and pedagogy.  

As shown in figure CC5 on the page 34 the colleges have devised a coordinated strategy to 
address major workforce, community and social trends and needs. The colleges will collaborate to 
address the overarching themes of Foundation Skills, Enterprise Studies, Biosciences, Social 
Justice/ Environmental, and Global Awareness and Languages.   

These themes encompass both academic subjects and career-technical areas. For example, Social 
Justice/Environmental Sustainability addresses both the social, political and philosophic 
implications of human impact on natural systems and the workforce implications related to “green 
technology”. As such these themes can serve to provide frameworks for aligning and integrating 
career-technical programs with the arts, humanities, and sciences.   

The shared district-wide program themes serve three purposes: 

 Provide a common focus across the colleges on areas of community interest and need.  
 Clarify the programmatic areas in which the colleges will collaboratively as opposed to one or 

two colleges having exclusive responsibility.   
 Encourage program innovation in emerging areas where new curricula, content and pedagogy 

are needed.  

The themes are areas for ongoing future exploration. In some of the themes, such as biosciences, 
society at large is still at an early stage of developing the scientific and industry models. There may 
not initially be high numbers of career openings, so the colleges will monitor trends and 
experiment with programs and partnerships. For some themes, the focus will be in sciences, arts 
and humanities, in others in career-technical programs.  

The themes are highly interrelated. Foundation skills provide a connecting theme across the 
themes, while the links are clear across global awareness and social justice/environmental 
sustainability.  

The themes will be defined through ongoing discussions by faculty, students, staff and 
administrators. Brief initial descriptions follow.  

Foundation Skills: Skills in reading, writing, mathematics, and English as a Second Language, as 
well as learning skills and study skills which are necessary for students to success in college-level 
work. Foundation skills are critical both in basic skills classes and discipline classes.  

Business and Technology Applications: Subjects encompassing business, economics, finance 
and the use of technology applications to advance organizational effectiveness.  

Biosciences: The uses of the life and social sciences to address medical, energy, environmental 
and other applications.  

Environmental Sustainability and Civic Engagement: The interrelated study of economic 
opportunity and social equity with the disciplines related to studying patterns of life that can be 
maintained indefinitely and that provides quality of life and preserves natural ecosystems. 

Global Awareness and Languages: Programs and courses intended to expand students’ 
awareness of the culture and contributions of other counties and to teach foreign languages.  
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Figure CC5: Peral ta ’s  Dis tr ic t-Wide Program Framework 

Shared District-Wide Program Themes 
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CC5 Implement and Ins t itut ional ize CSEP Grow/Rev ital ize Cri ter ia in Uni t 
P lanning/Program Rev iew 

The Vice Presidents, Deans, and Vice Chancellor, Educational Services will coordinate the 
implementation of the criteria developed by the Committee for Strategic Educational Planning 
(CSEP). There are two forms of the CSEP analysis: 

1. Disciplines Using General Classrooms: Productivity standard is 17.5  

2. Disciplines Using Specialized Labs: Productivity standards will be established based on class-
size limits from specialized accreditation standards or regulations; and safety requirements.  

 

CC6 Implement Annual  Process of  Col laborat ive Disc ip l ine P lanning (CDP) 

The Vice Presidents, deans, and Vice Chancellor, Educational Services will coordinate a process 
of district-wide discussions within each discipline. Collaborative Discipline Planning will identify 
areas of common concern or opportunity for the discipline as a whole within Peralta. The process 
is intended to explore possible collaborative actions that would benefit the discipline and students. 
The end product would be a collaborative action plan describing joint initiatives and resource 
sharing opportunities.  The table on page 36 provides an example of collaborative discipline 
planning.  

There are two areas for discussion: 

Key Issues  and Opportuni t ies 

Discipline members will collectively consider key issues and opportunities related to Curriculum, 
Equipment and resources, Staffing, Academic standards, Basic skills / preparation, SLO’s, 
productivity, etc. The review will also examine district wide productivity data, student success, and 
environmental scan data. 

Options and Ac tion  Plans 

The discipline will identify strategies or next steps to be pursued collectively.  
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Example of  Collaborat ive Disc ip l ine Plann ing:  Math 2007 

The August 2007 flex day included district-wide discipline discussions. A brief summary of the 
Math faculty’s discussion of issues, opportunities, and action steps is shown below.  

Collaboration Opportunities 
 Collaboration will show us what courses work so 

we could avoid reinventing the wheel.  
 We could strategize common problems, like 

basic skills and the new math requirements.  
 A collaborative process would encourage 

course innovation by making it easy to get 
concurrence and input from the discipline at all 
four colleges.  

Action Steps 

 Collaborate on innovations regarding basic 
skills Math delivery and online delivery.  

 Encourage college wide consistency in grading 
by using a common rubric. (CCC librarians have 
done this systemwide—it can be done.) 

 Strengthen assessment requirements so 
students are placed in the right courses to 
improve student success and feed information 
to program review  

 

Common Issues 
 There will be a big increase in Math 203 due to 

grad requirement changes.  
 There are program changes like new 

intermediate math. 
 The basic skills initiative is creating a need for 

new courses.  
 We need to clarify what we expect students to 

know at the end of Math 203. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CC7 Partner ing w i th Areas  Colleges  and Un ivers i t ies 

“Partnering”, in the broadest sense, with four-year colleges and universities provides opportunities 
for clear transfer pathways for PCCD students.  One “path” is the concurrent enrollment and 
cross registration program.  This provides students the opportunity to enroll concurrently in one 
class per semester/ quarter at schools such as the University of California, Berkeley; California 
State University, East Bay; Mills College; Holy Names University; and John F. Kennedy 
University.  A second “path” is the Transfer Admissions Guarantee (TAG) program which 
guarantees admission to a student who completes a TAG form and meets the contractual 
requirements of the program.  The four Peralta colleges have such agreements with schools such 
as UC Davis, UC Riverside, UC Santa Barbara, UC Santa Cruz, and CSU East Bay.  As 
agreements become available with other institutions, the colleges readily participate.  An additional 
“pathway” is the ongoing work in course-to-course articulation providing students the 
opportunity to complete lower-division major preparation coursework in an effort to be more 
competitive when applying for a specific major at a four-year institution.  Such articulation is an 
ongoing effort between college articulation officers and instructional faculty.  Further, a decision 
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will need to be reached as to the use of the Lower Division Transfer Patterns (LDTP) with the 
CSU system and whether it provides “value” to students. 

PCCD colleges’ close proximity to many four-year colleges and universities in the East Bay offers 
the opportunity for partnerships that should ease barriers to the transfer transition for PCCD 
students.  The character of these partnership arrangements can vary substantially.  Some 
community colleges, like Canyons in Santa Clarita, host several four-year schools – public and 
private – who offer popular BA and MA degree programs on its (Canyon’s) main campus.  Other 
community colleges, like Highline in the Puget Sound of Washington state host upper division 
work by one school – in this case, Central Washington University, with much of the work tied to 
CWU’s main campus, over 100 miles to the east, to other CWU centers through an effective ITV 
operation.  BCC currently offers courses on the UCB campus and is designing in-service training 
for UCB staff. 

Arrangements with East Bay four-year colleges and universities that encourage and ease transfer 
for potential PCCD students will make its colleges more competitive and further guarantee a 
viable transfer function in the face of the predicted decline in numbers of PCCD service area 
young students progressing through feeder high schools after 2008.           

CC9:  Schedule Coordination 

Conduct a regular and early process of schedule coordination across the colleges. The goal is to 
make most effective use of resources, avoid duplication, and provide more schedule and access 
options for students. 
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PRIORITY 3: SHARED GOVERNANCE AND DECISIONMAKING 

SG1: Implement Annual Planning-Budget ing Integration Cycle 

The Strategic Management Team will oversee a structured process for linking research data, 
district-wide planning, college planning, and budget allocation. The planning and budgeting 
integration calendar was developed based on work of the District Wide Educational Planning 
Committee and the District Budget Advisory Committee. This integrates district wide educational 
and budget planning and encompasses education, facilities, staffing, IT, marketing, and is inclusive 
of the four colleges and the communities served by the district. (See diagram in addendix.) 

RESEARCH PHASE 

In May and June of each year, the Vice Chancellor, Educational Services oversees development of 
the Annual Planning Budgeting Framework, which has the following purposes:  highlight emerging 
educational trends; assess effectiveness of prior strategic, educational and service center unit 
planning initiatives; document trends and issues regarding retention, persistence, basic skills 
improvement, degrees/certificates, transfer and productivity; review demographic and labor 
market trends; and preliminary budget forecast. In August, Chancellor and Vice Chancellor, 
Education, provide overview of major planning and budgeting issues at Fall convocation.  

DISTRICT WIDE AND COLLEGE PLANNING  

In September, the District Wide Education Master Plan Committee (DWEMPC) meets to review 
Annual Planning Budgeting Framework and develop planning and budgeting guidelines and 
methodologies. The Committee will develop agreements between the colleges in areas requiring 
coordination. College Councils and/or educational committees review status of prior educational 
master plans, program reviews, and unit plans and identify preliminary areas of focus for future 
planning. District service centers review status of prior institutional reviews and unit plans and 
identify preliminary areas of focus for future planning.  

In October, College Councils (or educational committees) and District service centers review 
district wide planning and budget guidelines and modify/adapt to fit circumstances. College VP’s 
and District Vice Chancellors prepare templates to update existing accelerated program 
review/unit planning and distribute to instructional, student service and administrative programs. 
Units update their accelerated program reviews/unit plans and including updates to 
grow/maintain/watch action plans. These include program and service initiatives, and resource 

Research 

May/June 

District 
Wide 

Themes 

September 

College 
Planning 

Oct/Nov 

District 
Wide 

Priorities 

Nov 

State 
Budget 

Jan 

Final 
Budget 

Sep 
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requests (faculty, staffing, professional development, equipment, facilities) 

 

In November, College budget committees and review recommendations from the college 
community, including faculty and staff hires, and statutory cost increases based on Educational 
Master Plan priorities. DWEMPC reviews compiled college and service center requests to identify 
any areas of potential collaboration or overlap between colleges, or between colleges and service 
centers. DWEMPC recommends solutions. SMT reviews DWEMPC recommendation 

BUDGET DEVELOPMENT PHASE 

In January, the Governor’s proposed budget is published. Informational memorandums on the 
governor’s budget proposal to all constituent groups (board of trustees, academic senate, budget 
advisory committee, faculty union, classified unions); SMT meet to review proposed budget. 
Chancellor’s budget advisory committee meets to review the governor’s proposed budget and 
begins to develop budget assumptions. 

In February, the BAC reviews colleges’ actual FTES, review college/district expenditures for the 
first half of the fiscal year.  Prepare estimate of spring/intercession FTES and expenditures. 
Chancellor approves targeted FTES to realize growth and over cap funding. Propose board of 
trustees’ budget workshop (February or March). Colleges’ budget priorities submitted to district 
office. District office begins preparation of preliminary budget allocation. 

In March, initial proposals submitted to chancellor for the district budget. Review status of budget 
development with the academic senate and faculty union.  Academic senate submits 
recommendation on budget process. 

In April, budget proposals reviewed by budget advisory committee. In May, Discuss carry-over 
fund priorities and colleges submission of justification; Governor presents May revise to budget 
(May 15); and Draft tentative budget submitted to chancellor 

June: Tentative budget submitted to board of trustees at last June meeting (California Code of 
Regulations, section 589305[a]). 

In July, several state and district milestones occur:  

 Legislature approves and governor signs state budget by Jul 1. 

 California Community Colleges State Chancellor’s budget workshop in Sacramento. 

 Informational memorandums issued on proposed budget revenues to all constituent groups 
(board of trustees, academic senates, faculty union, and classified unions). 

 Colleges meet with academic senates, faculty union, and classified unions on budget priorities. 

 Colleges’ revised budget priorities submitted to chancellor. 

 Approved tentative budget input into financial accounting system 

In August, the preliminary adopted budget is submitted for review by the Chancellor and 
stakeholders:  

 Preliminary adopted budget available August 15 for chancellor’s review. 
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 Comply with Title 5, section 58301 by publishing dates, time and locations where the public 
can review proposed adopted budget (budget must be available at least three days prior to 
public hearing). 

 Adopted budge available for public review at the district office, each college library, and the 
offices of each college president. 

In September, the Board holds hearing and the final budget is submitted to the State Chancellor’s 
Office.  

 Board of trustees holds public hearing and final budget is presented for approval (on or before 
September 15) [California Code of Regulations, section 58305 (c)]. 

 Completed annual financial report and adopted budget to be submitted by September 30th to 
the State Chancellor’s Office, with a copy filed with the County of Alameda Office of 
Education [California Code of Regulations, section 58035 (d)]. 

In following this budget development calendar, it is further proposed first to provide each college 
with a base budget which would include funding for fixed costs and funding determined necessary 
to meet FTES goals for the academic year.  This funding would be available by July 1st.  If the 
state chancellor’s office in any given fiscal year makes cuts in funding or provides additional 
funding, this could affect the base budget.  Second, beyond providing a base budget for each 
college, the proposal is to determine annually the availability of discretionary monies that could be 
divided among the colleges.  The distribution of these discretionary funds would be based on 
priorities set in the educational master plans (i.e., faculty positions, classified positions, funds for 
new program start up) and determined through a review process wherein the district-wide 
educational master planning committee and the district budget advisory committee would make 
recommendations to the Strategic Management Team with a final decision by the chancellor on 
the allocation of the discretionary funds.   

 

SG2: Implement Annua l and  Mul ti-Year  Plann ing Ca lendar 

The Associate Vice Chancellor, Research and Planning in coordination with the Vice Presidents 
and guidance and input from DWEMPC, will support a multi-year planning calendar. (See Section 
IV for details.) 

Cycle Process 

Annual Update Unit Plans 

Three Years Program Review 

Five Years Master Plan Updates 

Six Years Accreditation Self Study 
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IV . CULTURE OF EVIDENCE AND ACCOUNTABILITY 

The colleges will use the District Wide Educational Master Plan is a living document. There will 
be annual reviews of the implementation milestones listed for each strategy in Section III, as well 
as the establishment of a regular cycle of planning.   

Annual  Uni t P lan Updates 

Each year, all instructional and student service units will update their unit plans based on an 
assessment of issues and completion of prior year initiatives. This will form the foundation of an 
integrated planning and budgeting process. Annual updates are also needed to provide continuity 
to multi-year improvement efforts, especially where emerging programs are being piloted or watch 
programs are being revitalized.  

Annual  EMP Mi lestone Progress Reviews 

The Associate Vice Chancellor for Research and Planning will compile information on the 
progress in implementing each of the strategies of the District Wide EMP. The information will 
presented to SMT and DWEMPC at the start of the Fall term to inform development of annual 
educational planning priorities.  

Three-Year  Program Rev iew Cyc le 

The program review process will proceed on a three-year cycle. Program reviews will use many of 
the same data elements and topics as unit review but also include a more comprehensive set of 
data items and have a longer-time horizon.  

Educational  Master  Plan Update and Accredi ta t ion  Se lf  S tudy  Cycle 

The district wide and college master plans will be updated every five years, in the year preceding 
the accreditation self-study. This will allow the district as a whole to review comprehensively its 
programs and services. This cycle will also be efficient in that the master planning process will 
address many of the issues required for the accreditation self study.  

Cycle Process 

Annual Update Unit Plans 

Review District Wide EMP Milestones 

Three Years Program Review 

Five Years Master Plan Updates 

Six Years Accreditation Self Study 
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Appendices 

Internal Environmental Scan 

External Environmental Scan 

Long Range Enrollment Projections 

Committee for Strategic Educational Planning Summary Report 

Accelerated Program Review Handbook 

District Wide Discipline Planning Handbook 

 

Please contact the Educational Services Department for appendices.  
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