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Introduction 
Welcome to the Business Office Guide, a living electronic document. 

Information does not always stay the same, whether it’s the mileage reimbursement 
rate or the list of categorical projects, and the Guide is designed with this dynamic 
model in mind.  

The Business Office Guide will be maintained with current information. As changes 
occur, relevant sections will be updated. Each section is independent. You will be able 
to print either the entire document or any page that you choose. In the future, you will 
always be able to tell if you have the most current version by looking at the date on 
your printed copy and comparing it to the date on the digital master. Additionally, 
there is a page in the Guide dedicated to listing the latest updates and additions.  

 

How To Use the Guide on Screen 
There are two panes on the screen. The left-hand pane contains navigational 
bookmarks that will link you directly to the material, displaying it in the right-hand 
pane. You can drag the pane divider back and forth to adjust the view to your liking.   

Your cursor will appear as either an open hand (right pane) or a pointing-finger hand 
(left pane). With an open hand, you can hold the mouse button down and drag the page 
up and down on the screen. When the hand displays a pointing finger, it means that 
you are over a clickable link.  

Parent bookmarks have a triangle in front of them. If the triangle points to the parent 
bookmark, there are subcategory child bookmarks hidden underneath. If the triangle 
points downward, it means that the children are all spilled out and visible. Click on the 
triangle to toggle back and forth. 

Once you see the bookmark you want, click on it, and the corresponding material will 
appear in the right-hand pane. You can also scroll freely through the document or use 
the slider bars.  



 

How to Print  There are several options. 

 
The Table of Contents lists which pages to print for each topic. You can also look at the bottom of the right-
hand pane for the number of the page currently displayed. 

 

To print the entire Guide 
• Click File>Print to bring up the Print Dialog box. Select All Pages, then click OK.  

To print a page 
• Identify the page number you wish to print (consult the Table of Contents). Click 

File>Print to bring up the Print Dialog box. Select Pages From and enter the page 
number in both the boxes. Then click OK. 

• To print the page currently displayed:  Click File>Print to bring up the Print Dialog 
box. Select Current Page, then click OK. 

To print a range of pages 
• Identify the page numbers you wish to print (consult the Table of Contents). Click 

File>Print to bring up the Print Dialog box. Select Pages From and enter the 
beginning and ending page numbers in the boxes. Then click OK. 

 

 

Note: The Guide as a whole is not paginated, because of its ever-changing nature. No 
page numbers will appear on the printed copy. 

 
 

Questions? 
If you have questions about the information in the Guide, or if you need help getting 
started, you can e-mail “revaldiv” and someone in the Business Office will respond  
as quickly as possible. 
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About Purchase Requisitions    3 pages 
For Purchase Orders or Payment Requests 
 
 
What’s the difference between a purchase requisition and a purchase order? 
 

A purchase requisition is an internal form that our vendors never see. A purchase 
requisition can be used to request a purchase order that is processed by Purchasing in 
the Warehouse, or to request a payment that is processed by Accounts Payable in the 
2600 Building. Purchase requisitions for purchase orders under $5,000 should be 
submitted directly to Purchasing. Purchase requisitions for purchase orders $5,000 and 
over, as well as all check requests, are submitted to The Business Office. 

A purchase order is an official document issued to the vendor by the College’s 
Purchasing Department. Please see the “About Purchasing” section in the Business  
Office Guide.  
 
Please refer to the “Requisition Visuals” section of the Business Office Guide for  
box-map illustrations of the Purchasing / Accounts Payable process flow. 
 
 
 

Paperwork 
All of the following information refers to paperwork that is correctly filled out, with 
required backup attached, all of the required signatures, the expenditure fully funded, 
and otherwise complete in all regards. The lack of any requirement will cause delay in 
processing. Holidays, fiscal-year deadlines, and Purchasing/Business Office staffing 
situations could also temporarily affect processing.  
 
If the vendor is a new vendor to Cabrillo, a Vendor Information Form should be filled 
out and attached to the requisition. This will expedite processing. The VIF can be 
printed from this section of the Business Office Guide. The vendor fills out either the top 
section as a sole proprietor or the bottom section as one of the other categories. All 
fields in the appropriate section are required. This includes social security number for 
sole proprietors who also have EINs. Cabrillo staff can fill out the form for the vendor 
over the phone. 
 

Purchase Orders 
Purchase orders are processed on an ongoing basis. Purchasing issues the purchase 
order usually within 24 hours after receipt of the purchase requisition. The P.O. is 
mailed (faxed upon request) to the vendor and the yellow copy of the P.R. is returned  
to the requestor with the P.O. number written at the bottom. 



Payment Requests 
Checks (warrants) are issued once weekly. The term “check run” refers to each week’s 
group of checks that are printed, signed, and disbursed. There are separate check runs 
for Trust & Agency (ancillary) funds. 
 
Payments for the General Fund, Child Development Fund, and Building Fund are 
processed by the Accounts Payable department in the 2600 Building. These payments 
include budget numbers that begin with 1x, 3x, and 4x. Payments for Trust & Agency 
(Ancillary)  funds are processed by the Senior Accounting Specialist at the Trust & 
Agency desk in 2600. These are budget numbers that begin with 7x. 
 

Accounts Payable / Trust & Agency Deadlines 
The deadline for receipt of all paperwork in the Business Office for the following week’s 
checks is FRIDAY. “In the Business Office” means physically in the 2600 Building, not 
in the mailroom. Paperwork sent to the mailroom should be sorted into the Business 
Office box by 11:00 a.m. for delivery to the 2600 Building the same day. 
 
This weekly cut-off is noted on the monthly Business Office calendar that is circulated 
to campus. 
 
Note: Paperwork received after the Friday deadline COULD be included in the next 
check run, if workload permits. 
 

Check Run Schedules 
 
Accounts Payable (1x, 3x, 4x) 
 
Checks are printed each Thursday and go out in the mail on Friday, or, upon request, 
are sent to the College Bank for pickup. Checks marked by the requestor to be held for 
pickup are available in the College Bank on Friday afternoon. 
 
Holidays, fiscal-year deadlines, staffing situations, coordination with the County, or 
printing problems could occasionally cause a delay or a change in schedule. 
 
Trust & Agency (7x) 
 
Checks are printed each Tuesday and go out in the mail on Wednesday, or, upon 
request, are sent to the College Bank for pickup. Checks marked by the requestor to  
be held for pickup are available in the College Bank on Wednesday afternoon. 
 
Holidays, fiscal-year deadlines, staffing situations, or printing problems could 
occasionally cause a delay or a change in schedule. 
 
Example timelines are on the following page.



Example timelines 
 
Check request received   Included in check run   Disbursed 
Funds  1x, 3x, 4x 
 
 
 
Friday     Following Thursday   Following Friday  
     (6 days later)    (7 days later) 
 
Wednesday    Thursday of following week  Friday of following week 
     (8 days later)    (9 days later) 
 
Monday      Thursday of following week  Friday of following week 
     (10 days later)    (11 days later) 
 

For mailed checks, time should be allowed after disbursement for delivery by the U.S. Mail. 
 
 
 
 
 
 
 

Check request received   Included in check run   Disbursed 
Fund 7x 
 
 
 
Friday     Following Tuesday   Following Wednesday  
     (4 days later)    (5 days later) 
 
Wednesday    Tuesday of following week  Wednesday of following week 
     (6 days later)    (7 days later) 
 
Monday      Tuesday of following week  Wednesday of following week 
     (8 days later)    (9 days later) 
 

For mailed checks, time should be allowed after disbursement for delivery by the U.S. Mail. 
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Business Office About Accounts Payable 
 

Accounts payable is the last step in the purchasing process—goods or services 
purchased for the College have been received in satisfactory condition and the  
vendor is paid from College funds.  
 
Accounts payable also processes reimburses to College faculty and staff for purchases 
made on behalf of the College. However, this practice is not encouraged. Instead, 
College purchase orders should be requested via purchase requisitions. Staff members 
who circumvent the purchase-order process always risk non-reimbursement of their 
personal funds.  
 
The main thing to remember when thinking about accounts payable is that everything 
possible should be done to expedite the processing of payments. Specific, prompt, and 
precise following of procedures will go a long way in contributing to an efficient 
payment  process. 
 
Some important Accounts Payable information is presented on the following pages.  
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Accounts Payable About Receiving 
 
Ever wondered why a bill for your department hasn�t been paid? If your goods were 
not received through the Warehouse, did you notify Purchasing or the Business Office 
that the goods were received? 
 
Accounts Payable cannot pay a bill without written confirmation of receipt of goods or 
services.  
 
At home, would you pay a bill just because you got one in the mail? No, you would 
want to know what you were paying for and that someone in your family had actually 
ordered and  received the item. Accounts Payable is no different, except that there are 
hundreds of family members out there buying things. 
 
Proper receiving notification consists of an original receipt, packing slip, or invoice with 
the correct PO number written on it, plus �Received� and �OK to Pay� and the 
signature of the authorized person on the PO. 
 
If your purchase order number begins with a B (Blanket PO) , send your receiving to the 
Business Office. If your PO number begins with a P, send it to Purchasing. It�s a Datatel 
thing.     
 
Just remember:: B=BusOff, P=Purch. 
 
Without notification, bills are held up for at least one to two weeks. Multiple phone 
calls on the part of A/P staff are necessary to straighten things out, and in the meantime 
vendors are going unpaid and relations can become strained. To keep good relations 
with our vendors and to help the A/P staff perform their function with efficiency, 
remember to send notification as soon your items are received! 
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Accounts Payable About Blanket POs 
 
 
The Accounts Payable team manages an incredible pile of papers to produce 200 to 300 
checks each week for our vendors and staff. Meticulous attention to detail is followed in 
order to remain in compliance with audit requirements and federal and state law.  
Supporting the blanket POs is a challenge unto itself. There are currently about 800 on 
campus!  
 
When an unmarked invoice is sent to A/P, how are they to know which BPO to use? 
Correct receiving notification consists of an original receipt, packing slip, or invoice 
with the BPO number written on it, plus “Received” and “OK to Pay” and an 
authorized signature. 
 
Avoid payment delay and follow-up on the part of the A/P staff by including all of 
these ingredients.  
 
It is possible to augment existing blanket purchase orders. Authorized parties can email 
Cathleen Reno (careno) with the request. Include the BPO number, the budget number 
for the additional funding, and the dollar amount of the increase. 
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Accounts Payable Where�s the Payment? 
 
When checking on the status of a payment, referring vendors directly to Accounts 
Payable usually results in a lengthy and unfruitful conversation. Until approved 
paperwork arrives in A/P, the staff there will have no knowledge of a requested 
payment for services or for goods received with no purchase order.  
 
In the case where goods are received from a purchase order, any hold-ups are usually 
the result of the lack of receiving notification. If a vendor contacts you seeking payment 
against a purchase order, please check that the goods have been received and that 
receiving notification has been sent. (Notify Purchasing when goods are received 
against a regular PO, and notify A/P when goods are received against a blanket PO.) 
 
In the case of a service provider inquiring about payment, hold-ups are usually the 
result of paperwork not yet having reached the Accounts Payable department. Please 
refer to the section called �About Incomplete Paperwork� on the following page. 
 
So, when vendors call, instead of referring them to the A/P staff, please track payment 
requests from the starting point forward. Check with all required signers first. Use 
available Datatel resources to check on the status of a payment. If all else fails, please do 
call A/P yourself for assistance. Your previous knowledge of the payment request will 
help locate the paperwork or identify the problem much more quickly. 
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Accounts Payable About Incomplete Paperwork 
 
Every day the Business Office receives paperwork that is not fully filled out. Often it is 
lacking such simple things as a budget number or a signature. This results in delay of 
processing and extra effort on the part of Business Office staff.  
 
In order to avoid the dreaded “Business Office Kickback,” please observe the following 
simple and helpful  rules of thumb: 
 

• Any form that will result in money spent must have a budget number on it. 
That budget number must have enough uncommitted funds to cover the 
expense. If you are initiating such a form, signing such a form, or assisting 
someone who signs such a form, you should be checking to make sure that a 
budget number is assigned, it is the right number, and there are sufficient 
funds. 

 
• If the correct budget number has insufficient funds, then an authorized 

budget transfer must be submitted concurrently to fund the expenditure. 
Check the FROM number on the BT to make sure it will cover the transfer. 
Attach the two pieces of paperwork together. 

 
• Any form that will result in money spent must have two appropriate original 

signatures. Your area may have special requirements over and above this 
rule. Familiarize yourself with any special requirements in your area and 
make sure that all the right signatures are procured before the form reaches 
the Business Office. 

 
• Payments against existing POs and BPOs have already been approved. Send 

appropriate receiving information as described in the “About Receiving” 
section. 

 
Thank you for making sure that forms are fully and correctly filled out before they 
reach the Business Office! 
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Business Office / Purchasing Department About Purchasing 
 

Cabrillo College is a state-funded community college. As is the case with most community colleges, 
we have limited funds available for supplies, equipment, and services, and we have an obligation to the 
taxpayers supporting us to spend our money wisely and within the budget constraints given. 

The Cabrillo purchasing system operates as a collaboration between the Business Office and the Purchasing 
Department. The goals of the purchasing system are: 

• To provide assistance in identifying the best sources for supplies, materials, and services in a timely 
manner at the best possible value to the College. 

• To ensure that expenditures are accounted for properly as dictated by state, local, and College Board 
requirements. 

• To ensure that the assets of the College are properly protected through contractual agreements with 
vendors and suppliers. 

• To provide a mechanism for tracking purchases for reference, follow-up, asset tracking, and 
warranty/policy administration. 

Each College purchase should be covered by a purchase order. The purchase order is a legally binding 
agreement between the College and a vendor that the vendor will supply an item or service as detailed at a 
specified price and the College will guarantee that funds have been allocated to cover the cost of the purchase. 
Without a purchase order, there is no assurance of getting the item or service specified or getting it at the price 
specified. Without a purchase order, it is difficult or impossible to track purchases for future reference 
(warranty, benchmarking for future buys, and so on), and it is extremely difficult to expedite or track orders. 
Without a purchase order, there is no guarantee that appropriate funding is available. 

The purchase-order process begins with the requesting department initiating a Purchase Requisition. This 
form, which is available in the staff lounge, is filled out by the requestor. It needs to be detailed enough so that 
the vendor has no doubt as to what is being ordered—include catalog number, manufacturer part number, 
detailed description, etc. 

The requestor then needs to route the requisition for approval signatures through the division or applicable 
approval authority. The requestor or the division office needs to assign an account number that is consistent 
with the budget categories as set up by the College and/or the Chancellor’s Office. The division office also 
needs to make sure that the budget category being used has sufficient funds available to cover the cost of the 
purchase. If funds are insufficient, the division office needs to fill out a budget transfer form to move funds 
into the proper budget category for this purchase—attach the budget transfer to the purchase requisition to 
help expedite the process. If multiple budget numbers are used, the necessary approval authority for each 
budget account needs to sign the purchase requisition. Also, when using multiple budget numbers, it is 
necessary to show the breakdown by cost percentage as well as by dollar amount. Alternatively, assign a 
specific budget number to each line item. 

Any backup that can be attached to the requisition to help clarify to the vendor what is being ordered should 
be attached to the purchase requisition. Requisitions for magazine subscriptions, consultant services, or 
contracts should have backup accompanying the requisition. 



Purchase Requisitions for purchase orders and blanket purchase under $5,000 should be submitted directly to 
Purchasing.  Purchase requisitions for purchase orders and blanket purcahse orders $5,000 and over are 
submitted to the Business Office. After fiscal auditing, these requisitions are forwarded to Purchasing. 

As a rule, all goods ordered should be shipped to the Cabrillo Warehouse so that they can be checked in 
properly and received on the Datatel system. If items are delivered directly to the department, the department 
needs to sign the receiving paperwork, reference the purchase-order number, and approve for payment. This 
paperwork needs to be sent promptly to the Purchasing Department (for regular purchase orders) or Accounts 
Payable in the Business Office (for blanket purchase orders). Failure to do this can lead to serious 
consequences for the College. 

Please refer to the Requisition Visuals section for box-map illustrations of the purchasing process. 
Sample purchase requisition forms can also be seen in the Forms section. 

Notes: 
Delays in issuing purchase orders occur when information on the purchase requisition is illegible or 
incomplete, appropriate signatures are lacking, budget numbers are incorrect, or funds are insufficient in 
designated budget accounts. All these areas must be complete and accurate for the requisition to be processed. 
Incomplete purchase requisitions may need to be returned to the requestor and then resubmitted. 

Obtaining a “rush” or “walk-through” PO or PO number cannot be guaranteed, as it is subject to the 
availability of staff. If a purchase order needs to be processed on a “rush” basis, this should be noted on the 
requisition so as to alert Business Services and/or Purchasing staff to expedite the processing if possible. To 
“walk through” a purchase order request, begin by contacting Doug Deaver or Cathleen Reno in Purchasing.  

Purchasing Deadlines 
Each spring, fiscal year-end deadliness apply that enable departments and divisions to actually receive and 
charge out goods and services by June 30 (this must be done in order to use funds from the current fiscal year). 
These deadlines also enable the Business Office to close the books and prepare the following fiscal year’s 
budget in time for the College to receive spending authority from the Governing Board and the State. 

Key Contacts   
Purchasing    Doug Deaver  Director    x6279 
     Gale Stevens  Buyer     x5613 

Cathleen Reno  Purchasing Specialist   x5764 

Business Office    Lori Amato  Fiscal Analyst (Internal Audit) x6161 
      Terri Evans  Fiscal Analyst (Internal Audit) x5617 

Purchasing Web Page: http://www.cabrillo.edu/internal/purchasing/index.html 

Links to the Purchasing staff, information on preferred vendors, recommended products and equipment, the 
current Revolving Stores stock list, ordering tips for commonly used office supplies, and more. 

 
10-25-06 
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About Accounts Receivable 
 
What’s the difference between accounts payable and accounts receivable? 
 

Accounts payable—the College owes money. 

Accounts receivable—money is owed to the College. 
 
When money is owed to the College and a bill or invoice needs to be sent in order to 
collect this money, then a receivable needs to be set up in the Business Office. 
 
Another situation that requires a receivable is when money within the College needs  
to change hands but this cannot be done by journal entry (as when the funds are in 
different checking accounts). 
 
On the next page you will find the Accounts Receivable Setup Request Form.  
To initiate the process, fill it out and send it to the Accounts Receivable desk in the 
Business Office. 
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Cabrillo College 
Accounts Receivable 

Setup Request 
 
 
 
 

Requestor: _______________________  Mail invoice to address below 
 
Dept:  _______________________  Return invoice to requestor 
 
Phone Ext: _______________________ Signature:________________________ 
 

 
Billing Information: 
 
Name of Agency: __________________________________________ 
 
Agency I. D. #: __________________________________________ 
 
To Attention:  __________________________________________ 
 
Address:  __________________________________________ 
 
   __________________________________________ 
 
Description:  _____________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
A/R Type:______________________________________________________________ 
 
Amount:______________ Budget No:_______________________________________ 
 
 

Please attach backup if available.
 

7.30.09 
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Benefit Calculation Guidelines 
For Calculating Estimated Salary Benefit Amounts 

 
The worksheets that follow are for use in calculating an estimate of what the benefits for 
a given position will cost in addition to the salary for that position. 
 
Be sure to pay close attention to the fine print�if the position in question is less than 
100% and/or less than 12 months assignment, then the benefit package amount must be 
appropriately prorated. 
 
Be sure to fill in the appropriate PCN number. The Datatel Position Number is also 
needed and can be obtained from Personnel.  
 
The �cafeteria package� is for contract positions only.  
 
Following the worksheets is an additional page that shows how the benefits-calculation 
percentages are arrived at. This is for your information only. 
 
 
 
 
9-20-01 
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Cabrillo College Account Code Structure 
 

XX X XXXX XXXX XXXXXX XXX 
Fund/ 

Subfund 
Location Cost 

Center 
Activity/Top 

Code 
Object 
Code 

Project 

 

Fund/Subfund  
 
Fund number designates General Fund, Building Fund, ECE Fund, or other funds. The 
State-required subfund is used to track Community Education and externally funded 
programs within the General Fund.  
 

Location................................................................................................. Currently, Always “0” 
 
In the future, will be used to track financial activity for Aptos, Watsonville, San Lorenzo, and 
possible additional locations. 
 

Cost Center 
 
Distinguishes departments/divisions and some locations.. 
 

Activity/Top Code 
 
Used to categorize expeditures by instructional discipline, instructional support, and 
administrative services.  
 

Object/Expense 
 
Used to identify nature of expenditure or income. First digit is the GL identifier; next two digits 
are prescribed by the State. Remaining numbers are used to track budgets and expense at a 
detailed level. 
 
511XXX Instructional Salaries, Regular Salary Schedule 513XXX Instructional Salaries, Nonregular Schedule 
512XXX Noninstructional Salaries, Regular Salary Schedule 514XXX  Noninstructional Salaries, Nonregular Schedule 
 

Project 
 
Used for tracking specific sources of funding for externally funded programs and locations as 
applicable. GF base is “000.” 
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Cabrillo College Budget Numbers
Fund / Subfund

11 General Fund Unrestricted
12 General Fund Restricted
13 General Fund District Match
14 General Fund Carry-Over
15 General Fund Community Ed
16 General Fund Auxiliary Chargebacks
17 General Fund One-Time

33 Child Development Fund

41 Building Fund Parking Lot
42 Building Fund COPS
43 Building Fund Unrestricted
44 Building Fund Restricted

48 Revenue Bond Fund B
49 Revenue Bond Fund A

51 Bookstore Fund

52 Cafeteria Fund

71 ASCC
72 Student Representation Fund
74 Financial Aid Trust Fund
75 Scholarship & Loan
79 Trust & Agency

7-19-00







Notes on filling out the Budget Transfer Form

Budget transfers and journal entries share a common form, but the two transactions are mutually
exclusive—in other words, check one box or the other. You cannot submit both a budget transfer and
a journal entry on the same form.

For more information on what budget transfers and journal entries are, and what the difference is, see
the About Budget Transfers & Journal Entries section.

Cabrillo’s budget is set in whole dollars, so budget transfers can only be done in whole dollar
amounts. Round off your amounts to the nearest dollar for budget transfers.

It is very important that you fill out the budget transfer form in a legible fashion. After fiscal auditing,
the form is then used for data entry into the Datatel system and filed as a permanent record of the
transaction request. Take the time to print neatly, and do not use the form as a worksheet. If you end
up with a lot of crossing out or scribbling, it is better to start over. This will facilitate correct posting.

The left-hand column is the “TO” column. This is where you write the budget number of the account
that you would like to transfer money into. The right-hand column is the “FROM” column. This is
where you write the budget number of the account that you are moving the money out of.

Below the budget number, in the comment section, print a brief comment that will help you read
your budget status report later on. Only 28 characters will print per budget number, so stay concise
and do not write across columns. This comment field is available for us to data-enter for you. It is not
for restating the expense code. That description will automatically show on your reports.

The comment field is optional; if left blank, then “REALLOCATION” will be entered.

The “AMOUNT” column is for designating the whole-dollar amount that you are moving.

Ø Use of Ditto Marks:

A certain amount of ditto marks in budget numbers works fine. But when there are too many, the
preparation becomes scrappy and difficult to track, both for fiscal auditing and for data entry. Rule
of thumb: don’t use ditto marks to the extent that you have to look back to more than one other
line.

A very good use of ditto marks is when the number is exactly the same as the one above, from
beginning to end. This will save data-entry time.

The optional “NOTES” area at the bottom of the form can be used to write a more extensive
explanation for your component head or for the fiscal auditor of why this transaction is necessary.
What is written here will not be entered into Datatel.

The section in the lower right-hand corner is for Business Office use only. After the transaction has
been entered into Datatel, the yellow copy of the form is returned to the requestor. If  necessary to
contact the Business Office with questions about the transaction, refer to the Datatel-assigned BT (BU)
number that will be written here.
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Datatel General-Ledger Transaction Codes

Accounts Payable CD Cash Disbursement

PJ Purchasing Journal

Accounts Receivable IV Invoice

Cash Receipts CR Cash Receipts

General Ledger AB Opening Budget Entry

BC Budget Contingency

BU Budget Transfer

AA Opening Balance Entry

AE Opening Encumbrance

YE Year-End Closing

JE Journal Entry

Payroll PR Payroll

Purchasing EP Encumbrance Entry

7/1/2000



Carryover Guidelines (3 pages)   June 2006 
 
Fund 11—GENERAL FUND  
 
Supply Accounts (543100 & 545100) 

After the closing of the fiscal-year books, usually in late August, a supply carryover 
analysis is performed to determine any remaining eligible balance of supply funds 
in these two object codes.  
 
Amounts budget-transferred by the department into these supply accounts during 
the fiscal year are not eligible for carryover, unless they are restoring budget that 
was previously transferred out. The first step in the analysis is to net BTs in and BTs 
out. If the net is a negative amount, that amount is subtracted from the opening 
balance, along with the expenditures. If the net is a positive amount, it is not added.  
 
After the analysis, any remaining eligible balance is placed in the equivalent 
account in Fund 14 in the new fiscal year. Please refer to Fund 14 guidelines for 
deadlines on spending carried-over funds. 

 
 The supply account carryover process does not require permission and will be 
performed by Business Office staff as soon as possible. 

 
CCFT Negotiated Faculty Conference Accounts 

After the closing of the fiscal-year books, an analysis of these accounts is performed 
to determine any remaining eligible balance of funds. The process is the same as for 
“Supply Accounts” above. 

 
Student Fee/Clearing Accounts (5439XX) 

These accounts do not have opening balances or budgets. They are to be used 
exclusively for specific materials for students, with costs reimbursed by student 
payments. It is the responsibility of the departments to follow the rules and 
regulations for these accounts. Both positive and negative balances at year-end are 
absorbed by the general fund and do not carry over. 

 
Criminal Justice In-Service Agency Funds 

These accounts include project 000 as a holding account as well as individual 
accounts with separate project numbers. The funding belongs to the agencies. Any 
ending balances at the end of the year are automatically rolled over to Fund 14 to 
continue support of the program. 

 
Match Funds 

A few accounts in Fund 11 are set up as General Fund match in support of 
categorical projects, and are identified with a specific project number. An example 
is State Instructional Equipment match funding. These accounts carry over ending 
balances in Fund 14 as required. 



 
Fund 12—RESTRICTED SUBFUND  
Carryover is regulated by individual grant agreement. Each categorical is analyzed 
individually. A project that has approved extension terms of agreement will carry over 
automatically and no request is needed. 
 
Fund 14—Carryover Fund 
The purpose of this fund is to keep carryover monies separate from ongoing base 
budget. These funds are set up under a variety of scenarios. Generally, the accounts in 
Fund 14 are set up to receive monies carried over from the prior fiscal year. Fund 14 
monies should be completely expended each year. Exceptions are noted below. 
 
Carryover amounts (outside of midyear cuts) are subject to V.P. Business review. 
 
 EXCEPTIONS 
 Some approved accounts in Fund 14 are set up to support a specific program. 

Examples are Sesnon House, Horticulture, Cabrillo Stage, Dental Hygiene, 
Math’s mediated software account, and CCFT negotiated conference accounts. 
These accounts have a history of carrying over ending balances to support the 
program for the following year.  

 
Some accounts in Fund 14 are set up as General Fund match in support of 
categorical projects, and are identified with a specific project number. An 
example is State Instructional Equipment match funding. These accounts have a 
history of carrying over ending balances to continue to support institutional 
needs. 

 
Criminal Justice In-Service Agency Funds: 
These accounts include project 000 as a holding account as well as individual 
accounts with separate project numbers. The funding belongs to the agencies. 
Any ending balances at the end of the year are automatically rolled over to Fund 
14 to continue support of the program. 

 
Fund 17—One-Time Subfund 
Historically, one-time funds have carried over. 
 
Carryover amounts (outside of midyear cuts) are subject to V.P. Business review. 

 
EXCEPTIONS 
Criminal Justice In-Service Agency Funds include project 000 as a holding 
account as well as individual accounts with separate project numbers. The 
funding belongs to the agencies. Any ending balances at the end of the year are 
automatically rolled over to Fund 14 to continue support of the program. 

 
 
 



Fund 7X—Trust & Agency, Ancillaries 
These accounts do not post budgets in Datatel. They carry over cash balances only. 
 
 EXCEPTION: President’s Hospitality is posted in Datatel and will carry over. 
 
 
 
SPECIAL REQUESTS FOR CARRYOVER 
 
Generally, a special request for carryover must be initiated by the administrator. The 
request must be submitted to the component vice president, in writing or via e-mail.. 
The request should include the budget number, the estimated amount, and the reason 
for needing the carryover. 
 
The component vice president should forward requests to the Vice President, Business 
Services, with a cc: to the Director, Business Services.  
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Cabrillo College Board Policy  
for  

Categorical Project Augmentation 
 
 

 Dean submits a Board item to the Governing Board, informing them of the project 
purpose and funding level. 

 Dean submits an agreement contract and budget proposal to the V.P. of Business or the 
Director of Business Services for signature, then forwards to agency for their signature. 

 Once contract is signed by both parties (Cabrillo and the granting agency), the Dean 
prepares the Categorical Project Augmentation Form and submits to the appropriate 
Business Office contact (see Categorical Projects List) for loading to the financial system. 

 Contact person reviews that all of the above steps have been completed. If completed, 
budget detail is loaded to system and taken to Governing Board as a Budget 
Augmentation Action Item for Board approval. 

 In most cases, grant monies cannot be spent until the approval process is complete and 
the budget has been loaded to the system. If spending needs to start right away (before 
the approval process is complete), the V.P. of Instruction or Student Services can file a 
“Letter of Intent to Award”  stating that the component general-fund base budget will 
cover any expenses incurred if funding is not realized. Upon receiving a completed 
“Letter of Intent,”  the budget can be loaded. This is a rare exception and not a standard 
practice.  

 “Letter of Intent,” if needed, can be found in the Guide. Be sure to print it on Cabrillo 
letterhead. 

 After the budget is loaded and files have been established, project director will be 
informed of the Business Office contact for the project. Thereafter, please contact the 
appropriate Business Office contact for all project issues. 

 A list of all categorical projects with the appropriate Business Office contact and other 
information can be found in this section. 

 

Checklist: 
 

 Board item submitted and approved 

 Contract & budget proposal signed by Business V.P. or Director 

 Categorical Project Augmentation Form submitted to Business Office 

 Budget loaded 

 Confirmation memo issued 

 
 
7/11/05

 



 
Guidelines for Completing  
Categorical Project Augmentation Forms 

 
 

 Fill in top part of form completely and legibly. 

 Fill in the blanks for each number on the TO side. These are the 20-digit expense budget 
numbers that are receiving augmentation.  

 If this is ongoing categorical funding, use the current-year cost center(s) and project 
code.  

 If this is a new project, please contact the appropriate contact person in the Business 
Office for number assignment. 

 In the AMOUNT column, fill in the dollar allocations for each line item according to the 
agency-approved budget. Whole dollars only. 

 On comment line, fill in project name. 

 The “indirect” budget line at the appropriate percentage amount  is required unless 
signed off by the Director of Business Services. 

 Total all expense augmentation amounts. This total must equal the total revenue.  Post the 
total revenue amount for the budget number on the FROM side. On the COMMENT line, 
circle Federal, State, or Local. (The Business Office will assign the appropriate revenue 
account number.) 

 Acquire all appropriate signatures. 

 Submit to the Business Office contact. 

 Keep a photocopy for your records, if desired.  

 

 

 

 
7/11/05

 



Cabrillo College 
Categorical Project Augmentation 

 
REQUESTOR: _____________________________  DATE: __________________________________ 
 
DEPT: ___________________________________  PHONE: ________________________________ 
 

 
 TO: FROM: AMOUNT 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

Comment Augment _________________________  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - _ _ _ _- 5_ _ _ _ _ _ - _ _ _  

 same  

 

BUDGET NUMBER: 12-0-_ _ _ _ - 7310 - 573200- _ _ _  

 Indirect  

 

BUDGET NUMBER:  12-0-0000-0000- 8_ _ _ _ _ _ - _ _ _ 
  Total Revenue:   FED   STATE   LOCAL 

 

 
NOTES: _______________________________________________________________________________________ 
 
______________________________________________________________________________________________ 
 
SIGNED ________________________________________ 

 Requestor or Project Coordinator     BT#      ___________________ 
 

SIGNED ________________________________________   Date  ___________________ 
 Supervising Administrator or Division Chair 
           By        ____________



To: Business Office/Budget

FROM: __________________________
Component Administrator

RE: “Letter of Intent to Award”

PROJECT NAME:________________________________________

As of today, _____________________________, authorization is granted to
(Date)

_____________________________________ to commence with spending against the
    (Project Director)

____________________________________________ categorical project in the

amount of $_____________________.  Should categorical funding for these

expenditures not be realized, all expenses incurred will be recovered from the

Component Base Budget.

Signature:____________________________ Date:___________________________
       Component Administrator

7-1-00 Business Office Guide
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CONFERENCE CHANGES – In a Nutshell  April 2006 
• The Business Office is changing the way we handle Conference Attendance and 

Reimbursement requests. 

• The *new* form is a 2-part form that includes the request and reimbursement on one form. 

• The new Conference Request and Claim for Reimbursement form can be ordered through the 
“Business Office Forms by Mail” program. Small supplies of this form for individual use will 
also be available in the campus staff lounge. 

• The audit for appropriate budget number, original receipts, completeness, and/or compliance 
will be done by the DAS or the designated person. 

• Completed forms will be maintained by the department, Division Accounting Specialist 
(DAS), assistant, point person, or recipient until reimbursement is requested. 

• The Business Office will no longer log or review any Conference Attendance Requests. 
(UNLESS an advance is requested - see next line)  

• The Business Office should receive the second part of the form when an advance for 
registration, lodging, or air fare is requested. And, when the attendee returns from the 
conference and a reimbursement is requested. 

• Receipts are still required with the exception of an advance that was made to the company for 
registration. If receipts are missing, the attendee must fill out a “Receipts not Available” form 
and it will be up to the department, DAS, or assistant to make sure that is included and signed 
by the administrator.  

• Cabrillo will reimburse the actual cost of meals, including a standard 15% tip. No receipts are 
required for any meal under $25.00. Receipts for meal costs over $25.00 will be required.     

• If there is no cost to the District, it is not necessary to complete the form for the Business Office. 
The attendee must abide by department or division rules for not being at their campus job. 

 

IMPORTANT POINTS 
• Whenever receipts are required, they must be original receipts. Photocopies are not accepted. 

• Charges for alcoholic beverages will not be reimbursed. 

• The reimbursement rate for mileage is based on the current IRS rate.  

• Memberships cannot be reimbursed through the Conference process. Please use a Purchase 
Requisition to request a membership. Memberships must be in the name of the College rather 
than the individual and must have approval prior to payment. 

• A charge card receipt or copy of a cancelled check by itself does not prove a business expenses 
without other evidence to show that it was for a business purpose. 

• More information about the process follows, as well as FAQs and answers. 

 

 



CONFERENCE FAQs – Frequently Asked Questions 

Can I claim alcohol with a meal? 
     No. Charges for alcohol will not be reimbursed.  

In this day and age tips seem a reasonable non-discretionary expense. Can I claim for tips? 
     Yes. Cabrillo will reimburse a standard 15% tip included as part of the cost of a meal.  

What happens if the Conference doesn’t give me a receipt for my registration? 
You must be able to substantiate travel expenses. If you initially requested an advance for 
registration made payable to the conference, upon your return the documentary evidence of 
attendance is sufficient. If an advance was made payable to you, because you personally paid the 
registration, then you must include a signed “Receipt not Available” form.   

Can I provide a copy of the personal check I wrote for conference expenses as a receipt? 
A canceled check, together with a bill from the payee, ordinarily establishes the cost. However, a 
canceled check by itself does not prove a business expense with out other evidence to show that it 
pertained to the conference.  

I put expenses on my personal credit card. Can I provide Cabrillo with a copy of my credit card 
statement that reflects those expenses as a receipt? 

No. At this time an original receipt or a signed “Receipts not Available” form is needed. 

Can I get an advance for estimated mileage and meals? 
No. Cabrillo does not allow an advance for these items. Expenses marked by an asterisk on the 
form may be advanced. 

If I originally request conference expenses to be paid out of the conference budget number, and 
after the fact only mileage is to be reimbursed, must I change the conference budget number to 
mileage or can I keep the conference budget number on the reimbursement? 

Your division or department will decide. 

Will faxed copies of hotel or registration expenses be accepted as original receipts? 
Yes. Cabrillo will accept faxed copies of these expenses as acceptable receipts. 

What happens if I don’t know my Datatel ID number? 
It makes the process easier if you fill in your Datatel ID numberon the form. If not, the Business 
Office will cross-reference your SSN and your address to locate the correct Datatel ID number. 
Make sure your address is up-to-date with Human Resources. 

Is a registration form considered a receipt of attending the conference? 
No. A registration form serves only as a document that shows intention to attend. It is not a valid 
receipt. A personal check is not a valid receipt. A credit card charge invoice or statement is not a 
valid receipt. It is still necessary to get a receipt from the conference. If the conference does not 
issue receipts, a Cabrillo-signed “Receipts not Available” form must be submitted.  

I want to pay the conference registration with a personal credit card and request an advance 
payable to me. Do I need a receipt for the registration? 

Yes.  

What is the accepted amount for meals? 
Cabrillo will reimburse the actual cost of your meals, including a standard 15% gratuity; however 
you must keep records and have original receipts for any meal over $25.00.    

What about reimbursements for phone calls?  
Long-distance phone calls must be proven to be business-related.                                              



 
 

 
Conference Process 
To streamline processing, The Business Office has designed a single 2-part form for both conference 
attendance and reimbursement. While the single form still contains a great deal of information that is 
currently necessary and relevant for processing conferences, it is hoped by only having one form and 
six steps the process is greatly streamlined. The Business Office will continue to track any advance for 
conference activity but otherwise the tracking will be done by the division, department or area. 
 

• Process 
o Attendee learns about a conference they would like to attend. 
o Attendee follows the appropriate process for being away from the job and campus. 
o Attendee completes steps 1 through step 5 of the *new* Conference Request and Claim 

for Reimbursement form. 
o Appropriate person, DAS, assistant, or point person reviews for completeness, correct 

budget number, grant travel requirement or guidelines, and initials. 
o Division chair, supervisor, Dean, V.P., President, or signing authority for grant, signs in 

step 5 approving budget number to be charged. 
o Division, department, or area point person will keep both parts of conference form until 

reimbursement, unless ADVANCE is requested (see next step). 
o IF ADVANCE is requested, send second part of form to Business Office to process 

through Accounts Payable. 
o After attending conference, attendee completes step 6 of form and provides original 

receipts (or signed “Receipts Not Available” form) with request for reimbursement. 
o Appropriate person, DAS, assistant, or point person again reviews for completeness, 

correct budget number, amount, and verifies compliance of travel requirements or 
guidelines for any grant being charged. Initial. 

o Send to Business Office.        



Step 
1 

Step 
2 

Step 
5 

Step 
6 

 
 

Conference Attendance Request Form Steps 1 - 5 
 
BEFORE ATTENDING THE CONFERENCE, the applicant must complete Step 1 through 5 of the *new* 
conference form. 
 

All lines of information requested are important.  
Name is self explanatory, department and extension will help if there is a need for the 
Business Office to call you.  

Datatel number or social security number is required to help locate you as the correct record in 
Datatel and for A/P to process a check. Home Address will also help link the correct Datatel record 
number for you and the correct address to mail a check. Name of the Conference, location and dates 
again are self explanatory. 

 
Estimate your expenses based on the information known regarding the Conference you 
wish to attend. Total all expenses and record as Total Estimated Costs.  
 
To request an advance is optional. Advances are granted for the estimated expenses that  
are marked by an asterisk on the form – registration, lodging, and airfare. Mileage and 
meals are not advance items. Please note when requesting an advance indicate “payable 
to” and include a copy of the registration form that shows the cost and address to mail 

payment.  Enter advance amount (if any) and subtract to attain the Net Amount Due to you. 
 

 
Identifying funding sources will help track funds that are being spent for conferences. 
 
The participant needs to sign the form. The DAS or appropriate person will fill in the 
budget number(s) to be charged and the amount. When assigning the budget numbers 
please indicate if there is a limit or special control. The appropriate signing authority for 

the budget number or grant needs to sign their approval.   
 
Submit a copy to the Business Office ONLY IF REQUESTING AN ADVANCE. Checks are issued on a 
weekly basis through Accounts Payable. 
 
AFTER ATTENDING THE CONFERENCE  

 
The applicant completes Step 6 with actual expenses, after returning from the previously 
approved conference. An advance made payable to the agency or company offering the 
conference is an advance that needs to be shown on the participant’s reimbursement form.  

 
If reimbursements for the conference end up being mileage only, and a mileage reimbursement form 
is now filled out, make sure the person tracking conferences for your area is aware. 

Step 
3 

Step 
4 





Name ____________________________________________  Dept _______________________  Ext._________
 Datatel # __________________ SS# _______________________

Home Address _______________________________________________________________________________
Name of Conference __________________________________________________________________________
Location _____________________________________________________Dates __________________________

Estimate Expenses (Expenses marked with asterisk may be advanced.)
$ ________________
$ ________________

C. Transportation:
$ ________________
$ ________________
$ ________________
$ ________________

                                                                   Total Estimated Costs…….…………….… $ ________________

OPTIONAL Request an Advance*  Please indicate name and address of payee and include back-up.
Payable to:_____________________________________ Amount $___________ Needed by __________□ Mail Check
Address:______________________________________________________________________________ □ Hold Check
Payable to:_____________________________________ Amount $___________ Needed by _________  □ Mail Check
Address:______________________________________________________________________________ □ Hold Check

Identify Funding Source(s)
□     Faculty Stipend □     SEIU Staff Development Funds
□     Department or Division (specify name) ________________ □     Other (specify) _________________

Sign this form and obtain appropriate signature(s)
Participant's Signature ______________________________________________________
Approved by ______________________________________________________________

Budget Charge 1: _________________________________________________ Amount: $_________________ 
Approved by: _____________________________________________________ Date: ____________________

Budget Charge 2: _________________________________________________ Amount: $_________________ 
Approved by: _____________________________________________________ Date: ____________________

$ ________________
$ ________________

Transportation:
$ ________________
$ ________________

Meals (Original Receipts Required for any meal over $25.00)
Date
Breakfast
Lunch
Dinner

$ ________________
$ ________________
$ ________________
$ ________________
$ ________________

Total Amount Claimed 
Less ADVANCE          
NET AMOUNT DUE    

A. Registration Fee* ……………………………………………………………….
B. Lodging* ………………………………………………………………………... 

 Airfare* …………………………………………………………………. 
 Mileage ______________# of miles @ current IRS rate………….

 D. Meals …………………………………………………………………………….
 E. Other (be specific) ……………………………………………………………….

Airfare (Original Receipts Required)……………………………………………. 
Total Miles __________@ IRS current rate………………………………………. 

Total Meals …………………….... 
Other Expenses:___________________________________________________________ 

Step 
4

Lodging (Original Receipts Required)………………………………………………………. 

CLAIM FOR REIMBURSEMENT - ACTUAL EXPENSESStep
6

Step
5

Registration Fees (Original Receipts Required)……………………………………………

CABRILLO COLLEGE CONFERENCE REQUEST AND  CLAIM FOR REIMBURSEMENT

Fill in pertinent information

Step 
3

Step 
1

 One of the following is required: 

Step 
2

SAMPLE FORM

NOT FOR USE
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Copyright Fair-Use

I. Single copying for teachers
A single copy may be made of any of the following by or for a teacher at his/her
individual request for his/her scholarly research or use in teaching or preparation to
teach a class.

A. A chapter from a book.
B. An article from a periodical or newspaper
C. A short story, short essay or short poem, whether or not from a collective work
D. A chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or
newspaper

II. Multiple copies for classroom use
Multiple copies (not to exceed in any event more than one copy per pupil in a course)
may be made by or for the teacher giving the course for classroom use or discussion,
provided that:

A. The copying meets the tests of brevity and spontaneity as defined below; AND
B. Meets the cumulative effect test as defined below; AND
C. Each copy includes a notice of copyright

DEFINITIONS
Brevity

1. Poetry*

a. A complete poem is less than 250 words and if printed on not more than two
pages or,
b. From a longer poem, an excerpt of not more than 250 words

2. Prose*

a. Either a complete article, story, or essay of less than 2,500 words, or
b. An excerpt from any prose work of not more than l,000 words or 1O% of the
work whichever is less, but in any event a minimum of 500 words.
*Each of the numerical limits stated in "1" and "2" above may be expanded to
permit the completion of an unfinished line of a poem or of an unfinished prose
paragraph.

3. Illustration

a. One chart, graph, diagram, drawing, cartoon, or picture per book or per
periodical issue

4. Special works

a. Certain works in poetry, prose, or in "poetic prose" which often combine
language with illustrations and which are intended for children and at other times
for a more general audience fall short of 2,500 words in their entirety. Paragraph
"2" above notwithstanding such "special works" may not be reproduced in their
entirety; however, an excerpt comprising not more than two of the published
pages of such special work and containing not more than 1O% of the words found



in the text thereof, may be reproduced.

Spontaneity

1. The copying is at the instance and inspiration of the individual teacher, AND
2. The inspiration and decision to use the work and the moment of its use for maximum
teaching effectiveness are so close in time that it would be unreasonable to expect a
timely reply to a request for permission

Cumulative Effect

1. The copying of the material is for only one course in the school in which the copies are
made
2. Not more than one poem, article, essay, or two excerpts may be copied from the same
author, nor more than three from the same collective work or periodical volume during
one class term*
3. There shall not be more than nine instances of such multiple copying for one course
during one class term* * The limitations stated in "2" and "3" above shall not apply to
current news periodicals and newspapers and current news sections of other periodicals.

III. Prohibitions as to I and II above
Notwithstanding any of the above, the following shall be prohibited:

A.Copying shall not be used to create or to replace or substitute for anthologies,
compilations, or collective works. Such replacement or substitution may occur whether
copies of various works or excerpts therefrom are accumulated or reproduced and used
separately
B.There shall be no copying of or from works intended to be "consumable" in the course
of study or of teaching. These include: workbooks, exercises, standardized tests, test
booklets, answer sheets, and like consumable material
C.Copying shall not:

1. Substitute for the purchase of books, publishers' reprints, or periodicals
2.Be directed by higher authority
3.Be repeated with respect to the same item by the same teacher from term to term

D. No charge shall be made to the student beyond the actual cost of the photocopying

by the Ad Hoc Committee on Copyright Law Revision, Agreed March 19,1976



Duplications Policies and Guidelines  
 
Duplication’s Personnel: Dani Boscarelli 
Telephone: ext. 6488 
E-mail: daboscar@cabrillo.edu 
Location: Room 2551 (Across from the Business Office) 

Duplication Request Forms 

• Please fill out and submit a Duplications Request form on ALL requests. Request Forms are 
available in the staff lounge, or in Duplications in 2551. Jobs submitted without request 
forms will be returned. Jobs over 25 pages are considered READERS. Please see the Reader 
section for more details. 

• Be sure that you fill in all necessary information on the request form, (i.e., section number, 
name, due date, delivery location, paper stock, quantity and finishing instructions). If an 
instruction is not indicated, I WILL assume that the duty is not required.  

• Please do not put "As Soon As Possible" for the due date. Try to be as specific as possible, 
even to the time of day required.  

• Completed request forms may be placed into the Duplications mailbox in the staff lounge, 
or brought directly to Duplications. For your convenience, there is a slot next to 2551’s 
receiving door for after-hours submissions.  

• Depending upon your indication on the request form, your work will be delivered to the 
staff lounge or kept in Duplications. If the delivery location is not indicated, the work will 
be delivered to the staff lounge.  

• To keep your work under tighter control, please pick up completed work in Duplications 
(2551). I am not responsible for work that leaves Duplications.  

• A completion notice will be placed on/in your mailbox. Depending on the size of the 
request, work delivered to the staff lounge will be placed in your mailbox, below your 
mailbox, or in the island cupboards. (The island cupboards are in the center of the mailbox 
area with a recycling hole in the countertop. There is a cupboard at each end.)  

• I can now copy digitally (well, Fred can)! Either attach a job to e-mail and send it to 
DaBoscar@cabrillo.edu or bring in a 3.5 floppy or a CD. I can do pdf, doc, ps, ascii, and tiff 
files. 

Readers 

• Readers are jobs consisting of 25 pages or more. All reader requests must be accompanied 
by a Duplications Request Form, available in the staff lounge or in Duplications. 

• Charges will be made for readers that are not sold through the campus Bookstore. It is 
necessary to write a budget number onto the work order. The request will not be 
processed until a budget number is provided. 

• Charges will be made for obsolete copies of readers returned from the Bookstore.  
• Copyrighted material WILL NOT be duplicated for sale without written authorization from 

the copyright holder. Please refer to the Copyright Fair Use section.  
• Readers need to be submitted by (if deadline falls on a holiday or weekend, the deadline 

will be the following working day):  

 December 1st for the Spring Semester (This may change due to the 4-1-4 calendar)  
 May 1st for the Summer Session  
 June 1st for the Fall Semester 



Carbonless Requests 

Carbonless requests (NCR) (thanks to Fred—the copier) are now being completed in 
Duplications. Please fill out the usual Duplication Request form and mark the box under the 
Paper Stock heading as to how many part carbonless you would like. Choices of carbonless:  
2-part (white/yellow), 3-part (white/yellow/pink), and 4-part (white/yellow/pink/goldenrod). 

 Policies  

• Material must be copy ready BEFORE it arrives in our office. If there is any prep work to be 
done, it should be done before you submit the work. Work that is not copy ready will be 
returned to the originator. 

• Do not ask Duplications staff to make individual single copies for you. Also, there is no 
copier in Duplications for your use. 

• Work can be completed in 8 ½ x 11 (various colors), 8 ½ x 14 (white only), or 11 x 17 
formats (white only). 

• Work submitted from copyrighted books, magazines and newspapers MUST meet the fair 
use copyright laws. Work not meeting the law will be returned to the originator. Please see 
Section II, items A, B and C of the attached federal copyright guidelines.  

• If you have met the fair-use criteria, please make a copy from your book or magazine and 
submit the copy, NOT the book or magazine. Be sure to include the Notice of Copyright 
near the front of the publication. 

• There is an assortment of 20 lb., 60 lb., and 90 lb. paper stock on hand for your use. If these 
will not meet your needs you may purchase your own stock, but please call to verify the 
run-ability of this stock with us.  

• Requests of 25 pages or more are considered readers. See the Readers section for more 
information. 

 Time Line  

• There is a 48-hour lead-time for standard work requests (i.e., handouts, tests, articles, etc.) 
Please call me for large or special requests and I will calculate a time line.  

• During peak times (beginning and end of each semester) there is a 1-week lead-time. 
• Please see the section on Readers for reader submission deadlines.  

 Hints to improve the quality of your work  

• Never use pencil or colored ink--they won’t show up! If it has to be written or drawn, use 
black ink.  

• Originals should be on white 20 lb. paper for best quality copies.  
• Leave at least 1/4" margin around your text.  
• Paginate, paginate, paginate. If the copier eats your original and scrambles the order of the 

pages, at least I stand a chance of getting them back in order.  
• DON’T re-run copied documents through another thermal process printer/machine—it 

could pollute your printer/machine. My copiers toner/ink melts when run through other 
heat process equipment.  

• If you have any questions or need help, please check with me! 
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(and some on the Business Office Website) 
 

Business Office forms can be ordered via campus mail. • 

• In addition to mail order, six Business Office forms are now available on the Business 
Office website at http://www.cabrillo.edu/internal/businessoffice/.  Forms are also 
available for pickup in the 2600 Building entryway.  

Business Office forms will continue to be available in the mailroom/staff lounge for 
individual use. Please do not take quantities of forms from the cubbies.  

• 

• 

• 

• 

• 

• 

Only Business Office forms are included. Other forms available in the mailroom/staff 
lounge cubbies are not affected. 

Pay-period-specific Temp Hourly Timecards can now also be ordered. These are the 
same timecards that can be printed locally from the Business Office Guide. Please 
check the Payroll section of the Guide for information on how to print these timecards 
for your use. If you are unable to print the timecards, you can order a specific quantity 
using the order form. Be sure to send your request well ahead of payroll deadlines. 

The following forms are Business Office forms: 
 

Absence Report—Classified/Confidential  Overtime Card 
Absence Report— Faculty    Overtime Request 
Authorization for Payment For Services  Receipts Not Available 
Budget Transfer / Journal Entry   Reimbursement Claim for Faculty & Staff 
Conference Attendance & Reimbursement  Substitute Time Card 
EFT Direct Deposit Form    Temp Hourly Timecard (pay-period-specific) 
Mileage Claim      

 
The order form can be picked up in the staff lounge or printed from the Guide 
(following page). 

Thank you for using Business Office Forms by Mail (and our website!) 

 

 
01-15-08 



Business Office Forms  
by Mail 

 
Submit request to the Business Office. Order will be returned via campus mail.  

Please allow 2-3 days turnaround time. 
 

 
 Absence Report—Classified/Confidential   10    25  50 

 Absence Report—Faculty     10    25  50 

 Authorization for Payment for Services   10    25  50 

 Budget Transfer / Journal Entry    10    25  50 

 Conference Attendance & Reimbursement  10    25  50 

 EFT Direct Deposit Form     10    25  50 

 Mileage Reimbursement Claim    10    25  50 

    * 

    * 
    * 

    * 
    * 
    * 

 Overtime Card       10    25  50 

 Overtime Request      10    25  50 

 Receipts Are Not Available  10 

 Reimbursement Claim for Faculty & Staff  10    25  50     * 
 Substitute Timecard   10  25   50 

 Temp Hourly Timecard    
      Pay Period Ending Date__________________ Quantity _______ 
 
      Pay Period Ending Date__________________ Quantity _______ 
 

Pay Period Ending Date__________________ Quantity _______ 
 

 
These forms are now available online at the Business Office website at:       
 http://www.cabrillo.edu/internal/businessoffice/ 

    * 
 

 
Date:         ______________________________________ 
 

Return Forms to Attn: ______________________________________ 
 

Campus Mail Box:       ______________________________________ 
 01-15-08 



Business Office / Purchasing  Forms—Which One Do I Use? (4 pp.) 
 
 

See Sample Forms for help in filling out each form. 
 

 
I want to order some stuff from a vendor. 
Purchase Requisition (for Regular Purchase Order) 

 Please refer to About Purchasing and the Requisition Visuals for illustrations of how the purchasing process works. 

 

I want to set up a sort of an account with a vendor. 
Purchase Requisition (for Blanket Purchase Order) 

 Please refer to About Purchasing and the Requisition Visuals for illustrations of how the purchasing process works. 

 

I need a PO or just a PO number is okay. 
Purchase Requisition. 

 Please refer to About Purchasing and the Requisition Visuals for illustrations of how the purchasing process works. 

 

I need a rush/walk-through/emergency PO. 
Purchase Requisition 

 Obtaining a PO or a PO number on a rush basis cannot be guaranteed, as it is subject to the availability of staff.  

 Begin by contacting the Purchasing Department to find out if there is staff available to generate a PO. 

 Prepare a Purchase Requisition in the usual manner, completely filled out and with all required information and signatures. 

 Bring the completed Purchase Requisition to the Purchasing department. 

 Requests for purchase orders $5,000 and over require fiscal auditing by Business Office staff, an additional stop on the walk-
through. 

 Planning ahead for your purchasing needs is the best solution. 

 

A vendor needs to be paid for something. We didn’t get a PO first (sorry). 
Purchase Requisition 

 Attach the invoice to the completed Purchase Requisition form. 

 Refer to the materials in the Purchasing section of the Guide for information about policies and procedures for your future 
purchasing. 



I want to order something from Cabrillo’s Revolving Stores. 
Revolving Stores Order Form 

 Please refer to the Requisition Visuals section for an illustration of how Revolving Stores requisitioning works. 

 

I work here and I need to get reimbursed for something I bought with my own money. 
Reimbursement Claim for Faculty and Staff 

 College purchases should go through the Purchase Order process. The reimbursement process requires prior approval of your 
supervising administrator. Also, reimbursement is limited to $200 unless prior approval is obtained from Business Services 
Director.  

 

I don’t have a receipt for what I bought. 
Receipts Are Not Available Form 

 Staple this half-sheet to your Reimbursement Claim Form. Not for routine use. 

 

I moved and I need to change my address. 
Personnel/Payroll Changes 

 Obtain this form from Personnel and return it to Personnel. 

 Personnel will change your address in Datatel, and will work with Payroll to change it in the payroll system. 

 

I need to get someone (a person) paid for services rendered. 
Authorization For Payment For Services 

 For outside service providers (non-employees) who are hired to work through completion of special projects, a contract between 
Cabrillo College and the service provider is needed. These contracts are reviewed on the behalf of the College by the Director, 
Business Services. Contact the Director’s assistant at x6251 for a copy of the contract.  

 For outside service providers (non-employees) who are working on an hourly basis “as needed,” a contract is generally not 
necessary. 

 

I need to get a company paid for services rendered. 
Purchase Requisition 

 The Authorization For Payment Form is only for individuals, not for companies. 

 
I’m going to a conference.  
Conference Attendance Request Form 

 If there is no cost to the District, it is not necessary to complete the form for the Business Office. The attendee must abide by 
department or division rules for not being at their campus job. 

 

I’m going to a conference and there’s a registration fee that needs to be paid in advance. 
Conference Request & Claim for Reimbursement Form 

 Please refer to the Conference section (pages 51-56) for complete information on the process and the form. 

 



I’m going to a conference and need an advance. 
Conference Request & Claim for Reimbursement Form 

 Make sure you allow enough time in advance of the conference. We only cut checks once a week. 

 Please refer to the Conference section (pages 51-56) for complete information on the process and the form. 
 

I went to a conference and had associated expenses that I need to get reimbursed for. 
Conference Request & Claim for Reimbursement Form (yellow copy) 

 Please refer to the Conference section (pages 51-56) for complete information on the process and the form. 
 

I went to a conference and the advance wasn’t enough. I had additional expenses. 
Conference Request & Claim for Reimbursement Form (yellow copy) 

 Please refer to the Conference section (pages 51-56) for complete information on the process and the form. 

 

I had mileage expenses in association with the conference I went to. 
Conference Request & Claim for Reimbursement Form (yellow copy) 

 Please refer to the Conference section (pages 51-56) for complete information on the process and the form. 
 

I need to get reimbursed for mileage. It wasn’t for a conference. 
Mileage Claim 
 

I can see that I’m going to have to work some overtime. 
Overtime Request Form 

 Classified/Confidential staff can’t work any overtime unless it’s approved in advance via the Overtime Request Form, signed by 
the supervising administrator. 

 The range of dates on the Overtime Request Form must match the range of dates on the corresponding Overtime Card. Attach 
the two forms and submit to Payroll according to paperwork submission deadlines. 

 

I’ve gotten my overtime approved in advance using the Overtime Request Form signed by 
my supervising administrator. Now how do I record the overtime? 
Overtime Card 

 Classified/Confidential staff can’t work any overtime unless it’s approved in advance via the Overtime Request Form, signed by 
the supervising administrator. 

 The range of dates on the Overtime Request Form has to match the range of dates on the corresponding Overtime Card. Attach 
the two forms and submit to Payroll according to paperwork submission deadlines. 

 

One of my budget numbers is overdrawn or out of money. I’ve got some extra money in a 
different budget number that I’d like to use. 
Budget Transfer—Use the Budget Transfer/Journal Entry Form 

 There are some basic rules and regulations and some helpful information regarding budget transfers in the Budget section. 

 There are some notes on how to fill out the form as well as a sample form in the Forms section. 

 



We had an expense that got charged to the wrong budget number. 
Journal Entry—Use the Budget Transfer/Journal Entry Form 

 There is some helpful information regarding journal entries in the Budget section. 

 There are some notes on how to fill out the form as well as a sample form in the Forms section. 

 

We had some income but it got credited to the wrong budget number. 

 Journal Entry—Use the Budget Transfer/Journal Entry Form There is some helpful information regarding journal entries in the 
Budget section. 

 There are some notes on how to fill out the form as well as a sample form in the Budget section. 

 
 
4-12-06 
 



About the  Sample Forms 
 
In this section you will find many of the most commonly used Business Office forms 
with text overlays that give explanations and hints on how to fill out and use the forms. 
 
In August 2002, the forms were updated to make the signature lines consistent.  
 
! All forms that will result in money being expended require two original signatures. 

The first is the requestor or project coordinator�s. The second is the appropriate 
administrator, manager, or division dean. 

 
! If you are using an older version of a form that does not match what you see in the 
Guide, please be sure to secure all of the appropriate signatures according to the 
above guidelines. 

 
Please see Which Form  Do I Use? for information on the appropriate form for your 
transactions. 
  
The samples in the Guide are not usable for your transactions. Please continue to use the 
forms that are available through �Business Office Forms by Mail.� 
 
 
 
 
8-13-02
 



Vendor No. ________________              
 

AUTHORIZATION FOR PAYMENT 
FOR SERVICES 

  Please Print Clearly 
 

NAME  _______________________________________________ 
 
ADDRESS  _______________________________________________ 

 
    _______________________________________________ 

  
    _______________________________________________ 

 
PHONE NO.  ______________________ SOCIAL SECURITY NO.  ______________________________ 
 
BUDGET NUMBER:  ______________________________________________________________ 

 
DATE OF EVENT DESCRIPTION OF SERVICE RATE OF PAY TOTAL 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 
CABRILLO EMPLOYEE?    YES     NO 
If so, you will be paid for this service through Cabrillo Payroll 
 
 
I certify that the above service has been performed by me and I request payment. 
 
 
___________________________________________   Date: ________________ 
Payee Signature 
 
___________________________________________   Date: ________________ 
Requestor/Project Coordinator 
 
___________________________________________ Date: ________________ 
Administrator/Manager/Division Dean 
 
 

Business Office 
 Use Only 1099 PV# NOTE: 

 
 

helpful 

read this 

This form should 
be filled out and 

signed 
BY THE PERSON 

PERFORMING 
THE SERVICE 

required 

required 

required 

XX-X-XXXX-XXX-XXXXXX-XXX 

helpful 

S      E      L      F      �      E      X      P      L      A      N      A      T      O      R      Y 

signature of person performing service 

person at Cabrillo arranging for service  today�s date 

authorizing signature 

check one 

today�s date 

today�s date 

8-13-02





Cabrillo College 

     Purchase Requisition 
 

Date: _________________________   Vendor: __________________________________________________________ 
Division/ 
Dept:: _________________________   Address: __________________________________________________________ 
Requested 
By: _________________________    __________________________________________________________ 
Phone 
Ext:: _________________________  __________________________________________________________ 
 
Whse Deliver to: __________________    Vendor No. ______________________ 
 
Budget Number: __________________________________________________________   $ ___________________________ 
 
  __________________________________________________________   $ ___________________________ 
 
Quantity Unit Catalog No. Description (include style, color, etc.) Unit Price Amount 
      

PO to Attn:  
 

Special Instructions: 

 
TWO SIGNATURES REQUIRED                SUBTOTAL    ________________ 
 
APPROVED  __________________________________   Date  ____________________         SALES TAX     ________________ 
Requestor or Project Coordinator   
                    SHIPPING    ________________ 
APPROVED  __________________________________  Date  ____________________  
Supervising Administrator or Division Chair            TOTAL     ________________ 
 

Rev 05/00 
 

PO# PV# Amount 

  

For Blanket Purchase Order  

Today’s date 

Your department or division 

Your name 

Your phone extension 
customer pickup? 
warehouse deliver? 

Stationery Outlook 

7538 Soquel Drive. 

Aptos, CA 95003 

Complete, official name of vendor 

Complete address, including zip code 

64 Cabrillo-assigned vendor number 

1,000 total dollar amount 

Blanket PO for supplies through May 31, 2001 
 
Authorized:  Kay Mackenzie 
  Johnna Tipton 

♦ A Blanket Purchase Order sets up a dollar amount with a vendor 
for various unspecified items that can be ordered over  
a period of time. 

♦ Include all authorized signers against the Blanket PO. 
♦ Fill out form completely and legibly. 
♦ Two signatures are required.. 
♦ Note any special instructions for the vendor that you would like to 

appear on the BPO. 
♦ Note any special instructions for the Purchasing Department 

regarding disposition of the BPO. 
♦ P-Reqs enumerating over 10 items will be issued as Blanket POs. 
♦ To increase BPOs, email request to “careno.”  

Do not send request to A/P. 
 

$1,000 

Your signature or signature of  
person you are assisting 

Signature as indicated below 

Today’s date 

Today’s date 
$1,000 

XX-X-XXXX-XXXX-XXXXXX-XXX 

3-12-01 





Cabrillo College
     Purchase Requisition

Date: _________________________   Vendor: __________________________________________________________
Division/
Dept:: _________________________   Address: __________________________________________________________
Requested
By: _________________________   __________________________________________________________
Phone
Ext:: _________________________ __________________________________________________________

Whse Deliver to: __________________  Vendor No. ______________________

Budget Number: ___________________________________________________  %_______________  $_________________

___________________________________________________  %_______________  $_________________

Quantity Unit Catalog No. Description (include style, color, etc.) Unit Price Amount

PO to Attn: Special Instructions:

TWO SIGNATURES REQUIRED          SUBTOTAL    ________________

APPROVED  __________________________________   Date  ____________________         SALES TAX     ________________
Requestor or Project Coordinator

           SHIPPING    ________________
APPROVED  __________________________________  Date  ____________________
Supervising Administrator or Division Chair     TOTAL     ________________

Rev 05/00 PO# PV# Amount

For Payment Request

Today’s date

Your department or division

Your name

Your phone extension

N/A

Chronicle of Higher Education

1255 23 rd St., N.W.

Washington, DC 20037

Complete, official name of vendor

Complete remit address, including zip code

1136 Cabrillo-assigned vendor number

49.00

Your signature or signature of
person you are assisting

Signature as indicated below

Today’s date

Today’s date

one-year subscription1 ea 49.00

If more than one budget number is paying for the purchase, it is necessary to break down the split by
cost percentage as well as by dollar amount. Or, assign a specific budget number to each item.

♦  Fill out form completely and legibly.
♦  Two signatures are required.
♦  Attach backup paperwork (invoice)
♦  Make sure to indicate REMIT address.
♦  Do not use this form for staff reimbursements.

Use Reimbursement Claim form instead

49.00

49.00

100%XX-X-XXXX-XXXX-XXXXXX-XXX



 
Reimbursement Claim 

* Reimbursement is limited to        
 $200 unless prior approval is 
 obtained from Business Office 
 Director. * Attach Original Receipts 

 
 
Full  Payroll Name: _________________________________ Date: ________________ 

your full name as it appears  
on your paycheck—no nicknames today’s date 

 
Department/Division: ________________________________ Ext: ________________    your phone extension your dept/division 
 
One of the following also required: 
               
Datatel ID No.       Social Security No.         Home Address:      
(Vendor No.)                  
      OR                            AND  
__________       ______________________     ____________________________________ 
                
                ____________________________________  
 
 
BUDGET NUMBER:  ____________________________________________________________________________ 
      
Items Purchased:       Amount: 
 
___________________________________________ __________________________ 
 
___________________________________________ __________________________ 
 
___________________________________________ __________________________ 
        
          TOTAL  
 

Team travel reimbursements for Athletics Team travel (road trips) – 
Advances for meals will be at a per diem rate of $3.00 for breakfast, 
$4.00 for lunch and $5.00 for dinner with no receipt and lodging up to 
$500.  Receipts will be required if more than $500. 

[FYI, this is not a good way to change your 
address. Notify Personnel instead.] 

next best best 

only one! 

 
Under $30  Over $30        Over $30     
Cash Reimbursement  Pick up Check    Mail Check to  
At College Bank Window  At College Bank Window  Home Address 
 
 
____________________________________________    
Requestor  read this 
 
____________________________________________   _______________________      
Administrator/Manager/Division Dean       Date  
 
 
1)  Fill out form completely. 
2)  Staple original receipts to form. 
3)  Submit for authorizing signature.  
4)  Forward to Business Office. 
5)  If under $30, audited claim will be returned to employee; present claim to College Bank for reimbursement. 
6)  If over $30, indicate whether check is to be held at College Bank or mailed. 

 
Business Office 
 Use Only 

PV# NOTE: 

 10-08-08 



 
C A B R I L L O   C O L L E G E 

R E V O L V I N G   S T O R E S    S U P P L Y   R E Q U I S I T I O N /  C H A R G E B A C K  F O R M 
 

STOCK 

NUMBER 

QUANTITY 

NO.       UNIT 

 

ISSUED 

 

DESCRIPTION OF ARTICLE 

UNIT 

COST 

TOTAL 

COST 

       

       

   426    2  ctn  8 ½ X 11 white copy paper    27.65    55.30 

       

       

    LIST ITEMS IN NUMERICAL ORDER   

       

       

       

       

       

       
 
DELIVER TO _________________________________ PHONE EXT ______________________________________ 

ROOM       _________________________________ DEPT / DIV ______________________________________  
 
BUDGET # _______________________________________________________   AMOUNT _______________________ (DEBIT) 

      JE comment = “Rev Stores [date of request]” 
 

BUDGET # _______________________________________________________   AMOUNT _______________________ (DEBIT) 
       JE comment = “Rev Stores [date of request]” 

SIGNED 
       Requestor/Project Coordinator      Date 
 
  
       Administrator/Manager/Division Dean     Date 

 

BUSINESS OFFICE USE ONLY 

 DR CR 

11-0-0000-0000-192100-000 

Dept/Div, Date of request 
  

11-0-0000-0000-191110-000 

6/03 

Rev Fund _____ 
  

JE # 

__-0-0000-0000-191110-000 By 

Rev Fund 11 
  

Date 

 
 

SUBMIT FORM INTACT TO BUSINESS OFFICE 

005 2 Cabrillo return address labels 2.00 4.00 pk 

Your budget number here Total for this number 

Second budget number if needed 
Total for this number 

Two signatures required 

Old forms says this, but 
submit directly to Purchasing 



Payroll

Business Office
Guide



Business Office—Payroll Services Blue Temp Hourly Timecards 
 
You are now able to print pay-period-specific timecards for the temp hourly employees 
in your office. 
 
Using pay-period-specific timecards presents several advantages. The exact days 
included in the pay period are printed on the card, as well as the due date. Weekends 
and holidays are indicated and non-existent days are blocked out. There is also a 
supervisor signature line for weekend and holiday work. 
 
This section of the Guide  includes separate, customized masters for each of the 14 pay 
periods in the fiscal year. 
 
 
You will need: 

• A laser printer  

• Blue card stock 

 

Important notes: 

• Each and every timecard must be printed (not copied) directly on the card stock.   

• Blue cardstock must be used, not plain paper. 

• There are two identical timecards per page. 
 
 
Blue cardstock is available through Cabrillo Revolving Stores. If you would like to get 
started with a small supply, e-mail “revaldiv.” Timecards printed on plain paper will 
not be accepted by the Payroll Office. 
 
If you do not have access to a laser printer that will enable you to print the timecards 
locally, you can order the timecards that you need through the “Business Office Forms 
by Mail” program. 
 
 
12-21-06 



http://www.cabrillo.edu/internal/purchasing/Stores.htm
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Business Office / Purchasing Department
Request For Payment

Illustration

REQUESTOR

Request For Payment is created.
Signatures required.

Requests For Payment include
Conference Forms,
Mileage Forms,

Reimbursement Claims,
Purchase Requisitions with

invoice attached.

BUSINESS OFFICE

All Requests For Payment go to
Business Office for compliance
and fund-availability auditing.

ACCOUNTS PAYABLE

Voucher is created
and vendor is paid.

Voucher shows as
expense/actual on

Datatel.

Requests for payment are
sent straight to A/P after

auditing

7/1/00



 
 

7/11/05 

Business Office / Purchasing Department  
Regular Purchase Orders 

Illustration 
 

 
 

  
 

REQUESTOR 
 

Purchase Requisition is created. 
Signatures required. 

 
Regular Purchase Requisitions 

and Purchase Orders are for 
specific items or services and  

cover only those exact items or 
services. 

BUSINESS OFFICE 
 
Purchase Reqs for POs $5,000 

and over go to  
Business Office for compliance 
and fund-availability auditing. 

ACCOUNTS PAYABLE 
 

Voucher is created  
and vendor is paid. 

 
Encumbered amount becomes 

expense/actual in Datatel. 

PURCHASING DEPARTMENT 
 

Purchase reqs for POs under 
$5,000 go directly to Purchasing. 

 
Purchase Order is generated and 

mailed to vendor unless 
otherwise specified. 

 
Purchase amount is encumbered 

in Datatel. 
 

Yellow copy of P-Req is 
returned to requestor with  
PO number written on it. 

P-Reqs for POs $5,000 
and over are sent to 

Purchasing Department 
after auditing 

REQUESTOR or WAREHOUSE 
 

CUSTOMER PICKUP:Requestor 
notifies Purchasing when items 

on Regular POs are received. 
 

DELIVERY: Warehouse notifies 
Purchasing when items on 
regular POs are received. 

 

PURCHASING DEPARTMENT 
 

Purchasing sends paperwork on 
“received” p-reqs to A/P 



Business Office / Purchasing Department  
BLANKET Purchase Orders 

Illustration 
 

 
 
 

  
 

REQUESTOR 
 

Purchase Requisition is created. 
Signatures required. 

 
A Blanket Purchase Order sets up a 

$$ amount with a vendor for 
various unspecified items that can 
be ordered over a period of time. 

Include all authorized signers 
against the Blanket PO. 

 
To increase BPOs, email “careno.” 

BUSINESS OFFICE 
 
Purchase Reqs for BPOs $5,000 

and over go to  
Business Office for compliance 
and fund-availability auditing. 

ACCOUNTS PAYABLE 
 

Voucher is created  
and vendor is paid  
for items received. 

 
Voucher amount is 

recorded as expense/actual  
in Datatel & reduces BPO 

encumbrance 

PURCHASING DEPARTMENT 
 

Purchase reqs for BPOs under 
$5,000 godirectly to 

Purchasing. 
 

Blanket Purchase Order is 
generated and mailed to 
vendor unless otherwise 

specified. 
 

Total $$ amount of BPO is 
encumbered in Datatel. 

Yellow copy of P-Req is 
returned to requestor with  
BPO number written on it. 

P-Reqs for BPOs $5,000 
and over are sent to 

Purchasing Department 
after auditing 

REQUESTOR 
 

Requestor notifies A/P when 
items on Blanket POs are 

received by sending approved, 
signed invoices directly to A/P. 

Indicate BPO number on 
paperwork. 

 
 
7/11/05 
 



Business Office / Purchasing Department  
Revolving Stores 

Illustration  

REQUESTOR 
 

Revolving Stores  
Supply Requisition  

is created. 
Signatures required. 

 

BUSINESS OFFICE 
 

Journal entry is audited  
and loaded to Datatel.  

 
Order amount is charged to 
requestor’s budget number. 

PURCHASING (WAREHOUSE) 
 

Warehouse fills order, delivers to 
requestor. 

 
Warehouse returns filled req 

forms to Business Office. 

BUSINESS OFFICE 
 

Business Office prepares journal 
entries for chargebacks to 

departments.  

 
7-11-05 
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Business Office Department / Purchasing 

Where to Send General Categories of Stuff 
(after it’s completely filled out and has all required signatures) 

 

What Campus Mail Box 
Absence Reports Payroll 
Accounts Payable items Business Office 
Accounts Receivable items Business Office 
Authorizations For Payment Business Office 
Bank items College Bank 
Bank deposits College Bank 
Bills for payment Business Office 
Budget Transfers Business Office 
College Bank items College Bank 
Conference Attendance/Reimb Forms Business Office 
Deposits College Bank 
Duplication Requests Duplications 
Invoices for payment Business Office 
Journal Entries Business Office 
Mileage Reimbursements Business Office 
Overtime Requests & Cards Payroll 
Purchase Reqs for PO/BPO under $5,000 Purchasing 
Purchase Reqs for PO/BPO $5,000 and over Business Office 
Purchase Reqs for payment requests (all) Business Office 
Reimbursement Claims Business Office 
Receiving info-Blanket P.O.s Business Office 
Receiving info-Regular P.O.s Purchasing 
Revolving Stores order forms Purchasing 
Timecards Payroll 

 
 
10-25-06
 





Business Office Routing Slip

The following routing slip has been developed in order to ensure that important
documents reach the appropriate Business Office staff person quickly and to avoid
confusion as to the intended disposition of the documents.

Please fill out and attach this routing slip to documents (other than routine paperwork)
that need handling by the Business Office. If you are unsure of the correct contact
person or campus mailbox for your document, refer to Categorical Projects or Who-
What-Where in the Guide.

(PLEASE PRINT)

TO:     ____________________________________
    Name

MAIL BOX:  _________________________________________________

FROM:  ____________________________________
    Name

   ____________________________________
    Department/Division

   ______________
     Phone Ext.

Attached is for:
    Your files, or information
    Audit
    Signature
    Mailing
    Set new budget __________________________

 (Project Name, Budget #)

   Change budget  __________________________
 (Project Name, Budget #)

    Forward original or copy to: _______________
     (circle one)  (Name)

            _______________
                  (Dept/Div)

Deadline date is:  _____________________________

Additional Comments: ________________________
_____________________________________________
_____________________________________________

Cut Out

Not For Routine
Paperwork
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