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Introduction 
 

Congratulations!  The College has applied for a grant, contract and/or agreement and it has been 

funded.  All the hard work and time you spent in preparing the application has paid 

off.  You are about to begin an exciting and rewarding process. 

Although implementing a project is exciting, it can seem overwhelming.  You may 

have many questions such as: 

  How do I set-up the project budget?   How do I prepare for an audit? 

  How do I hire personnel for the project?  What records do I need to keep? 

  How do I document in-kind matching?  How do I purchase equipment? 

  How can I revise the project budget?  What do I need to do when the grant ends? 

 As a project director, these and other questions probably concern you.  "What do I do first?  Who can 

I call for help?"  In response to these questions, San Juan College's Office of Strategic Development has 

collaborated with Business Services, Human Resources, Institutional Research and Planning, Marketing and 

Public Relations, Organizational Development, Auxiliary Services, and the San Juan College Foundation 

offices to prepare this Project Management Handbook to help you successfully implement and manage your 

project.  This handbook includes names and phone numbers of San Juan College personnel who can assist 

you during different phases of your project and provide any information that you may need as it relates to 

grant/contract funded programs.  This handbook does not provide information on College policies; you 

will need to refer to the San Juan College Policy Manual at www.sanjuancollege.edu/pages/2290.asp. 

 The activities you undertake in the first few weeks of your project are crucial to its success.  These 

activities will, in a large measure, set the tone of your project and determine whether or not the project will 

be a success.  Are you on target to meet your goals?  Will you expend all of the funds awarded to you?  Will 

your grant pass an audit?  The likelihood of success is greatest when your project gets off to a good start. 

Your grant proposal, the award letter, terms of your grant, this Project Management Handbook, and the SJC 

Policy Manual combined provide you with the information you need to implement and manage 
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your project.  Your grant proposal includes a list of objectives and a timetable for implementation.  The 

terms of the grant/contract include the specific laws and/or rules which you must follow in the 

implementation and management of your project.  These laws, rules, and regulations are specific to the 

funding agency and the grant/contract program, whether they are federal, state, local, corporate, or private. 

Please take time to familiarize yourself with these documents and applicable regulations--knowing what you 

can and cannot do, and how you must do it will save you many headaches in the future, and will protect the 

Institution and you in the long run.  Congratulations and good luck! 
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(A) Initial Meeting 
 

1. Setting up the Grant Budget 

 Once written notification of the grant award has been received, Office of Strategic Development will 

schedule a meeting with the Project Director and Restricted Funds Accountant from the Business Office to 

conduct the initial budget review. This review must be completed before an internal account number is 

assigned and grant funds may be spent.  The primary purpose of this meeting is to explain the assignment of 

state general ledger codes (commonly known as “GL codes”) to each proposed line item expenditure and to 

clarify recordkeeping responsibilities. 

 When reviewing the project budget, the project director must remember that direct costs are those 

that can be specifically identified with a particular cost or service, while indirect costs are those that are 

incurred for common or joint objectives and cannot be readily identified with a particular cost or service 

(i.e., the project director can only “spend” direct costs; indirect costs are allocated to the College to cover 

overhead expenses).  All grant budgets include direct costs, but not all include indirect costs. 

The Grants Development and Compliance Officer located in the Office of Strategic 

Development is responsible for regulatory compliance of all college grants/contracts by working 

collaboratively with project directors, administrators, and Restricted Funds Accountants to support effective 

grant management and compliance.  The project directors are responsible for communicating effectively and 

providing needed documentation to assist regulatory compliance within the guidelines of the 

grants/contracts and the Institution. 

A Restricted Funds Accountant will be assigned to each grant. The Restricted Funds Accountant is 

responsible for tracking all expenditures charged to grant projects for purposes of accounting and audit.  

The accountant will maintain copies of all expenditures charged to the project budget including those for 

personnel, equipment, supplies, and travel.  Restricted Funds Accountants also bill the agency and do 

collections if necessary. Approval of all grant expenditures and documentation for the project is the 

responsibility of the collaborative group (project director, restricted funds accountant, compliance officer).  
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2 Setting up the Grant Budget    

This group must work together to ensure agreement on allowable and unallowable expenditures and activities.  

Ultimately, it is the responsibility of the project director  to have documentation in place for program and 

audit purposes. 

Expenditures must comply with the grant and Institution guidelines, policies, procedures, regulations, 

and legislative laws.  If the project director is unsure about grant or Institution guidelines, polices, procedures, 

regulations, or legislative law, contact the Grants Development and Compliance Officer (x 3159). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Setting up the Grant Budget 
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(B) Budget and Programmatic Changes
 

 Even though the project budget was carefully constructed when the proposal was developed, the 

budget may need to be revised to meet changing needs or circumstances.  Examples of changing budget 

needs include: (1) excess funds may be available if project personnel do not work the full duration of the 

budget year or if projected salary increases were higher than actual salaries; (2) there may be excess funds in 

the equipment category because the bids were lower than expected; or (3) a shortfall in an account has 

resulted from costs being higher than anticipated. 

 All proposed changes must be routed in advance of implementing the change through the 

Office of Strategic Development and Business Office for internal review and approval by the 

appropriate administrators.  After the project director completes the Internal Budget/Programmatic 

Change form and drafts the applicable correspondence, this paperwork is sent to the Office of Strategic 

Development (see Section 3: Strategic Development for form).  Staff will provide guidance in developing 

the final version of the correspondence as well as in obtaining both internal approval and approval from the 

funding source.  Some funding agencies require additional paperwork as well.  All change requests should be 

requested in advance and they cannot conflict with the terms of the grant or Institutional policies. 

Prior to requesting budgetary or programmatic changes, the changes may need to be discussed with the 

appropriate funding agency representative(s), and then followed up with a letter.  This contact with the 

funding agency is done by a representative from the Office of Strategic Development.  Changes are not 

officially approved until a written response is received. 

 In all cases, files maintained by the project director and the Office of Strategic Development must 

contain a complete trail of all written and verbal contact with the funding agency. 
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 (C) Recordkeeping 
 
 
 In evaluating the project, the funding agency will want to know exactly what was done, when and how 

it was done, and the cost of expenditures with project funds. Accurate and complete records of activities 

and expenditures during the project are not only important but crucial. These records will support the 

College during a site visit, project evaluation, internal financial audit, or in the event of a funding agency 

audit. The following are some of the records that must be maintained as part of the project: 

1. Payroll Records 

 Time and effort records must be maintained so that salary charges to an award can be adequately 

supported in accordance with funding agency regulations.  Payroll records that must be maintained include 

forms documenting who worked on the project, how much time each person spent on the project, how 

much they were paid, and what activities they performed.  In addition to the College’s regular payroll 

records, grant-related full-time and part-time administrative and professional staff must be documented on 

the Time and Effort Documentation form (see Section 3: Strategic Development for form).  This form 

includes the following information: (1) the name and signature of the employee; (2) the hours an employee 

worked during a given pay period; (3) the activities performed by the employee during the period; and (4) 

the name and signature of the employee’s supervisor.  An employee whose time is devoted to more than 

one grant must complete multiple Time and Effort Documentation forms and maintain records that 

support the amount of time charged to each grant for which he or she worked. Time and Effort 

Documentation should be completed professionally and in detail.  Keep copies for the project files and 

send the original Time and Effort Documentation forms to the assigned Restricted Funds 

Accountant, and a copy to the Grants Development and Compliance Officer.  If necessary, the 

Grants Development and Compliance Officer will then be responsible for sending a copy to the appropriate 

Vice President. 
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2. Matching 

 The project director must maintain records documenting the amount of matching in the approved 

budget for the project, either in-kind or cash.  In-kind match represents the value of non-cash contribution 

in services or property to the project.  The Time and Effort Documentation or Match Documentation 

forms may be used to document in-kind services of project personnel (see Section 3: Strategic Development 

for forms).  Keep copies for the project files and send the original Match Documentation form to 

the assigned Restricted Funds Accountant, and a copy to the Grants Development and Compliance 

Officer.  The terms of the grant will stipulate the length of time for which grant records must be 

maintained.  According to Federal regulations, records for Federal grants must be retained until three years 

after the due date for the annual financial report for each year of the grant.  According to State regulations, 

records for State grants must be retained until five years after the due date for the annual financial report for 

each year of the grant.  San Juan College maintains all financial records in accordance with state 

requirements.  However, the grant award, terms, and conditions may stipulate a longer retention period, in 

these cases the extended period will be adhered to. 

3. Audits 

 All financial records must be maintained in order to facilitate any audit(s) that may include a review of 

the project.  In the event of a funding agency audit, the Office of Strategic Development will lead 

efforts to prepare for and respond to audit inquiries.  The project director must contact the Office of 

Strategic Development immediately after receiving any verbal or written communication from the funding 

agency regarding a site visit, program review, or audit. 

 Audit findings can result in cost disallowances and require the College to make repayments to the 

funding agency.  The most common audit findings include: (1) lack of Time and Effort Documentation to 

support salary costs charged to awards; (2) lack of consulting agreements and invoices to support those 

services which were related to the award, and that the charges were reasonable; (3) amounts were expended 
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in unapproved or other cost categories without required prior written approval from the funding agency; (4) 

adequate supporting documentation was not provided for cost sharing/match claimed.

(D) Communicating with the Funding Agency 
 

The Office of Strategic Development is primarily responsible for contacts with the funding 

agency.  The Grants Development and Compliance Officer must review all correspondence before it is 

sent to the funding agency, and maintain records of all verbal and written communication in the office files. 

The program officer, the representative of the funding agency who oversees the project, is 

interested in progress toward meeting the goals and objectives of the project.  Any change in project scope, 

key personnel, or budget must be approved by the agency’s grant officer, in consultation with the Grants 

Development and Compliance Officer or the Director of Strategic Development.  The terms of the grant 

will provide specific information about the roles played by these two funding agency contacts. 

Correspondence requesting changes in the project’s objectives, scope, personnel, budget or time 

period must be approved internally in advance, including approval by the Office of Strategic 

Development and appropriate Vice President, before they can be submitted to the funding agency. 

Should a project amendment be necessary, please refer to Section 1B: Budget and Programmatic Changes. 

The funding agency establishes dates for when all programmatic and fiscal reports are due. The 

agency is entitled to change its reporting expectations and/or process at any time during the grant period.  

Often, notifications of such changes are sent directly to the project director; the project director should 

immediately forward such information to the Office of Strategic Development and to the assigned 

Restricted Funds Accountant. 

1. Site Visits 
Occasionally, funding agencies will request a site visit.  This visit is coordinated by the Office of 

Strategic Development.  Working with the project director and the funding agency representative, the 
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Office of Strategic Development drafts an agenda, identifying the appropriate stakeholders to be included in 

the site visit. 

The site visit gives San Juan College an opportunity to share with the funding agency the project’s 

progress and continued potential.  Project directors must be prepared to address and present documentation 

regarding the attainment of project objectives and recordkeeping, and the Business Office must be prepared 

to present financial documentation.  Occasionally a successful funding agency site visit is a requirement for 

continued funding in a multi-year project. 

 

(E) Project Publicity and Promotion 
 

The awarding of a grant is newsworthy. Local, business and educational communities should be 

notified of the grant award and the project’s activities.  All publicity for San Juan College programs and 

the dissemination of project results are coordinated through the Senior Director of Marketing and 

Public Relations. 

If the project director is contacted directly by the media, he or she should contact the Marketing 

and Public Relations Office prior to the sharing of information about the project.  If the project director 

receives a request for a copy of the grant proposal or other grant-related documents, the request should be 

referred to the Office of Strategic Development. 

Information about the project activities should also be promoted internally via the monthly college 

wide distribution of Staff Notes.  Submissions should be directed to the Marketing and Public Relations 

Office. 

 

(F) San Juan College Foundation (SJCF) 
 

The San Juan College Foundation (SJCF) was established in 1973 as a nonprofit, 501(c)(3), tax-

exempt corporation to fill critical needs at San Juan College.  Its mission is to provide private sector 
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resources for the advancement and support of the College. Many non-Federal and State grant proposals are 

submitted through the Foundation on behalf of San Juan College.  The Office of Strategic Development 

oversees development and submittal of all grant applications, and compliance of projects funded through 

the SJCF.  If the Foundation is the applicant of your project, and the funding agency sends a check 

to you, immediately deliver it personally to the SJCF Office (x 3200).  The Restricted Funds 

Accountant is responsible for invoicing the SJCF as expenses are incurred. 

(G) Disseminating Project Results 
 

One of the tasks involved with project management is the dissemination of the results and products 

of the project. Many grant proposals include a dissemination plan which will outline what, when, how, and 

to whom this information should be disseminated.  This plan will be used to ensure that the required 

information has been sent to the appropriate professional organizations and publications, and to schedule 

presentations to disseminate project results at national, regional, and local meetings and conferences. 

In addition, internal dissemination of best practices may be achieved through the Office of Organizational 

Development or the Center for Teaching Excellence (CTX), through the Senior Director of Organizational 

Development. You are encouraged to include dissemination on campus to inform other employees and 

market your project internally. 

If the proposal does not include a dissemination plan, results of the project may be disseminated to 

appropriate professional organizations and publications, statewide and regional conferences, and through 

electronic means.  At a minimum, all project materials and results should be submitted to the funding 

agency, to college personnel who have been involved with the project, and, if applicable, to the news media 

through the Senior Director of Marketing and Public Relations.
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(H) Closeout 
 

Most funding agencies have required processes associated with closing out grant projects.  The 

project director will need to complete all closeout activities prior to his/her last day paid from the grant.  

Any questions regarding this issue should be directed to the Office of Strategic Development. 

An initial meeting will be set up with the project director, Grants Development and 

Compliance Officer, and assigned Restricted Funds Accountant to review the following closeout 

process. As necessary, the program officer will also be involved in this closeout process. 

To ensure that these processes are followed, in the last three to six months of the entire grant 

project period, the project director must work with the Office of Strategic Development and the Business 

Office to: (1) secure record retention of files; (2) report outcomes in a final programmatic report; (3) post 

final expenditures; (4) verify inventory of equipment and supply disposition (including the establishment of 

current values of existing equipment and unused supplies; (5) verify time and effort documentation; and (6) 

verify any matching documentation. 

The project director must ensure that all records retained as part of the closeout process be 

appropriately organized and labeled prior to storage in order that they be readily available in the event of an 

audit.  Project directors should use the Closeout Checklist contained in this section as an aid to ensure that 

all steps associated with the closeout process are completed. The project director must review this Closeout 

Checklist with the Grants Development and Compliance Officer. 
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CLOSEOUT CHECKLIST 

 

 Purpose 
 

This form is designed to provide the College with feedback on grant implementation and 
administration. Project directors will be asked to complete the questionnaire and bring it to a

 grant closeout conference for dis cussion with the Office of Strategic Development.

 

 

 Grant Information 

Name of Grant:    

   Funding Agency:   

Project Director:     

 

 

 

 

 

 

 

 

 

 

 

 

Department:   

Begin Date:    End Date:  
Extension 
End Date:     

  
  

Questionnaire 
  
1. How did your project address priorities identified in the San Juan College strategic plan? How  
    did your project meet the mission and vision of San Juan College? 
  
2. What was the impact on San Juan College?
   
  3. Please briefly list the major goals and objectives of the grant and your assessment of the 

eness of the grant project in meeting them.effectiv 
 

  
4. How did what was written in the grant proposal and/or budget differ from implementation? 
  
5. How will the work of your grant be incorporated into your department/the College?     
  
6. Was the grant transferred to a community-based organization? If so, was a transition team 
    formed?   
  
7. Describe your experience as project director.  
  
8. Did you receive support/assistance from specific persons or departments in the Colle ge? What 
    additional assistance would have been helpfu ?l 
  
9. Please describe your experience working with the Office of Strategic Development and 
    Business Offic .e  
  
10. What improvements or additions could be made in the accounting and
      services provided? 
  
  
  
  

 
grant development 
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Purpose 

klist is designed to serve as a general guide to grant project directors to assist
in completing the closeout process at the end of a grant. Individual grants may have 

ts that extend beyond or differ from this checklist. If there are any questions regarding
closeout requirements for a specific grant, project directors and their supervisors/administrators
should consult with the Office of Strategic Development and/or the Restricted Funds Accountant.
   
 
The Restricted Funds Accountant is responsible for meeting the financial closeout
requirements of all grants and will contact project directors, their supervisors/administrators, and
the Office of Strategic Development as needed.  
 
The project director should complete this document during the last three to six months of the
entire grant project. 
 

 
This chec 

 requiremen

Checklist 
 

Step Task 
Consult with 

(as appropriate) 

Recommended 
Completion 

Date   

Actual 
Completion 

Date 
      

1  Final Programmatic Report 
(usually due u p to 3 months after 
the grant ends)    

  

A   Review program guidelines to 
determine final reporting
requirements   

Office of 
Strategic 
Development   

  

B  Review any previously  submitted 
programmatic reports   Supervisor, 

Project Staff
 

  

  

C  Compile final project 
data/results/progress  

Supervisor,
Project staff, 
External 
Evaluator1   

  

D   Draft final programmatic report Project Staff, 
Office of 
Strategic 
Development   

2 
  Final expenditures (to ensure that

all grant funds are spent prior to 
the last day of the grant )  

Restricted develop final spending plan to

Project staff
Expend all remaining grant funds B

  and appropriately
funds be expended completely
ensure that all remaining grant 

Accountant
Funds

 A t budget and Review curren

  

 ctivities.a 
An External Evaluator only needs to be consulted1

   
if an external evaluation has been conducted as part of approved project  



 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step   Task  Consult with 
(as appropriate) 

Recommended 
Completion 

Date 

Actual 
Completion 

Date 
       

3  Equipment and Supply 
Disposition (in preparation for 
what happens afte r the grant ends

  A  Inventory all remaining project 
equipment, supplies, and 
materials  

Project staff, 
Restricted 
Funds 
Accountant, 
Property 
Management 
Department   

  B  Determine current value of 
individual equipment (tagged) 
items 

Property 
Management 
Department   

  C   Determine current value of 
individual unopened/unused 
supplies and materials  

Project staff 
   

  D   Report current values of 
equipment, supplies, and 
materials to the Office of 
Strategic Development to
determine if communication is
required with the funding agency 
regarding disposition   

Supervisor, 
Office of 
Strategic 
Development

  
  E   Follow disposition instructions 

provided by the Office of 
Strategic Development   

Project staff, 
Office of 
Strategic 
Development, 
Restricted 
Funds 
Accountant   

4  
Time and Effort Documentation

 
  A  Review originally - approved 

proposal budget to identify all
staffing commitments (grant and 
match)   

Restricted 
Funds 
Accountant   

  B  Determine time and effort 
documentation already 
documented in Restricted 
Funds Acco  untant files   

Restricted 
Funds 
Accountant
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Step     Task  Consult with 
 (as appropriate) 

Recommended 
Completion 

Date   
Actual Completion

Date 

  C  Determine time and effort 
documentation still remaining to 
be documented and 
documentation format   

Restricted 
Funds
Accountant   

  D   Obtain  remaining time and 
effort documentation   

Project staff, 
Sources of 
time and effort, 
match   

  E  Submit time and effort
documentation to Restricted 
Funds Accountant   

Restricted 
Funds 
Accountant   

  F   Confirm satisfaction of time and 
effo rt documentation  

Restricted 
Funds
Accountant   

5  Non -Personnel Matching 
Documentation (if applicable)

 

  

A  Review originally - approved 
proposal budget to determine 
source and value of match 
(annual and cumulative)   

Restricted 
Funds 
Accountant   

  

B  Revi ew program guidelines to 
determine amount of required 
match   

Office of 
Strategic 
Development   

  

C  Determine source and value of
match documentation already 
documented in Restricted 
Funds Accountant files   

Restricted 
Funds 
Accountant   

  

D   Determine match still remaining 
to be documented and 
documentation format   

Restricted 
Funds 
Accountant   

E  Obtain remaining match 
documentation   Sources of 

match
  

F   Submit original match 
documentation to Restricted 
Funds Accountant (keep 
copies in program operation 
files)  

Restricted
Funds 
Accountant

  
G   Confirm satisfaction of match Restricted 

Funds 
Accountant   
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 Record Retention (in preparation

6 for extended record storage after
the grant ends)

Step     Task  Consult with  
(as appropriate) 

Recommended 
Completion

Date  

Actual 
Completion 

Date 

  

 
 

A   Determine required retention
period for program records

Office of 
Strategic 
Developmen

  
  t

  

B  Determine secure location for
storage of program records 
(electronic and paper)  

Pro
 

ject Staff  
  

 

  

C  Review program records to 
dispose of duplicate documents Project Staf f  

  

  

D   Organize and label boxes to 
store program records  Project Staf f  

  

  

  

1  Documents of similar
purpose and content should 
be placed together, 
preferably in the same box

 

 

 
 
 

  

  

2  The outside of each box 
must be clearly labeled to 
ind icate: (a) Box number
(e.g., 1 of 20, 2 of 20); (b) 
Funding agency and program 
(e.g., U.S. Department o

 
 
 
 
 
 
 
 
 
 
 
 

f 
Education, Title III); (c) 
Grant year and budget 
period of documents 
contained in the box (e.g., 
Year 1, 10/01/07 - 
09/30/08); (d) Destroy date2

 

 

  

E  Submit an inventory list of boxes 
and their contents, plus the exac

Office of 
Strategic
Development, 
Restricted 
Funds 

t 
physical location of the boxes, to 
the Office of Strategic 
Development and the Restricted
Funds Accountan

 

 t Accountant
  
Upon completion, the project director, Dean,  and the Grants Development and Compliance  Officer   should sign 
and date, then distribute this checklist as follows: 

  Original to the Office of Strategic Development for filing in official grants file.   
 Copy to Restricted Funds Accountant  

  
Project Director   Date   

   
Dean  Date   

  
Grants Development and Compliance Officer  Date   
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Project Management Agreement for the Completion of 
Name of Program/Project 
The tasks listed below as well as the responsibilities outlined in the Project Management Handbook 
have been discussed and agreed upon by all parties for the completion Name of Program/Project by 
Date. 
 
PROJECT DIRECTOR RESPONSIBILITIES 
 

1. Provide a copy of the grant award notification letter or fully executed contract to the 
      President’s Office, Restricted Funds Accountant, and Office of Strategic Development. 
2. Properly account for all expenses (supplies, operating, travel, training, salaries/benefits, etc.). 
3. Properly record all grant funded activities and outcomes. 
4. Monitor work performance and adherence to grant or contract schedule and budget. 
5. When applicable, verify subcontractor/subrecipient has fulfilled all provisions of subcontract 

before contract is closed-out. 
6. When appropriate, prepare and transmit any new Personnel Transaction Forms to initially assign 

or re-assign salary and benefit costs. 
7. Prepare quarterly, annual and/or final project reports.  Submit reports to the Office of Strategic 

Development for President’s signature and transmittal to funding agency. 
8. Contact the Office of Strategic Development to revise project budget, timeframe, goals and 

objectives, etc. prior to contact with funding agency. 
9. Retain grant files for 3-5 years, depending on agency requirements, after completion of program.  

Files will be placed in the San Juan College’s permanent college file repository. 
10. When applicable, properly account for matching funds and/or in-kind. Original Time and Effort 

Documentation must be sent to the Restricted Funds Accountant and a copy to the Grants 
Development and Compliance Officer. 

11. Attend Datatel/FRx and Project Director Trainings. 
 
UNDERSTANDING 
 

1. The Project Director is responsible for and is committed to the completion of the project. 
2. The Restricted Funds Accountant will provide monthly budget reports for reconciliation with 

Project Director’s balances. If there are any discrepancies, the Project Director will contact the 
assigned Restricted Funds Accountant. 

3. The Office of Strategic Development will provide on-going support, oversight, guidance and 
training to Project Director and support staff throughout the term of the grant. 

4. The Dean/Vice President will ensure that the project/program is administered in accordance to 
San Juan College policies and procedures. 

5. The Project Director is an employee of San Juan College, not the funding agency. 
 
 
Signature of Project Director      Date 
 
Signature of appropriate Dean/Vice President      Date 
 
Signature of Restricted Funds Accountant      Date 
 
Signature of Senior Director of Strategic Development     Date
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HUMAN RESOURCES 
Section 1: Getting Started 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

(I) Hiring Project Personnel 
 

 Many grant projects include new personnel.  If new individuals will be hired for the project, the project 

director must follow specific procedures established by the Board of Trustees, including rate assignment, 

throughout the hiring process.  Grant-funded personnel must be hired utilizing the same San Juan 

College hiring policies used for hiring all personnel.  The Human Resources office should be 

consulted prior to grant submittal to review all requests for personnel and salary assignment. 

The College published policy on this matter is: 

Grant and Contract Paid Wages 

All proposed grant and contract paid employee wages and salaries shall be consistent with college wage 

and salary administration policy regardless of the source of the funding.  All college employees writing grant 

proposals shall use official college wage and salary scales to determine personnel costs for all grants.  Grant 

writers shall submit a list of the costs to the Associate Vice President of Human Resources for approval 

before submitting the grant to the Grants Planning Committee. 

All proposals for release time for college employees shall receive prior approval from the appropriate 

Vice President before proposals are submitted to funding agencies. 

If the grant language references a wage rate which is higher (or lower) than the established wage scale 

or guidelines, the individual will be paid the appropriate rate based on college policy – not based on what is 

written in the grant. 

Single Audit Guide A, Management and Federal Office of Budget 

Approval to Request Grant Funds 

Only the President and Vice President for Business Services are permitted to approve grant applications 

if new college resources are to be committed at any time to complete the grant’s scope of work or 

service.  If no new college resources are required, the President may delegate to a designated representative. 

San Juan College Board Policy #808 
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Technical and Professional Services Contract (T&P) are to be used in the event that a consultant or 

other outside professional service is needed, on a short-term basis.  The T&P must be completely filled 

out and signed on both pages before it can be processed.  T&P Contractors are not employees of the 

College. See Section 2A: Technical and Professional Services for more information. 
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 Yes No 

Yes No 

HR obtains signatures from AVP of HR, Restricted Funds 
Accountant, VP Business Services & President

Human Resources conducts background check 

Human Resources makes offer of employment 

Candidate accepts offer 

Human Resources schedules orientation and 
completes hiring process 

Project director considers second candidate or 
 re-advertises position 

Human 
Resources

Project director obtains approval for job descriptions and salaries from  Human Resources

Human Resources assigns position number 

Project director completes Personnel Requisition form and obtains required signature from Dean or VP 

Human Resources advertises position 

Project director selects interview committee and informs HR Employment Specialist 

Project director &  screens applications HR Employment Specialist

Interview committee & Project director interviews candidates and determines candidates’ strengths and weaknesses 

HR obtains signatures from AVP of HR, Restricted Funds Accountant, VP Business Services & President 

Project director is responsible for reviewing or creating interview assessments & questions 

Hiring Personnel 

Project director & determine top candidates. Project director & 
finalize Assessments.  sends regret letters 

HR Employment Specialist HR Employment 
Specialist Human Resources

HR checks references 

Human ResourcesProject director completes PT Form, Telephone Reference Form & 
Ranking sheet. Recommends candidate to Dean/VP 

 sends regret letter to 
those not selected for hire 
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Hiring Process Checklist 

 
  Complete Personnel Requisition form and Job Description 

Announcement (see Section 3: Human Resources for all forms). 
 

  Send Personnel Requisition form and Job Description to  
  Personnel for review and signature. 
 

  Pick up applications after job announcement closes and review 
candidates that meet minimum requirements of job description. 

 
 Coordinate with the Human Resources Office (HR), which 

qualified applicants are to be interviewed. After interview, 
determine top two candidates. 

 
  Complete the following Hire paperwork: 

Reference Check Form 
Ranking Sheet Form 
Personnel Transaction Form 

 
  Send completed Hire forms to Human Resources Office (HR) for 

signature and approval. 
 

 Notification from Human Resources Office (HR) that candidate 
has been approved for hire by V.P. and College President. 

 

     Human Resources Office (HR) will call candidate to extend offer.
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1. New Employee Orientation 

The primary goal of the New Employee Orientation Program is to welcome new employees, 

provide needed information and access to resources, and create a positive first impression that will foster 

pride in San Juan College and in the employee’s daily work.  Human Resources aims to make the orientation 

experience more enjoyable and memorable for employees and to instill a sense of pride in employees, to 

familiarize them with the College’s mission, values, organization, culture, and to convey information that 

would help employees perform their job more efficiently. 

2. Criminal Background Check Policy and Procedure 

 San Juan College intends to maintain a safe and productive educational environment.  Therefore, the 

College has determined that prospective and current employees in the following job categories will be 

required to consent to and pass a criminal background investigation prior to any final appointment, hiring 

or promotion decisions.  The background investigation is intended to protect the students, employees, and 

assets of San Juan College. 

 The College reserves the right to conduct a criminal background investigation on existing employees in 

these groups prior to annual offers of renewed employment. 

• To meet the legal protection of minors, all employees who are assigned and responsible for 

instructing, working regularly with, or supervising minors – individuals under 18 years of age 

(i.e., Technical Education Center (TEC) faculty, Community Learning Center (CLC) Kid Kollege 

instructors, Child and Family Development Center (CFDC) Lead Teachers and staff, etc.). 

• To ensure the integrity of campus security, all employees who are assigned and responsible for 

campus security and/or facility maintenance and have access to building keys (i.e., Security 

Guards, Custodial Supervisors, Custodial Workers, Maintenance Workers, etc.). 

• To comply with sound financial practices, all employees who are assigned and responsible for 

receiving, handling, or accounting for currency over $500 annually and producing college 

checks (i.e., Accounting Technicians, Accountants, Bookstore Cashiers, etc.). 
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• To ensure the integrity and security of campus information, all employees who are assigned and 

have access to maintain, change or manipulate sensitive information through the College’s 

computer systems (i.e., all Office of Technology Services (OTS) employees). 

These employee groups will be referred to as ‘background sensitive’.  Individuals seeking employment in these 

job categories will be subject to a national criminal background investigation. Individuals seeking 

employment in the area of child care, family advocates, or related fields will be required to submit their 

fingerprints for investigation as well. 
 This policy applies to all positions as listed above regardless of how the employee is employed - 

regular, temporary, part-time, seasonal, or emergency.  Any employees hired through a temporary 

employment agency to perform these duties must require background checks before the College will accept 

workers in these areas. 

3. Anti-Harassment Policy 
 

San Juan College forbids sexual harassment activity, which is a form of sexual discrimination, by any 

of its employees. All employees are required to assure the College work environment is free of sexual 

harassment. Sexual harassment is a form of employee misconduct and appropriate disciplinary action will 

be taken against any employee who is found to have been responsible for sexual harassment or for 

knowingly permitting a sexual hostile environment to exist. All employees are responsible for complying 

with the Anti-Harassment Policy, displaying appropriate behavior in the workplace and using proper 

channels to report sexual harassment complaints. 

Any employee who believes that he/she has experienced sexual harassment or has knowledge of 

any sexual harassment of any other employee should immediately report it to a supervisor, to the Equal 

Employment Opportunity Officer/Vice President for Business Services (x3253), or to the Associate Vice 

President for Human Resources (x3215). A prompt investigation will be conducted of any reported sexual 

harassment. Refer to Section 3: Human Resources, HR Forms for the Anti-Harassment Policy. 
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4. Educational Retirement Association (ERA) 

ERA is a mandatory public retirement plan and participation is required of employees who work 

more than 10 hours per week for more than 30 days or teach more than 3 credit hours per semester. 

Student workers are exempt. 

New Mexico Senate Bill 181 increases the ERA contribution rates for both Employer and 

Employee. Effective July 1, 2005, Employer share increased at a rate of .75% per year over a seven year 

period. Employee share increased at a rate of .075 per year over four years. Below is a table that reflects the 

rates to be used. Project directors should take this into consideration when projecting their budget. 

 
Fiscal Year Employer 

Contribution Rate 
Employee 
Contribution Rate 

FY 2005-2006 9.40% 7.68% 
FY 2006-2007 10.15% 7.75% 
FY 2007-2008 10.90% 7.83% 
FY 2008-2009 11.65% 7.90% 
FY 2009-2010 12.40% 7.90% 
FY 2010-2011 13.15% 7.90% 
FY 2011-2012 13.90% 7.90% 
FY 2012-2013 13.90% 7.90% 
FY 2013-2014 13.90% 7.90% 
FY 2014-2015 13.90% 7.90% 

 

 

 

 

 

 

Upon termination, employee contributions are refundable. The employee may choose a “Direct 

Refund” of their contributions; however the money is subject to a 20% penalty and tax charge. Or choose 

“Direct Rollover” of their money into a direct payment to an individual retirement account (IRA) or to a 

qualified employer plan. The refund process beings by completing a “Request for Refund” form available in 

the Personnel Office on or after their last day of employment. 
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EVALUATION 
Section 1: Getting Started 

 

 

 

 

 

 

 

 

 

 

 
   



 
 (J) Setting up the Evaluation Process 
 
 Program evaluation is an important component of the project;  not only does the evaluation 

determine the success of the project in meeting its objectives, but the data gathered in the evaluation 

process are important to others who will study the project or replicate it.  In addition, results of the 

evaluation will be disseminated to the funding agency and to others who express interest in the project. 

Most grant proposals include an evaluation plan which serves as the blueprint for the project’s 

evaluation.  This plan outlines the general methods and standards to be used to measure the success of the 

project.  This evaluation plan should include a description of what will be evaluated, when the evaluation 

will take place, instruments to be used for measurement, who will perform the evaluation, and how the 

information gathered will be used to determine the project’s success.  Having established accurate baseline 

data and comprehensive assessment instruments at the beginning of the grant period makes life easier for 

the project director who must draft formative and summative evaluations during the life of the grant.  

Formative evaluations are conducted as specified points during the grant period; the results of these 

evaluations are used to assess progress and identify potential or actual problem areas, facilitating project 

modifications as needed.  Summative evaluations are completed at the conclusion of the entire grant 

period.  Depending on the funding agency, formative evaluations may be required monthly, quarterly, 

annually, or not at all; summative evaluations are required of all grants.  For some multi-year grants, a 

formative evaluation is submitted annually in the form of a “progress report” or “competing continuation 

application” as a requirement for continued funding in the subsequent year.  Establishing a solid and 

detailed evaluation plan at the onset of the grant period reduces the likelihood of confusion in the future. 

Refer to Section 3: Strategic Development for the Project Management Evaluation Process form. 

 After the grant award notification is received, the project director should review the objectives, 

activities, and outcomes of the proposal and develop a preliminary list of baseline data and possible 

 

assessment instruments needed in order to measure different aspects of project progress and success.  The 
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Office of Institutional Research and Planning is available to provide project directors with assistance in 

determining existing measurement processes that could provide project-relevant baseline data and to offer 

guidance and review in the purchase or creation of specific assessment instruments that may be used to 

establish baseline information or to measure pre-and post-intervention changes.  The Office of 

Institutional Research and Planning must approve the evaluation plan prior to project/program 

implementation. A copy of the approved evaluation plan must be sent to the Office of Strategic 

Development. 

The project director should establish a recordkeeping process that addresses, at a minimum, the 

establishment of electronic and paper files; processes to ensure the consistency, completeness, and accuracy; 

and methodology to document progress, including the ongoing status of any project partnerships. Should 

the project director or Office of Institutional Research and Planning staff have any questions or require 

clarification regarding the objectives, activities, or any other aspect of the project design; they should contact 

the Office of Strategic Development. 

 Many projects use an external evaluator who is familiar with the field of study and the type of 

program to be implemented.  If the grant specifies the use of an external evaluator, but did not designate 

one by name in the grant proposal, it is important to identify the evaluator as early in the project as possible.  

The Office of Strategic Development will maintain a list of qualified evaluators for selection and 

will be involved in the hiring process.  The evaluator will sign a Technical and Professional Services 

Contract form with the College in advance of performing the work (see Section 3: Business Services).  This 

Technical and Professional Services Contract should be submitted to the project director, who will then 

promptly submit a copy to the Office of Strategic Development and to the appropriate college administrator 

to whom he or she reports. Project directors must remember that evaluation is an ongoing process 

and should be addressed continuously during the life of the grant. 
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Setting up the Evaluation 

Project Director develops preliminary evaluation plan 

When applicable the Project 
Director and Grants Development 
and Compliance Officer meet with 

external evaluator 

Project Director reviews proposal 
objectives, activities, and outcomes 

Project Director meets with the Office of Institutional 
Research and Planning and Strategic Development to 

create and approve evaluation plan 
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(K) Reports 

The formal award notification includes a schedule for any reports that must be submitted and the 

dates th

 aware 

project director and 

should 

 of 

r 

 a specific reporting format, at a minimum the programmatic 

reports 

 

ese reports will be due.  Grant programs require interim progress and financial reports either 

quarterly, semiannually, annually, or upon request from the funding agency.  Project directors must be

of the format and content requirements of reports and their due dates before the project begins, so that 

information needed for the reports may be collected throughout the duration of the project.  While the 

funding agency establishes dates for when all programmatic and fiscal reports are due, the agency is also 

entitled to change its reporting expectations and/or process at any time during the grant period.  Often, 

notifications of such changes are sent directly to the project director; the project director should 

immediately forward such information to the Office of Strategic Development. 

Performance or programmatic reports are the responsibility of the 

reflect the progress made in accomplishing the project objectives.  The report should identify the 

project’s strengths in addition to strategies which will correct any weaknesses in the program.  The Office

Strategic Development is available to interpret funding agency requirements and to draft portions or all of 

reports if assistance is needed.  Depending on the funding agency’s requirements, reports may be submitted 

electronically.  In all cases, programmatic reports must follow the College’s internal process, where 

reports will be processed through the Office of Strategic Development and sent to the President fo

approval.  Once approval is obtained, the Office of Strategic Development will notify the project 

director and the report may be submitted. 

If the funding agency does not provide

should address the project’s progress in meeting the measurable objectives as shown in the original 

grant proposal.  Progress should be reported based on outcomes, not process.  Process simply describes the

activities that have taken place; outcomes focus on the measurable results of those activities.  Project 

directors should be prepared to address the connection between grant expenditures and specific 

 

objectives/outcomes if requested by the funding agency. 
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Financial reports for the project will be completed by the Restricted Funds Accou

The Restricted Funds Accountant must have complete rec

ntants.  

ords of project expenditures and documentation 

of matching or cost-share for the project in order to complete the reports.  Project directors must allow 

sufficient time between the submission of this information and the due date for the report for the purpose 

of obtaining internal approval prior to submission to the funding agency. 

 (L) Academic Quality Improvement Program (AQIP) 
 

San Juan College has chosen to participate in Academic Quality Improvement Program (AQIP) 

which infuses the principles and benefits of continuous improvement into the culture of colleges and 

universities. With AQIP, the College must demonstrate it meets accreditation standards and expectations 

through sequences of events that align with those ongoing activities that characterize organizations striving 

to improve their performance.  In support of our quality journey, the Office of Strategic Development has 

established a systemic quality review comprised of a set of measures that verify how well we are achieving 

goals and objectives, satisfying our stakeholders, and improving the education opportunities for students 

participating in our grant-funded projects and programs that are aligned with the institutional mission, 

vision and values. 

 
(M) Grants Quality Review 

 

Each year, a representative team from Learning, Business Services and Student Support Services 

identifies grant funded projects to participate in the programmatic and financial review.  This process 

includes detailed information about: program profile; leadership; strategic planning; student, stakeholder, 

staff, and market focus; measurement, analysis, and knowledge management; process management, and 

grant performance results.  Results are shared with program staff and leadership to help assess the quality 

and opportunities of the programs and make any ongoing changes. 
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Section 1: Getting Started 
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 (N) Benefits of an Advisory Council 

Advisory councils play an important role in providing college programs with support as well as a 

luable perspective on current trends. Advisory councils are established to provide important links to the 

mmunity and to garner the expertise provided by individuals beyond the College. Composed of 

dependent community members, advisory councils are an important source of direction and support for 

n Juan College and can be key to building secure, ongoing programs and aligning the College’s mission 

mething unique to the programs. Membership should reflect 

the diversity of the community as well as the unique area of study within the program.  The advisory 

uncils contribute to the mission of the College in numerous ways. The councils: 

• Assist and advise college administrators, faculty and staff in transmitting the mission, 

accomplishments, needs and aspirations of the College to the community; 

• Strengthen the links with civic, education, business and other community organizations; 

• Increase the visibility of college programs through public relations activities; 

• Serve as sources of information and expertise for the College administration and faculty; 

• Represent the needs, interests and capacities of the community to the College; 

• Assist the College in assessing strategic direction, solving problems, achieving goals, and meeting 

objectives of specific programs; 

• Assist in determining the need for new programs; 

• Ensure that curricula and programs are comprehensive, relevant and that they reflect current trends; 

• Provide advice and technical assistance to programs as needed; 

• Establish and reassess realistic goals in light of important trends, long-range and annual plans. 

o obtain a “Guide to Working with Advisory Councils Handbook” contact the Community Learning 

enter (x3264). 
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GRANT BUDGET 
Section 2: Implementing the Project 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

 

 

 

   



 

(A) Spending Funds 

One of the project director's major responsibilities is to manage the project budget within the terms of 

e grant.  Careful and realistic construction of the budget when the proposal was developed means that 

dequate funds should be included to cover project costs and personnel expenses.  The proposal budget 

erves as the project director’s first spending plan. 

ent of funds for any goods or services received.  These activities are 

xpenditures will be reviewed by the Restricted 

unds Accountant to determine if the costs and/or activity are allowable according to the grant scope of 

ork and the federal and/or state regulations. 

It is the project director's responsibility to monitor and authorize all project expenditures and to make 

ertain that all funds are expended, in accordance with the approved budget and the grant project timeline, 

efore the grant expires.  The terms of most government grants include a requirement that the College 

nsure that grant funds are not used to supplant (i.e., replace) funds normally available to the College for its 

perating expenses.  For this reason, grant dollars are maintained under a separate Department Number, 

nd all expenditures are scrutinized individually to make certain that they are part of the approved grant 

udget.  If the grant stipulates that funds may not be used to supplant college funds, the project director 

ust monitor all expenditures and budget revisions carefully. Records must support the College's 

ommitment to use grant funds to supplement, and not supplant, the College budget. 

To avoid the unnecessary return of unexpended funds to the funding agency, expenditures should be 

viewed on a monthly basis with more comprehensive reviews at the midpoint and three-quarter point of 

e budget period.  The project director should develop revised spending plans at the midpoint and three-

uarter point to ensure that any necessary budget changes are submitted on a timely basis prior to the end 

f the budget period.  Last minute change requests are typically not acted upon favorably by funding 

fficials.  Project directors should also use the midpoint and three-quarter point reviews to assess the 

n-going status of Time and Effort and Matching Documentation.
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 Expenditures are the disbursem

charged to the grant accounts in the general ledger.  All e

F

w

 

c

b

e

o

a

b

m

c

 

re

th

q

o

o

o

 Spending Funds 31 



 

 To assist the project director, the Office of Strategic Development may schedule periodic reviews to 

iscuss budget plans and evaluation processes.  In addition, the Office of Strategic Development and the 

 a 

ng agencies or by the College.  Project directors must 

ly 

your Restricted Funds Accountant before proceeding.  

d to 

ss 

d

Restricted Funds Accountants are available at any time for assistance. 

 The initial proposal budget, along with any revised budgets developed by the project director, should 

incorporate plans to expend all grant funds each grant year.  Carryover of unobligated grant funds into

new grant year is not viewed favorably by fundi

notify the Office of Strategic Development and the appropriate Restricted Funds Accountant immediate

upon determining that the project is at risk of having unobligated funds in any year. 

 Grants, contracts, agreements, and (corporate) donations are all considered restricted funds.  If you 

have any question about any funds, check with 

Restricted Funds Accountants are responsible for invoicing and obtaining the cash.   If an agency sends a 

check to you, for your grant, immediately deliver it personally to the Senior Cashier located in the Accounts 

Receivable section of the Business Office. The cashiers are bonded for security purposes. This is require

protect the institution against theft. 

 Some grants involve student awards.  Coordinate with the Accounts Receivable section of the Busine

Office, and check with the Financial Aid Assistant Director to assure the award does not jeopardize any 

financial aid the student may have.

1. FRx/Datatel 

 FRx is used to obtain your budget from the general ledger. It is a fiscal report that shows your budget, 

spending activities, and available balance.  The Budget Coordinator located in Business Services will set up 

your FRx account. Once the user ID and Password have been created, go to the Internet or Intranet and 

type the following address:  http://spock/frxwebport.  If you forget your password, the Budget 

Coordinator will create a new password.  You will need to go through the same process as you did when 

creating your first User ID and Password. It is imperative that you review your grant account 

periodically. 

32  FRx/Datatel  



 

2 ccounting Structure. A  

The San Juan College Accounting Structure consists of five major component types; Fund, Exhibi

Cluster, Department, and Object.  The chart provides the various categ

t, 

ories used by the institution in 

n Department (HED) 

f 

, Contracts and/or Agreements.  The account used depends on whether 

s 

d, staff development, recruiting, and presentation travels for In-State 

urpose.  Capitalized equipment is the 8000 series up through 8400 which is designated 

on of each 

classifying financial transactions. 

The first two set of digits are the Fund accounts.  A majority of the institutions accounts are 

classified under Fund 10.  Fund 20 is classified as “Restricted” and reserved for Grants, Contracts and/or 

Agreements.  The second set of two digits following the Fund accounts is the Exhibit.  The exhibit is 

constructed for reporting purposes and follows the guidelines from Higher Educatio

and the National Association of Colleges and Universities Business Officers (NACUBO).  The third set o

two digits following the Exhibit is the Cluster.  The Cluster is a location category for the Exhibit and 

Department.  It defines the institutional location for each department.  The fourth set of four digits is the 

Department.  Each Department is categorized according to the Fund, Exhibit, and Cluster.  The last four 

digits following the Department are the Object codes.  Five major series classify the object codes.  The 4000 

series consist of Revenue for Grants

the funding is Federal, State, or Private.  Salaries are in the 5000 series up through 5800 which is reserved 

for Benefits.  The 6000 series is the Expenses and range from Consultants to Care and Support.  Travel i

the 7000 series and includes require

and Out-of-State p

specifically for the Library Collection. 

The Chart of Accounts is updated periodically and is set up by the Office of Business Services. 

A department listing is available on the FRx Webport and SJC Portal.  A list of object codes can also be 

found on the SJC Portal.  An example of the SJC account structure follows along with a descripti

five components. 
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XX    -    XX    -    XX   -   XXXX   -   XXXX 
Fund Exhibit     Cluster      Dept.        Object 
 
 

 

2. Fund is two digits.  Most grant programs are Fund 20 – Restricted. 

• 10 Current 

• 50  Investment in Plant 

•

• 90  Riverview Golf Course 

 

• 14 Physical Plant & Utilities 

• 18 Internal Service 
19 Student Financial Assistance 

• 20 & 22  Auxiliary Enterprises 
 

 
 
 

1. Five major component types have been used. 

• Fund 
• Exhibit 
• Cluster 
• Department 
• Object 
 

 

• 11 Current – Independent Operations 
• 20  Restricted 
• 31  Auxiliary Support 
• 32  Bookstore 
• 33  Food Services 
• 40 Loan 

• 61 Capital Outlay 
 62 Renewals and Replacements 
• 70 Debt Services 
• 81 Agency – Clubs and Custodial 
• 82 Agency – Billable 
• 83 Agency – Custodial 

• 95 GASB Elimination Fund 

3. Exhibit is two digits. 
 

• 10 Instruction 
• 11 Academic Support 
• 12 Student Support 
• 13 Institutional Support 

• 17  Public Service 

• 
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4. Cluster is two digits. 
 

• 20 General 
• 32 Business 

• 36 Gen Ed 
ysical Ed 

th Occupations 
 

es and Tech 

ng 
ily 
port 

 

5. 
 

 found on the SJC Portal Page 

6. 
 

5xxx – Salaries & Wages 
s 

60xx – Professional Services 
 and Training 

ubscriptions 
ion 

nts, and Allowances 

2xx – Furniture, Fixtures, and Equipment 
4xx – Library Acquisitions 

Note:

• 34 Education 

• 37 Ph
• 38 Heal
• 40 Math
• 42 Science 
• 44 Trad
• 46 Training 
• 48 Enterprise 
• 50 Community Learning Center (CLC) 
• 52 Academic Support 
• 54 Student Support 
• 60 Econ Development 
•  Learni 62 Community
• 64 Child Care/Fam
• 68 Community Sup
• 70 Institutional Support
• 80 Physical Plant 
 

Department is four digits. 

An updated copy of departments can be
 

Object is four digits. 

4xxx – Revenue 

58xx – Benefit

61xx – Conferences
62xx – Communications 
63xx – Dues, Fees, and S
64xx – Recruiting and Promot
65xx – Supplies 

inancing 66xx – Insurance and F
67xx – Scholarships, Gra

 68xx – Cost of Goods Sold 
69xx – Facilities and Maintenance 
70xx – Travel 
8
8

  Accounts are set up by the Office of Business Services. 
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3. Commonly Used Object Codes 

 Below are y used object codes for expenditures in supplies, travel, and equipment. 

 

 

 

 

 

 

 

 

 

 

 

 

the most commonl

General Use Codes 
 Consultants 6065 

Professional Services 6065 
Performed Contracts and Speakers 6075 
Conference Fees 6135 
Training Fees and Services 6135 
Postage 6235 
Printing 6245 
Communications 6255 
Supplies 6505 
Supplies-Bookstore 6505 
Reference Materials 6345 
Food 6520 
Non-Capital Equipment and Tools 8275 
Professional Registration and Dues 6135 
Subscriptions & Web Fees 6345 
Rents and Leases 6960 
Software 6565 
Grants and Scholarships 6735 
Care and Support-Stipends 6721 
Care and Support-Mileage 6722 
Care and Support-Meals 6723 
Administrative Overhead 6765 General Travel 
Administrative Travel 7010 
Staff Development Travel 7020 

In order to be classified as equipment, the item must cost $5,000 or more and have a useful life of one (1) year or more. 
General Equipment 
Office Equipment 8265 
Program E 8275 quipment 
Technology 
Computers 8241  (PC’s and Lap Tops) 
Peripheral , Stand Alone Monitors, etc.) 8241/8265 s (Printers, Scanners
The cost of 

• O
• F
• Im
• H
• In
• S tion 
• In
• C
• C
• P

equipment should include: 
riginal invoice price 
reight charges 
port duties 

andling and storage charges 
-transit insurance charges 
ale, use and other taxes imposed on the acquisi
stallation charges 
harges for testing and preparation for use 
osts of reconditioning used items when purchased 
arts and labor associated with the construction of equipment
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4. Purchasing Card (P-Card) 

The Purchasing Department offers the Purchasing Card (P-Card provided by Bank of America) as 

well as other credit cards from local businesses to purchase expenditures with project funds under 

$1,500.00. 

Obtaining “Request to Particip Purchase Card Program” and 

proval by the De is form is then submitted t hasing.  The project director 

will be assigned a D ison. The project director and Liaison e required to attend a 

training session and -Card Polices and Procedures. Th rd is to be used only

a P-Card requires completing the ate in 

ap an/Department Head.  Th o Purc

epartmental Lia  will b

 will comply with P e P-Ca  by the 

person whose nam . The card works just personal credit card, except 

l charges are paid e. Maintaining a purchase ca saction log and reconciling 

 the Bank of Am ed. 

The P-Card

e appears on the face of the card  like a 

al  in full by San Juan Colleg rd tran

to erica Statement is requir

 requires prior approval from the project director’s im ate supervisor and the 

signed Restricted re making any purchases (see dix 7: Operational 

Memorandum #20). A nd must be attached to purchase card transaction 

log with proper account numbers (see Section 3: Business Services). 

 more of the other credit cards available for local businesses requires prior 

appro ted Funds Accountant. The “Request to Check Out a SJC Cre ard from 

Purch equired signatures and submi hasing  

(see Section 3 ). Following is a list of local businesses and requirements by the Purchasing 

Departme

 

 

medi

as  Funds Accountant befo  Appen

n approval form is provided a the 

To check out one or

val from the Restric dit C

asing” must be completed on-line, printed, have the r tted to Purc

: Business Services

nt. 
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Purchases less than $1,500.00 

 

 

 

 

 

Local Business 

Method of Payment   

P - Card Business Name  Credit Card  SPO 
 

 

 

 

          
Wal -Mart (1)  x   x  
            
Sam's Club (1)  x (2)     
            
Office Max  x   x  
            
Sears (3)  x x x  
            
Dillards   x       
            
Lowes  x   x  
            
Hobby Lobby x   x  
          

 

 

 

  
Safeway (1)  x       
            
Smiths (1)  x       

 

 

            
K - Mart     x x  
            
Best Buy    x x  
            
Target       x  

Office Depot     
  -  

 

x x 
(1) All food purchases must be pre-approved.  Submit a signed coy of Food Services 

Request form to VP of Business Services. 
(2) Is SPO is requested, use you department number. E.g., 1010141860 
(3) Requires SPO and

 
 credit card to complete purchase. 

NOTE: 
(a)Credit Cards are checked out by an authorized employee at Purchasing Dept. 
     Original receipt(s) and credit card must be retuned to Purchasing Dept. 
(b) Submit SPO with receipt to Accounts Payable. 
(c) May only use a credit card or SPO to purchase; never both except for SEARS. 
(d) For P-Card purchases, advise the check-out clerk that the purchase is tax-exempt. 
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itures 39 
 

. Unallowable Expenditures5  

The following charges are not allowable according to the U.S. Office of Management and Budget 

(OMB) under Code of Federal Regulations Part 220 (2 C iples for Educational 

Institutions (formerly located under OMB Circu

6. Indir

FR 220), Cost Princ

lar A-21): 

• Alcoholic beverages 

• Memorabilia 

vertising for employee recruitment purposes 

• ent/graduation costs 

• Donations 

• Entertainment costs 

• Lobbying costs 

• Memberships in civil/community/social organizations 

• Selling and marketing costs 

• Travel by board members; and 

• Student activity costs 

ect Costs

• Color ad

 Commencem

 

Indirect costs are actual costs incurred to conduct the normal business of an organization that 

cannot b  or directly char ed to a speci  project or activity. Indirect cost ra are used to 

cover the indirect co

San Juan C ements of the U.S. Office of 

anagement and B Juan College 

 negotiates indirect t 220. 

Negotiated, approved rates are to be used for all agreements with the Federal Government and for most 

nonfeder  projects. The rate agreement is periodically renegotiated (usually every three years) so rates will 

vary.  

e identified with g fic tes 

re sts of a sponsored project. 

ollege’s indirect costs are developed under the requir

M udget, 2 CFR Part 220, Cost Principles for Educational Institutions. San 

 rates with the Department of Health and Human Services (HHS) under 2 CFR Par

al

 Unallowable Expend



 

Indirect costs are recovered by applying the applicable indirect cost rate to the direct cost 

expend e 

.0%. This means that it takes 36.0% of the direct 

costs of a  services (e.g. Physical Plant, Human Resources, etc.). Few grants 

allow the  full, approved indirect rate; for example, most U.S. Department of Education 

grants allow maximum indirect allowed by 

a grant (up to our negotiated rate). Without indirect cost recovery, the College could not afford to offer the 

services provided by grant programs. 

7. Bookstore Purchases

itures incurred on each project. The calculated indirect cost amount is charged to each project by th

Restricted Funds Accountant. 

The College’s federally approved indirect rate is 36

grant to provide for various

College to budget its

only 8% indirect. In general, it is College policy to budget for the 

 

A current account number is required to make all bookstore purchases.  Account numbers on grant-

funded programs change frequently, so please be sure to have the current account number, and always 

retain a receipt to give to the Restricted Funds Accountant.  Purchases are limited by grant/contract 

amounts and specifications. 

ental Room first, as that room contains supplies that are 

marked up ing – other areas of the bookstore contain products that are retail 

eive a 10% discount.  If the Interdepartmental Room does not contain what you need, 

please a ck, 

the receipt must be sent to the assigned Restricted 

Funds 

Supplies are located in the Interdepartm

only enough to cover shipp

price, but you will rec

sk the bookstore personnel for assistance.  If the bookstore does not have what you need in sto

staff can special order the item(s).  If you place an order by noon on Wednesday, the item(s) will arrive in 

the bookstore on Friday of that week.  A copy of 

Accountant. 

The bookstore’s normal hours of operation: 

Monday – Thursday, 8:00 A.M. to 6:00 P. M. 

Friday from 8:00 A.M. to 5:00 P.M. 
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8. Copy Services 

To place orders go to Copy Services with your account number, and fill out a work order (see 

Section

ur 

 3: Auxiliary Services for form). 

Copy Services will deliver anywhere on the main campus.  If you are not on the main campus, yo

orders will be delivered via inter-office mail.  For your convenience, orders may be sent via email to Copy 

Services.  Be sure to include all pertinent information - your account number, number of copies, contact 

person and the deadline for printing.  A copy of the receipt must be sent to the assigned Restricted 

Funds Accountant. 

9. Cell Phones 

There are two cell phone programs available to San Juan College employees. 

Program I: NEEDED (60% or 80%) 

• Option I, a cell phone can be obtained by the employee with their desired provider

60% or 80

 at 

% business use. Copies of all documentation given at the time of transaction 

along with a copy of the first month’s statement must be sent to the Cell Phone 

Administrator. 

• Option II, a cell phone already in possession of the employee can be used at 60% or 80% 

business use. 

Program II: REQUIRED (100%) 

• Cell phone is obtained 

ndable a c

through San Juan College at 100% business use. 

It is understa ell phone will not only be used for business purposes but will unavoidably be 

used for p e is requested to declare personal call usage and self 

report the Self Declare form (See Section 3: Business Services, 

Accounts mployee is given the option of having the College 

reimburse 60% or 80% of the base amount

ersonal use. The San Juan College employe

 percentage through completing the 

Payable). On a business need basis the e

 (does not include tax or extra fees). 
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All cell phone bills are sent to and paid by the San Juan College employee except for employees 

 a cell phone for 100% business usage, this bill is paid directly by the College. If the 

employ Cell 

must be filled out (See Section 3: Business Services, Accounts 

Payable

 the provider, the chart below is a break down of the base amount

whom have received

ee desires for their reimbursement payments to be directly deposited into their bank account, a 

Phone Monthly Direct Deposit form 

). 

If the cell phone service plan includes persons other than the San Juan College employee, the 

College will only reimburse expenses incurred by the employee. San Juan College will not reimburse 

other expenses for services beyond the said cell phone plan (e.g. text messages, picture messages, 

downloads, etc.). 

No matter  the College will 

reimburse rance for all cell 

phone plans. In order for the College to pay for insurance, this service must be clearly indicated on the first 

for 500, 750, or 900 minutes. The College strongly suggests the inclusion of insu

month’s statement. 

The Business Office must be informed immediately upon employee termination to cease 

reimbursement payments for the cell phone account. For further information, contact the Cell Phone 

Administrator. 

 

Program I: Needed 60%-80% Program II: Required 100%  
      
 % Base 

Amount 
60% 80  100% 

500 Minutes $39.99 $24.00 $32.00  $39.99 

750 Minutes $49.99 $30.00 $40.00  $49.99 

900 Minutes $59.99 $36.00 $48.00  $59.99 
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 • 100% Business Use 

• No Personal Calls permissible 

• Phone is SJC equipment 

• Bill is paid in full by SJC 

• 6
 

 

 

 
 will pay for insurance 

 
• $

 

Process: 

Supervisor/Director 

• Contact the Business Office 
 
• Receive approval from assigned Restricted 

 

 
ell Phone obtained by the 

employee with their desired provider 

possession can be used 

• Complete Self Declare Form and if desired, 
ne Monthly Direct Deposit Form 

 
• Bill is sent to and paid by SJC employee, SJC 

will reimburse 60% or 80% of the base amount 

0% or 80% Business Use 

• Personal Calls permitted 

• Employee is responsible for taxes and fees 

• SJC will only pay off the base amount 

• SJC

50.00 equipment allotment every two years 

 

• Must be deemed necessary by 

 

Funds Accountant 

• Options to obtaining a cell phone: 

Option I: C

Option II: Cell phone already in 

 

Cell Pho

 
 

 

Process: 
y by 

Supervisor/Director 
 
• Contact the Business Office 

• Complete a Cell Phone Request 

 

pays for phone with approval from 
assigned Restricted Funds 
Accountant 

• Copy of bill will be sent to 

 Computer Pu

 

 

• Must be deemed necessar

Form 

• Business Office purchases and 

 

Supervisor/Director 

 

10. rchases 

Except un ial circumstances ov ant proposal), all new computers 

of departmental or oth Contact the Office of Technology 

Services (OTS) with brand and type of computer, components and accessories, etc. and they will place the 

ou ould ar pr  tw  he Office of Technology Services 

y you upon arrival (see Operational Memorandum #10, APP-1). 

 

der spec (as appr ed in the gr

must be purchased out er operating funds.  

order for you. Y r order sh rive in ap oximately o weeks.  T

will notif
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11. Approval Signature Process 

 does not exceed $4,999

0  quotes.  

on form hasing), 

er (see Section 3: Business Se ices, Purchasing).  Each form and 

ents a d specifications.  If written, quote must be 

 vendor’s representative.  Make comments on the “S r “Bid Comparison” forms, 

andum #19, 00, 

refer to Pu Process (pg. 45) and Ope  

A single item purchase that .99 requires the appropriate signatures (see 

pg.45), with the best obtainable price.  Purchases $5,00  - $19,999.99 require three phone/written

Each quote must be detailed on a Bid Comparis  (See Section 3: Business Services, Purc

and be attached to the purchase ord rv

written quote obtained must conform to all bid requirem n

signed by the ole Source” o

not on the purchase order (see Operational Memor APP-6).  For purchases more than $20,0

rchasing Approval Signature rational Memorandum #19 (APP-6).
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12. Food and Beverage Policy 

The purchase of food and beverage is usually NOT an allowable expense in federal and state funded 

grant projects, but may be an allowable expense in Foundation funded grants. However, depending on the 

program, exceptions do apply.  If food and beverages are an allowable expense, the "San Juan College 

Food Request" form must be completed on-line, printed, have the required signatures as listed on form, 

and submitted to the Business Office two weeks prior to making any food/beverage purchases (see 

Section 3:  Business Services, Accounts Payable).  Food purchases must be approved by the Associate Vice 

President/Controller of Business Services and the President.  The Foundation’s signature is only necessary 

if using Foundation monies in the event that the food request is for a Foundation funded grant, or if the 

food request is specifically for employees; therefore, requesting the food be purchased using Foundation 

monies.  The College’s dining services, Sodexo, will have first right of refusal on all catering events.  

If refused, a list of preferred outside sources is available in the Business Office. If you have questions as to 

whether or not a food request is permissible, please check with your assigned Restricted Funds Accountant. 

13. Equipment Purchases 

 San Juan College follows state guidelines regarding the classification of equipment purchases under 

numerous GL codes.  Many funding agencies also impose specific rules regarding defining, purchasing, and 

disposing of equipment.  For example, many funding agencies define equipment as an item with a minimum 

$5,000 unit cost.  The College must comply with funding agency, state, and college regulations and 

policies; therefore, when there are differences the most restrictive definitions and procedures will 

prevail. 

14. Leases 

The President is the only employee with signatory authority at San Juan College. No one else has 

the authority to enter the College into a lease agreement of any kind. Upon receipt, the lease should be 
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taken to the Office of the Vice President for Business Services for review.  The Budget and Risk 

Manage

r 

ment Specialist will review the lease to ascertain that SJC can comply with lease requirements.  Upon 

review and approval of the Vice President for Business Services, the lease is sent to the President’s Office 

for signature.  New Mexico State Constitution prohibits the designation of additional insureds and/o

indemnification of third parties.

15. Printing and Design Services 

 The production of all San Juan College publications is coordinated through the Senior Director

of Marketing and Public Relations.  If you plan to expend grant funds for designing and printing new 

publications (e.g., brochures, not basic copying and duplication) you must consult and work with the 

Marketing and Public Relations Department.  Please contact them as early as possible (x3202). 

 

16. Promotional Items, Marketing, and Supplies 

Use of federal funds to purchase materials and supplies bearing program or project names (pens, 

pencils, shirts, hats, bags, etc) is strictly prohibited.  Marketing any products or services of the institution is 

unallowable (unless stated in the grant that public relations or proposal costs are allowable).  Depending on 

he 

 

dum #21, APP-8). 

the scope of the project, some private and corporate foundations will allow for such purchases. Contact t

Grants Development and Compliance Officer to clarify what will be allowable and unallowable for your 

program.  The Institution will take the most conservative policy regarding allowable and unallowable 

costs.  The project director should not purchase anything until the Restricted Funds Accountant and Grants

Development and Compliance Officer have been notified to clarify such spending (see Operational 

Memoran

17. Travel 

All  

number of persons traveling.  Transportation should not exceed tourist class airfare.  For automobile 

mileage, the established rate at San Juan College is used.  Reimbursement is allowed for taxicab, bus, train or

travel must be related to the project’s overall purpose and proposed activities.  An itemized budget

in the proposal details the proposed travel costs including the purpose and objective of the travel and 

 Print and Design Services 47   



 

airport limousine transportation.  Per Diem at the established San Juan College rate is permitted when 

overnight travel is required.  No foreign travel is authorized. 

 Contact the administrative assistant in your department regarding travel arrangements.  The 

administrative assistant should then contact the Accounting Technician/Travel, and make the 

administrative assistant work directly with the Accounting 

If 

ption 

been 

ements for the use of a San Juan College vehicle. 

Another o

servation. Any in

arrangements.  It is preferred that the 

Technician/Travel, because it is more efficient than trying to work with each individual in each department. 

The administrative assistant completes and processes the Travel Requisition (see Section 3: Travel). 

the desired method of travel is to rent a car, San Juan College offers several options. The preferred o

is to submit the Travel Requisition number to the Motor Pool after the Travel Requisition has 

processed. They will assist in making the necessary arrang

ption is to rent a vehicle from an outside vendor such as Enterprise. The Accounting 

Technician/Travel can make this re dividual who will be driving a vehicle in the name of 

San Juan College (whether leased from outside, a personal vehicle or part of the Motor Pool) must take the 

Defensive Driving course and have his/her driving record on file with San Juan College prior to operating 

ing course is offered through the 

Community Learning a face to face format or online through the Office of 

Organizational Development. A New Mexico or Colorado driver’s license (applicable for Durango 

residences only) is required. Contact the Community Learning Center, ext. 3461 for more information a

this option. The online course is at 

an applicable motor vehicle. Certification of the Defensive Driv

Center (CLC) in classroom 

bout 

www.safetyserve.com/sanjuancollege (see Section 3: Travel, for Login 

Instructio  

In addition to the required travel forms, a Trip Report is required and needs to be submitted to the 

Grants Development and Compliance Officer within two weeks after travel. The Grants 

Development and Compliance Officer will then send completed Trip Reports to the Restricted 

Funds Accountant.  The trip report documents the purpose of the trip, what was learned, and how the 

program or project will benefit from this attendance. See Section 3: Business Services for all forms and SJC 

ns).
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Business Services Procedures (APP-10--APP-14)for related topics (e.g., Insurance Coverage, Travel 

Expense Reimbursement, Credit Card, etc.). Note:  Trip Reports should be completed professionally a

detail.  If completed as suggested, reports will serve as a great

nd in 

 reference for completing programmatic 

reports. 

18. Subrecipients, Contracts, and Consultant Services 

Some grant budgets have funds allocated for the purchase of subrecipient services, contracted 

and/or consultants.  The most typical situation where subrecipient services are needed is when grant funds 

services, 

need to be shared with other organizations operating as project partners.  Contracts may be needed to 

purchase services or products from a vendor.  Consultants may be needed to serve as evaluators or 

speakers, or to provide expertise in a particular area. 

19. Technical and Professional Services 

 Technical and Professional Services Contract (T&P) are to be used in the event that a co

other outside professional is needed, on a short-term basis.  The T&P must be completely filled out 

and signed on 

nsultant or 

both pages, with the Controller’s approval, before it can be processed (see Section 3: 

Business Services, Accounts Payable).  T&P Contractors are not employees of the San Juan College. An 

Independent Contractor Status Checklist must be filled out to properly determine if the consu

other outside professional is a contractor or an employee (see Section 3: Business Services, Accounts 

Payable for checklist). For those to be considered an independent contractor, all responses to questi

the checklist must be marked “yes.” For those who will be considered employees of the College and not 

outside contractors, whether full-time or part-time, should be hired as a regular employee with the usual 

employee cont

ltant or 

ons in 

ract.  Grant language will be inserted into the contract, specifying that the grant may end at 

any

. 

 

 time.  For those who will be short-term, use a Temporary Contract. See SJC Business Services 

Procedures, APP-9, for more information pertaining to independent contractors. 

 In addition to the T&P and Independent Contractor Status Checklist, a W-9 must also be filled out

San Juan College uses the W-9 to obtain a consultant’s or other outside professional’s social security 

number or tax payer identification number so this can be reported for end of the calendar year tax purposes.



 

The T&P, Independent Contractor Status Checklist, and W-9 must receive all appropriate signatures

an independent contractor can be hired. Once all forms have been completed, submit them to your assigned 

Restricted Funds Accountant. The Restricted Funds Accountant will then submit them to Purchasing. 

20. 60 Days before the Close of the Grant Year

 before 

 

 s and/or encumbrances must clear the 

Bus  

ce in 

 Grants 

loseout process is described in Section 1H. 

It is important to remember that all outstanding purchase order

iness Office before the grant year closes.  In order to ensure that this is done, the project director should

begin to implement a plan for the closing of the grant year at least 60 days before the official ending date. 

The program officer is involved as appropriate with this ongoing closeout process.   For assistan

planning the closing of the grant year budget, contact the assigned Restricted Funds Accountant and

Development and Compliance Officer.  The general c

(B) Research and Donations 
 

1. Institutional Review Board (IRB) 

r 

d 

an 

n 

t 

investigation designed to 

 

Any institution engaged in research involving human subjects that is supported by a department o

agency to which the Federal Policy applies must establish an Institutional Review Board (IRB) to review an

approve the research.  The IRB protects the participants, the College, and the principal investigator.  S

Juan College’s Institutional Review Board reviews and approves all research on human subjects, providing 

the Department of Health and Human Services written Assurances of compliance with Federal Policy.  Sa

Juan College has received a Federal Wide Assurance and has an active IRB registered with the Departmen

of Health and Human Services.   Contact the Senior Director for Institutional Research and Planning to 

clarify your project status. 

How do you know if you are doing research? Research is a systematic 

develop generalized knowledge.  Any project involving human subjects, such as a thesis or dissertation, is 

research.  Other types of research that are subject to review include but are not limited to: interviews,

surveys, oral histories, experimental interventions or other types of data gathering. 
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How do you know if you are using people?  Human subjects are defined as: living individuals 

about whom an investigator obtains: 1) data through intervention/interaction with the individual or 2) 

identifiable private information. 

If you wish to conduct research using human subjects, you must receive Human Subject Assurance 

y 

 

protocols to the IRB in a timely manner if you are working with deadlines or a strict schedule. 

rom the Intranet or the following website: 

www.sanjuancollege.edu/pages/3198.asp

Training.  Applications and other forms are available on the Intranet. Proposals requiring full review by the 

board will require a minimum of 14 days for review, so be sure to submit them early.  Any students wishing 

to conduct research with human subjects must have their proposals reviewed and approved by their facult

sponsor prior to submission to the IRB.  Protocols without faculty approval will not be accepted or 

reviewed. 

Incomplete applications will increase the review and approval time.  Please turn in

Procedures and guidelines can be downloaded f

. Hard copies are available in the Office of Institutional Research 

and Plann n the Office of Institutional Research and Planning. 

2. Donations Accepta

ing (x. 3206).  All files are maintained i

nce Committee (DAC). 

The purpose of the Donations Acceptance Committee is to evaluate all donated tangible items. 

It is the policy of San Juan College that the SJC Donations Acceptance Committee shall accept no gifts of 

goods, materials, or property (real or otherwise), without complete signature approval. This approval 

process includes the signature of the appropriate Dean or Vice President. 

The Donations Acceptance Committee does not review donations that include cash, securities or 

other instruments of value; these are accepted by the San Juan College Foundation. 

The Donations Acceptance Committee meets on the first Tuesday of every month (or on an Ad 

Hoc basis, if necessary in special circumstances).  For acceptance of any gifts of goods, materials or property 

to be considered at the next meeting, completion of a form entitled “Request to Accept Donated Goods, 

Materials, or Property” must be submitted with complete signature approval by the appropriate Dean 
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or Vice d 

ce. 

 Th

 

 

 
 

 
 
 

 
 

 

 
 

 President no later than the Friday before the scheduled monthly meeting. Once this form is signe

by the Dean or Vice President, a picture of the item to be donated must be attached to the form and 

submitted to the Purchasing Offi

e DAC will then review the request, and then formulate a report/recommendation regarding 

acceptance or rejection. The Donation Acceptance Committee conducts a cost-benefits analysis regarding 

all prospective donations of tangible personal property prior to the acceptance of any donation.  See 

Operational Memorandum #15, APP-3.  The San Juan College Foundation will then provide formal 

acknowledgment to the donor, and notify the department Dean/Vice President of the official acceptance.
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ACCOUNTS PAYABLE 
Section 2: Implementing the Project 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

Accounts Payable – Routing of Paperwork 

Most of the following documents are submitted via Datatel.  Datatel will allow you to enter the 

mes of whom approval is required, and automatically send a notice to the individuals entered.  The 

urchasing Department will then receive the requisition via Datatel, authorize payment, and forward to 

ccounts Payable.  If not submitted via Datatel, all paperwork must be time stamped

 

na

P

A .  The machine is 

cated in the kitchen of the Business Office. The Accounts Payable deadline is 5:00 Tuesday.  Checks 

e run once a week.  Allow two weeks for processing. 

hase Orders (SPO), Partial Payment Vouchers (PPV): 

o Require Controller’s (Dianne Garcia) approval 

o “OK to Pay” 

o Contact (s): Accounts Payable/Purchasing/Accounting Technician 

• T&P contracts (Technical and Professional), Requests for Quotes: 

o Paperwork requires Controller’s (Dianne Garcia) signature 

o Submit to Purchasing Department 

o Contact (s): Accounts Payable/Purchasing Director/Accounting Technician 

• Travel Requests, Travel Reimbursements, Mileage Reimbursement Vouchers: 

o If using a Travel Card, enter requisition in Datatel 

o Enter names of those whom approval is required 

o If not using Card, obtain required signatures 

o Place paperwork in “Travel basket” located in the Business Office 

o Contact (s): Accounting Technician/Travel 

• Transfer of Funds: 

o Submit requisition via Datatel 

o Enter names of those whom approval is required 

• Food Requests: 

o Obtain required signatures 

o Place in “fiscal” slot near the time stamp machine located in the Business Office 

 
 

lo

ar

• Purchase Orders, Small Purc

o Submit requisition via Datatel 

 

Note:  Business Office processes numerous documents other than the ones mentioned above; these are the most common. 
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Most forms can be accessed from the Business Services, Forms Library at the following link: 
http://www.sanjuancollege.edu/pages/4462.asp 
 
The forms that are not available can be found on pages 55-63 of this handbook. 
 

 



 

 
Mail Center Service Request only available at the Mail Center.  
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56  Copy Services  
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Copy Service Request available at the Copy Center. 
 

 
 

 



 

Signage Workorder is available at the Copy Center. 
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60  Independent Contractor Checklist    
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62  Travel Requisition Instructions    
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64  SJCF    

The San Juan College Foundation (SJCF) was established in 1973 as a nonprofit, 501(c)(3), tax-exempt 
corporation to fill critical needs at San Juan College.  Its mission is to provide private sector resources 
for the advancement and support of the College. Many non-Federal and State grant proposals are 
submitted through the Foundation on behalf of San Juan College. 
 
For questions regarding SJCF contact the Director, Gayle Dean, at x3204. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

  



 

The forms below can be accessed on the Forms tab in the following link to the Office of Strategic 
Development: 
http://www.sanjuancollege.edu/pages/3000.asp 
 
 
Project Management Evaluation Process 
 
Internal Budget/Programmatic Change 

ime and Effort Documentation-Monthly Activity Report 

atch Documentation 

 
T
 
M
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66     Human Resources    

g list is accessible on the link to Human Resources, HR Forms: 
 
The followin
https://www.sanjuancollege.edu/pages/1245.asp 
  

 

 

Personnel Transaction Form 
hange of Name & Address Form 

Pr
PerforC

Payroll Change Form 

Policies
nti-Harassment Policy 
omputer Resource Acceptable Use Agreement 
rug Policy 
iscrimination Policy 
mployee Disputes 
qual Employment Opportunity Statement 

Pay Plans, Evaluation Information, Etc.
pervisor's Guide To Performance Evaluatio

upport Staff Pay Scale 06/07  
lerical Support Staff Salary Scale 06/07 
aintenance & Technical Support Salary Scale 

6/07 
tudent/Professional Pay Rates 06/07 
pecial Services for Disabled on Campus 06/07 

Faculty
aculty Pay Plan 
erformance Evaluation 
aculty Rating Scale 

Professional / Instructional
erformance Evaluation 

 

 

ofessional
mance Evaluation 

Charter of Accountability 

Support Staff  
Performance Evaluation 
Job Description Form 
Job Description Form Directions 

Hiring  
Hiring Process Check Sheet 
Personnel Requisition 
Reference Checks 
Ranking Sheet 

New Hire Paperwork  
Orientation Checklist (mentor) 
Orientation Checklist (supervisor) 
Paycheck Options Form (Direct Deposit) 
W-4 
ERA 
I-9 
Emergency Information 

Timesheets / Leave  
Web Time Entry Tutorial for Supervisors 
Monthly Timesheet 
Hourly Timesheet 
2007 Hourly Timesheet Schedule 
Holiday Schedule 07-08 

 

  
A
C
D
D
E
E

  
ns Su

S
C
M
0
S
S

  
F
P
F

  
P
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PERATIONAL MEMORANDUM # 10 

 

O

 
San Juan College 

O:   ALL SAN JUAN COLLEGE STAFF AND FULL-TIME AND ADJUNCT FACULTY 

ROM:  DR. CAROL J. SPENCER, PRESIDENT 

BJECT: LIFE-CYCLE FUNDING FOR COMPUTERS 

ATE:  OCTOBER 24, 2003 

T

F

SU

D
 

Computers will be maintain
computer base, as determin

ed on a four year life-cycle.  Every year in July, 25% of the installed 

1. In January, the Office of Technology Services (OTS) will produce a report detailing the 
current installed base of desktop and laptop computers.  This report will form the basis for 
the next fiscal years funding for replacement computers. 

 
2. In July, OTS will produce a report detailing the current installed base of desktop and laptop 

computers for the previous fiscal year.  This report will be used for audit purposes. 
 
3. Computers to be replaced will be determined by OTS based on the four year life-cycle. 
 
4. Once a computer has been replaced, the old computer will return to the general inventory of 

the institution and will either be re-deployed by OTS based on the life-cycle replacement 
plan or turned over for surplus. 

 
5. Computers purchased with grants funds will not be included in the replacement cycle until 

they have first been replaced through use of departmental funds. 
 
6. Computer Labs will generally be replaced on a two to three year cycle, in order to make the 

latest equipment available for student use.  Equipment taken from Computer Labs will then 
be placed with faculty and staff in order to continue using the equipment for the entire four 
years of the life-cycle. 

 
7. Existing computers (old computers) cannot be placed into operation where no computer 

existed before.  All new computer needs must be filled by purchasing a new computer out of 
departmental or other operating funds.  It is assumed that if it is a function important enough 
to need a computer then it is important enough to purchase out of departmental funds. 

 
8. SJC employees will only be allowed one computer for replacement purposes.  If an 

employee needs more than one computer due to extraordinary circumstances, then the extra 
computer(s) must be replaced through the regular departmental budgetary process and will 
not be included in the institutional replacement budget. 

ed in January of that same year will be replaced. 
 



 

OPERATIONAL MEMORANDUM #14 

 
an Juan College 

TO:  ALL SAN JUAN COLLEGE STAFF AND FULL-TIME AND ADJUNCT FACULTY 

: 

T

S

FROM  DR. CAROL J. SPENCER, PRESIDENT 

SUBJEC : FUNDRAISING PROTOCOL 

DATE:  MARCH 15, 2004 

 

 
If you are planning an activity that is not a club, foundation, or grant sanctioned activity, you cannot use 
the San Juan College name to solicit or market that activity.  You must conform to the process as 

onsideration 

Pro

follows: 
 
C
 

tocol for Fundraising: 
 
Two basic situations for fundraising exist that are sanctioned by San Juan College - those that 

rohibited.  Ideas for fund-raising can be presented to representatives of the Grants office or 
ve 

n idea for raising funds, there are two basic processes for approval to follow: 

A.
 

his includes specific donations for Student Clubs, under the guidance of the Director of Student 
, 

 

 
Process for Approval: 

udent 
Activities Office for approval, at least three weeks prior to the activity.  Be specific about 

oney 

 
on approval.  The Director of 

Student Activities and the Executive Leadership Team reserve the right to not approve any 

support student club activities and those that support program or departmental funding needs.  If a 
group is not officially registered with Student Activities as a Club, fund-raising is strictly 
p
Foundation but must be pursued through those offices only and not independently. When you ha
a

 
 Student Activities Donations:  Door-to-door or Club 

T
Activities, not the San Juan College Foundation Office. Activities include Club Raffles, door prizes
bake sales, etc. 

Student Clubs are allowed one major fundraiser during the fall and spring semester (two per year, 
summer could be one of the two).  Bake sales and fry bread sales are not included as one of these 
major fundraisers. 

 
1. Go to Student Activities Office: Submit the SJC Activity Proposal Form 
 
2. Complete all information, have your Club advisor approve the activity, and return to St

the purpose of the proposed activity. What is the specific intended purpose for the m
raised? 

3. A copy of the approved form will be available to you up

APP-2 



 

4. activity or event that is not in line with the college mission or national, state, or local laws.  
ons for Fund Raising Activities, SJC Student Clubs 

& Organizations Handbook, pg. 10.) 

ompletion of the activity, return a copy with the results of the activity and an attached 
itemized list of donations to the Student Activities Office. 

onsibility of the Advisor, on SJC letterhead 
f the activity.  The club advisor should send 

eks of the completion of your activity. 

tivity, donations are not tax-deductible. 

. Corporate Donations/Program or Department/Committee Funding Needs 

er 
e funding sources must follow the approval process prior to acceptance. 

proval: 

student, or volunteer of SJC is to approach a corporation, business, industry, 
n or 

fice is the place to 
nded, either public or private, go to the Grants 
h the proper and best strategy for obtaining 

 

tely notify the Foundation or Grants office. They will assist with the approval and 

 

, and thank them for their interest in our institution. 

 

 
 
 

 

(See Approval of Activities and Regulati

 
5. Upon c

 
6. Acknowledgement of any donations is the resp

(not the Foundation Office) after completion o
an acknowledgement within two we

 
Since this is a club sponsored ac

 
B
 

Any larger donation needs such as those for programs or departments are subject to approval, prior 
to acceptance of the funding.  All corporate or tax-deductible donations, grant proposals, or oth
outsid

 
rocess for ApP

 
. No employee, 1

or civic group representing SJC or its programs without approval of the SJC Foundatio
Grants Development Office.  The only official solicitors for the college are the Foundation 
and Grants Officers. 

 
2. If you have a need or idea, bring the need or idea to the attention of the SJC Foundation 

Office or Grants Development Office.  If the funding idea is for a corporate donation or 
private agency, and a tax-deduction is expected, the SJC Foundation Of
begin.  If the proposed idea would be grant fu
Development Office. They will assist you wit
funds or donations. 

3. If you are approached by an external source who would like to donate, be gracious and 
immedia
notification for the donation. 

4. Explain to the potential donor the protocol and approval process, gather all the contact 
information

 
 
 
 

 

 
 

  



 

OPERATIONAL MEMORANDUM # 15 

 
San Juan College 

TO:  ALL SAN JUAN COLLEGE STAFF AND FULL-TIME AND ADJUNCT FACULTY 

SUBJE

A

FROM:  DR. CAROL J. SPENCER, PRESIDENT 

CT: DONATION POLICY & PROCEDURES 

D TE:  JUNE 23, 2004 
 

I.   
ental 

entity by a non-governmental entity”. 

 
ess includes the signature of the appropriate Dean, or Vice President, if 

 

ector 

I. Procedures: 

Prior to acceptance of any gifts of goods, materials or property, the following steps shall be 
followed: 

 

A. Completion of form entitled “Request for Acceptance of Donated Goods, Materials or 
Property” (see Sample attached).  The appropriate Dean or Vice President must sign line 14 
to show their approval.  These forms are only available from the Chairman of the Donations 
Committee. 

B. The Dean or Vice President submits “Request for Acceptance of Donated Goods, Materials 
or Property” form to: Donations Committee Chair. 

   INTRODUCTION: 
“Donations” are defined as “voluntary and permanent contribution of resources to a governm

 

II.    POLICY: 
It is the policy of San Juan College (SJC) that the SJC Donations Acceptance Committee (DAC) 
shall accept no gifts of goods, materials, or property (real or otherwise), without complete signature
pproval.  This approval proca

there is no Dean for the department or program. 

 

The DAC, which will meet on the first Tuesday of every month (or on an Ad Hoc basis, if necessary
in special circumstances), shall be comprised of the following College personnel or their designees: 

 

o Donations Committee Chair – elected by DAC 
o Executive Director of Foundation 
o Assistant Vice President for Business Affairs 
o Physical Plant Dir
o Director of Safety Health Services 
o Appropriate Dean/Vice President dependent on monthly donations 

 

II

 APP-3 



 

C. The DAC shall consider the following: 
 College exists (i.e., is the item(s) fit for its 

intended purpose). 
What, if any, special or recurring costs are necessary to make the gift(s) operational 
(e.g., does it entail significant utility or future disposal costs, set up costs, or staffing 
implications).  In other words, perform a “cost-benefit analysis”, if appropriate. 

e of the request, as determined by the donor? 
e donation? 
ts for the item’s useful life? 

nds within the requesting department available to sustain the gift’s 

8. Does the gift require a transfer of title or proof of ownership? 
9. Is the gift a permanent donation, and not a “loan” or “lease”? 
10. What stakeholders other than the recipient(s) be impacted, and in what manner (e.g., 

nt – utilities/servicing, O.T. S., etc.)? 

ay request additional information. 
. The San Juan College Foundation will provide formal acknowledgement to the donor, and 

notify the department Dean/VP of the official acceptance. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

1. Whether a bona fide benefit to the

2. 

3. The requesting department will incur any associated costs. 
4. What is the fair market value at the tim
5. What is the useful life expectancy of th
6. Will there be sufficient replacement par
7. Are future fu

operation? 

Physical Pla
 

D. The DAC will generate a report/recommendation regarding acceptance or rejection.  If 
deemed necessary, the DAC m

E

 

 
 
 

 
 

  



 

 

OPERATIONAL MEMORANDUM # 17 

 

 
 
TO: 
 
FROM: 
 
SUBJE
 
DATE:
 

San Juan College 

 ALL EMPLOYEES 

DR. CAROL J. SPENCER, PRESIDENT 

CT: INSTITUTIONAL REVIEW BOARD 

  MARCH 24, 2009 

Ins (IRB) to review and 
h 

can h and Human Services or other 
gency a written Assurance that it will comply with the requirements of the Federal Policy.  San Juan 
ollege has received a Federal Wide Assurance and has an active IRB registered with the Department of 
ealth and Human Services. 

n IRB is responsible to protect the rights and welfare of human research subjects recruited to 
articipate in research activities conducted under the auspices of the college.  The actions of the IRB 
ay also protect the college and the principal investigator.  All IRB members receive Human Subject 
ssurance Training.  The IRB has the authority to approve, require modifications in, or disapprove 
search activities that fall within both federal and local regulations and policy. 

an Juan College has written procedures and guidelines for persons that perform research which are 
vailable for download from the SJC Intranet site at: 

ttp://www.sjcweb.com/pages/582.asp

titutions engaged in research must establish an Institutional Review Board 
approve research involving human subjects performed at its facility.  Before any human subject researc

 be conducted, the institution must provide the Department of Healt
a
C
H
 
A
p
m
A
re
 
S
a
 
h  

r from the Office of Institutional Research and Planning, x3206.  All applications and files will be 
aintained in the Office of Institutional Research and Planning as a requirement of our assurance. 

 
 

 
o
m
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OPERATIONAL MEMORANDUM #18 

 
an Juan College 

O:   ALL SAN JUAN COLLEGE STAFF AND FULL-TIME FACULTY 

RESIDENT 

T: CENTRAL REPOSITORY FOR GRANTS 
NDED PROJECT DIRECTORS TRAINING 

S

T

FROM:  DR. CAROL J. SPENCER, P

SUBJEC OFFICE OF GRANTS DEVELOPMENT 
FILES AND MANDATORY GRANT FU

DATE:  JULY 19, 2005 

 

The Office of Grants Development provides campus-wide leadership to all faculty and staff who wish to 
pursue grant funding, evaluates grant ideas and funding opportunities, assesses the likelihood of success, 

r contractual negotiations of formal College grants/contracts.  All 
contracts with the funding agency will be made through, or with the prior knowledge and 

e, 
, 

r changes in 
personnel/activities/funding, personnel charged to the grant and award letters.  Grant project 

nt 

ll help grant project directors solve problems, interpret funding 
guidelines, offer advice on interacting with the funding agency’s program officer, assist in 

4. The Office of Grants Development will coordinate grant close out. 

5. Every program/project director will be required to attend a grants management workshop prior 
to grant implementation.  This training will include grants fiscal management, completion of 
required reporting, requests for extensions, expectations and outcomes for grants managers, and 
the grants proposal process.  Training will begin Fall 2005 and be conducted twice a year.  All 
staff involved in grants management will be required to attend this training. 

ny questions regarding the items of the memo or grants training should be directed to Laurie Gruel, 
irector of Grants Development. 

 

coordinates proposal development, ensures Executive Staff approval and serves as the clearinghouse for 
all College grant opportunities.  The Director of Grants Development is the primary liaison for external 
funders and an information resource for project and proposal development. 
 

1. When a proposal is funded, the Office will serve as the intermediary with the granting agency 
for all budgetary and/o

assistance of the Office of Grants Development. 
 
2. The official grants file will be stored in the Office of Grants Development.  The file will includ

but is not limited to, copies of all program reports, renewal and/or no-cost extension requests
correspondence with grant agency program officers,  notification of majo

directors are responsible to provide copies of all materials to the Office of Grants Developme
at the time of submission or correspondence. 

 
3. As time permits, Grants staff wi

proposing an external evaluator and provide feedback on reports. 
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OPERATIONAL MEMORANDUM #19 

 
San Juan College 
 

 

SUBJECT: 
 AND PROCEDURES. 

ATE:  MAY 3, 2006 
 

TO: ALL SAN JUAN COLLEGE STAFF AND FACULTY 
 
FROM: DR. CAROL. J. SPENCER, PRESIDENT 
 

PURCHASING PROCEDURES – REPLACEMENT POLICY #803 A.5 IN THE 
FISCAL POLICY

 
D

Effective immediately and in accordance with New Mexico Procurement Code Regulations, the 
following limits will be used to determine purchasing approvals: 
 
Purchases of Nonprofessional Services, Construction or Items of Tangible Property 

price. 

B. Single Purchase - $5,000.00 to $19,999.99 

 
A. Single Purchase - $4,999.99 or less 

 
1. Purchase of $4,999.99 or less may be made without formal bids at best obtainable 

 

 
1. Single purchase of more than $5,000.00 from the same vendor, which does not exceed 

$19,999.99, requires three phone or written quotes.  Each quote must be detaile
Bid Comparison form (obtained through the Purchasing Office) and be attached to the
Purchase Order (PO).  Date each phone or written quote obtained and be sure each quote
conforms to all bid requirements and s

d on a 
 

 
pecifications.  If written, quote must be signed by 

the vendor’s representative.  Make comments/notations on the form, and not on the PO. 

1. A single purchase from the same vendor which exceeds $19,999.99 requires sealed bids, 
 must be bid, please attach a 

list of vendors to receive notification/invitations to bid and departmental specifications 

2. Delivery of Sealed Bids is the responsibility of the Purchasing Office in 

ces will a College representative or employee accept the 
responsibility of delivering a sealed bid or quotation to the Purchasing Office, 

 
C. Single Purchase Exceeding $19,999.99 
 

unless available at GSA, SPD, or CES pricing terms.  If item

to the PO and forward to the Purchasing Office. 
 

1. Notice and Bid Invitations are the responsibility of the Purchasing Office in 
accordance with New Mexico Procurement Code Regulations. 

 

accordance with New Mexico Procurement Code Regulations.  Under no 
circumstan

APP-6 



 

3. nor will a representative or employee even discuss with the bidder anything 

4. Rejection of Bids or Quotes is the responsibility of the Purchasing Office in 
accordance with New Mexico Procurement Code Regulations.  The Purchasing 
Office may reject any or all bids with a written statement provided to each bidder 

ion with the requesting 
department will generally occur.  If bids are unacceptable, the Purchasing Office 

 the open market, if they can be purchased at 
better or equivalent prices. 

ed, make all comments/notations on a “Sole 
Source” or on a “Bid Comparison” form. 

6. Wage Rate Determinations are the responsibility of the Purchasing Office in 
accordance with NMSA 1978, Chapter 13 (Procurement Code).  In equipment or 
service procurement which requires installation and the total cost exceeds 

fice 

relating to getting a bid. 
 

and maintained in the College records.  Consultat

may purchase the required items on

 
5. Notations – When quotes are obtain

 

$50,000, Davis-Bacon wage rates may be requested by the Purchasing Of
from the vendor or NM Department of Labor. 

 
Purchases of Professional Services 
 
A. Technical and Professional Serv
 

ices Agreement -- $30,000 or less. 

reater than $30,000 

s are the responsibility of the Purchasing Office in 
exico Procurement Code Regulations. 

r quotation to the Purchasing Office, 

 
 in 
asing 
 bidder 

e 

1. Purchases of Technical and Professional Services of $30,000 or less may be made at the 
est obtainable prices. b

 
. TB

 
echnical and Professional Services Agreement – g

1. A single purchase of Technical and Professional Services from the same vendor which 
exceeds $30,000 requires sealed bids, unless available at GSA, SPD, or CES pricing 
terms.  If item must be bid, please attach a list of vendors to receive 
notification/invitations to bid and departmental specifications to the PO and forward to 
the Purchasing Office. 

 
a. Notice and Bid Invitation

accordance with New M
 
b. Delivery of Sealed Bids is the responsibility of the Purchasing Office in 

accordance with New Mexico Procurement Code Regulations.  Under no 
circumstances will a College representative or employee accept the 
responsibility of delivering a sealed bid o
nor will a representative or employee even discuss with the bidder anything 
relating to getting a bid. 

c. Rejection of Bids or Quotes is the responsibility of the Purchasing Office
accordance with New Mexico Procurement Code Regulations.  The Purch
Office may reject any or all bids with a written statement provided to each
and maintained in the College records.  Consultation with the requesting 
department will generally occur.  If bids are unacceptable, the Purchasing Offic

  



 

d. may purchase the required items on the open market, if they can be purchase
better or equivalent price

d at 
s. 

ole 

 
 in 

 rates may be requested by the Purchasing Office 
from the vendor or NM Department of Labor. 

 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 
e. Notations – When quotes are obtained, make all comments/notations on a “S

Source” or on a “Bid Comparison” form, not on the PO. 

f. Wage Rate Determinations are the responsibility of the Purchasing Office
accordance with NMSA 1978, Chapter 13 (Procurement Code).  In equipment or 
service procurement which requires installation and the total cost exceeds 
$50,000, Davis-Bacon wage

 

 
 
 
 
 
 

 
 
 

 
 

 



 

 

PERATIONAL MEMORANDUM #20 O

 
an Juan College 

TO:  
 

FROM: 

UBJECT: P-CARD USE IN GRANT FUNDED PROJECTS 

ATE: SEPTEMBER 19, 2006 

S

ALL SAN JUAN COLLEGE STAFF AND FULL-TIME AND ADJUNCT F
FACULTY 

DR. CAROL J. SPENCER, PRESIDENT 

S

D
 

U
w

se of the P-Card in grant funded projects and programs are prohibited unless approval is received in 
riting by the assigned Restricted Funds Accountant and the project director’s immediate supervisor 
rior to product purchase. 
ny questions regarding the items of the memo should be directed to the Vice President for Business 
ervices. 

 

p
A
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OPERATIONAL MEMORANDUM # 21 

 
San Juan College 

TO: L SAN JUAN COLLEGE STAFF AND FULL-TIME AND
 ADJUNCTFACULTY 
 AL

 DR

US RABILIA 

 OC

FROM: . CAROL J. SPENCER, PRESIDENT 

SUBJECT: E OF FEDERAL FUNDS TO PURCHASE MEMO

DATE: TOBER 2, 2006 
 

Use of federal funds to purchase material and supply items bearing program or project names (pens, 
pencils, shirts, hats, tote bags, etc.) is strictly prohibited.  OMB Circular A-21, Section J31a, states 
unallowable costs include promotional items and memorabilia, including but not limited to models, 

 the institution are unallowable (unless allowed under subsection J.1 as allowable public 
lations costs or under Subsection J.38 as allowable proposal costs.). 

ny questions regarding the items of the memo should be directed to the Vice President for Business 
ervices. 

gifts, and souvenirs.  Further, Section J46 states the costs of selling and marketing any products or 
services of
re
 
A
S
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  Updated 
  November 2004 
 
   

 
SAN JUAN COLLEGE BUSINESS SERVICES PROCEDURES 

 
TOPIC:   TRAVEL EXPENSE REIMBURSEMENTS                                      Related to Board Policy:      807 
 
 
General 
 
The following procedures apply to all personnel who receive travel reimbursements from, or through, San Juan
College, regardless of the source of funds.  The President or designated individuals in accordance with Board Policy
807, Section I and II, and New Mexico Statute 10-8, NMSA 1978 must approve all travel on official College 
business in advance. 
 
PERSONNEL NOT FOLLOWING PROCEDURES FOR ADVANCE APPROVAL OF TRAVEL WILL BE
HELD RESPONSIBLE FOR ANY EXPENSES INCURRED. 
 
Travel Approval and Reimbursement 
 
Prepare, and have approved, a "Travel Request/Reimbursement" and "Request for Group Travel", if a group of 
students is traveling.  Attach a copy of the seminar or conference announcement detailing the agenda and any meals
provided.  Do not use abbreviations when referring to professional associations. 
 
Preparing the Travel Estimate on Travel Request/Reimbursement Form (in Excel) 
 
A. The Travel Request form must be submitted to the Business Office: 
 

1. 30 days prior to out-of-state travel. 
2. 30 days prior to in-state travel where college pre-payments are required. 
3. 10 days prior to in-state travel when no college pre-payments are required. 
4. 3 days prior to in-county travel.  

-  Only a mileage voucher needs to be completed as only mileage is reimbursed for in-county 
travel. 

B. Traveler information to be filled in by traveler: 
 

1. Name of person requesting travel. 
2. Department name and account number to be charged for travel. 
3. Destination of the trip. 

 4. Purpose of the trip. 
 5. Departure date and estimated departure time.
 
C. Expenses Reimbursed to Traveler: Fill in all items in the “Estimated” amount column. 
 
 1.   Use the Standard Reimbursement Rates Chart to calculate amounts. 

 
D. Expenses to be paid to Vendor:  Fill in “Estimated” column for expenses College will pay directly to the 

vendor for lodging and/or conference registration.  Include: 
 1. Name of vendor. 
 2. Complete mailing address of vendor.  
 3. Estimated amount to be paid. 
 4. Confirmation number. 
 5. Copy of Supporting Documentation 
              6. Additional information may be included in “Notes:” 

807A. 1 
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Federal Grants Management Terms 
 
A 
 
A-21 
Cost Principles for Educational Institutions. OMB Circular A-21 establishes principles for determining costs 
applicable to Federal grants, contracts, and other sponsored agreements with educational institutions i.e., 
unallowable costs are not to be charged to federal grants, such as alcohol, alumni activities, bad debts, charitable 
donations, lobbying, etc. 
http://www.whitehouse.gov/omb/circulars 
 
A-110 
OMB Circular A-110 sets forth standards for obtaining consistency and uniformity among Federal agencies in the 
administration of grants to and agreements with institutions of higher education, hospitals, and other non-profit 
organizations. Areas include debarment and suspension, cost sharing or matching, allowable costs, equipment, 
codes of conduct, financial reporting, etc. http://www.whitehouse.gov/omb/circulars 
 
 
A-133 
Administrative Principals that mandate how non-profit institutions administer federal grants and contracts. OMB 
Circular A-133 sets forth standards for obtaining consistency and uniformity among Federal agencies for the audit 
of states, local governments, and non-profit organizations expending Federal awards. 
http://www.whitehouse.gov/omb/circulars 
 
Acceptance 
Before an offer can become a binding promise and result in a contract, it must be accepted. Acceptance can be 
made in oral or written form or by commencing performance on the contract. The acceptance must be identical 
with the offer and unconditional. This means that the acceptance must be positive and unambiguous and cannot 
change, add to or qualify the terms of the offer. Any alterations or conditions imposed on an offer create a counter-
offer, which is basically a rejection of the original offer. 
 
Account Code 
The series of digits a cost is assigned to. 
 
Accountant 
The San Juan College staff who records cost and revenue activity. 
 
Accounting Structure 
The system San Juan College uses to assign an account code. 
 
Accrued Expenditures 
Charges incurred by the recipient during a given period requiring the provision of funds for: 

• Goods and other tangible property received; 
• Services performed by employees, contractors, subrecipients, and other payees; and 
• Other amounts becoming owed under programs for which no current services or performance is required. 

 
Activity 
Transactions which actually occurred. 
 
Acquisition Cost of Equipment 
The net invoice price of the equipment, including the cost of modifications, attachments, accessories, or auxiliary 
apparatus necessary to make the property usable for the purpose for which it was acquired. Other charges, such 
as the cost of installation, transportation, taxes, duty or protective in-transit insurance, shall be included or 
excluded from the unit acquisition cost in accordance with the recipient’s regular accounting practices. 
 



 

Advance 
A payment made by Treasury check or other appropriate payment mechanism to a recipient upon its request either 

 are made by the recipient or through the use of predetermined payment schedules. 

st allocation) 
he process of assigning a cost, or a group of cost, to one or more cost objective, in reasonable and realistic 

ion to the benefit provided or other equitable relationship. A cost is allocable to a sponsored agreement if 

e 

 the overall operation of the institution and is deemed to be assignable in part to 

ble Costs 

cepted accounting principles 
appropriate to the circumstances; and 

• They must conform to any limitations or exclusions set forth in the cost principles or in the sponsored 
ems. 

e, which provides services instead of money: other 
ms of loans, loan guarantees, interest subsidies, or insurance; direct payments of any kind to 

ministered under procurement laws and 

 
has been funded, for how long and in what 

before outlays
 
Allocation (AKA Co
T
proport

• It is incurred solely to advance the work under the sponsored agreement; 
• It benefits both the sponsored agreement and other work of the institution, in proportions that can b

approximated through use of reasonable  methods, or 
• It is necessary to

sponsored projects. 
 
Allowa
Costs that meet the following tests: 

• They must be reasonable; 
• They must be allocable to sponsored agreements; 
• They must be given consistent treatment through application of generally ac

 
agreement as to types or amounts of cost it

 
Amendment 
See Modification 
 
Assurances 
See Certifications. 
 
Award (AKA Grant Award or Sponsored Agreement) 
Financial assistance that provides support or stimulation to accomplish a public purpose. Awards include grants 
and other agreements in the form of money or property in lieu of money, by the Federal Government to an eligible 
ecipient. The term does not include: technical assistancr

assistance in the for
individuals; and, contracts which are required to be entered into and ad
regulations. 
 
Award Letter
Written notification from the funding agency indicating that a project 
amount. 
 
B 
 
Balance 
The difference between two specific types of accounts. 

n estimate of project costs, based on anticipated amount of award to be received from the Sponsor. After a grant 
is awarded it is a spending guideline based on the Sponsor’s approval. 

tain kinds of expenditures, e.g., salaries, operations, travel, equipment. 

 
Budget 
A
or contract 
 

udget Category B
A portion of the budget designated for cer
 
 
 

 



 

C 
 

arryover (AKA Carryforward) C
Moving unobligated balances to subsequent funding periods. 

r the full 

ments are incrementally sent to the college based on a schedule set by the Sponsor or by 
ollege Business Office. Accounts are set up for the full amount of the first 
ayments via deposits. 

n invoices sent to the Sponsor which are 

ment 
rty that is not permanently attached to buildings or grounds and that has an acquisition cost of 
cluding sales and/or use tax, freight, and installation) and a life expectancy of one year or more. 

typed activities. 

 

inated in accordance with the institution's conflict of interest policy and/or disclosed to the agency (as 
y the agency). 

d 
 

e in the performance of a federal award, are not in violation of federal or state 
statutes, are not presently indicted for criminal or civil charges and have not within a three-year period 
preceding the application had one or more federal, state or local transactions terminated for cause or 
default. 

inquent Federal Debt - A certification provided to the federal awarding agency that the applicant 

he federal agency that the institution does and will 
ntinue to provide a drug-free workplace as required by the Drug-Free Workplace Act of 1988. 

Science - A certification that the institution has established administrative policies dealing 
ing possible misconduct in science, and that it will comply with the policies and 

 
Cash Contributions 
The ci nt by third parties.  re pient’s cash outlay, including the outlay of money contributed to the recipie
 
Cash Flows 
Government grants, letters of credit, or automatic clearing house (ACH) payments - Accounts are set up fo
amounts, per the Notice of Grant Agreement (NOGA). The account reflects payments via monthly or quarterly 

raw downs via journal entries. d
Private Sponsors - Pay
quarterly invoicing of the San Juan C
year  bu p’s dget. The account reflects 
Billed Accounts, an account that the Grant receives the funds based o
based on expenses recorded in a cash flow statement (CFS). 
 

s -on-hand Ca h
Money safe guarded in the college investment account. 
 
Capital Equip
An article of prope

5,000 or more (in$
 
Category 
A group of similarly 
 
Certifications 

• Conflict of Interest (Disclosure of Financial Interest) - NSF and Public Health Services (PHS) a certification
requires an institutional representative to certify that the institution has implemented and is enforcing a 
written policy on conflicts of interest consistent with federal regulations, all financial disclosures required 
by the conflict of interest policy were made; and that conflicts of interests, if any, were, or prior to the 
institution's expenditure of any funds under the award, will be satisfactorily managed, reduced or 
elim
required b

• Debarment and Suspension - A certification assuring the federal agency that the research personnel an
the institution are not presently declared ineligible for receiving federal support, have not been convicted
of fraud or a criminal offens

• Del
organization is not delinquent on the repayment of any federal debt. 

• Drug-Free Workplace - A certification assuring t
co

• Lobbying - A certification assuring the federal agency that no federal appropriated funds or any other non-
federal funds have been paid or will be paid for influencing any federal official or employee in connection 
with the awarding of any contract, grant or agreement. 

• Misconduct in 
with and report
requirements as published in the federal agency's regulations. 

 
 
 
 

  



 

CFDA 
atalog of Federal Domestic Assistance contains information about Federal grant and loan programs available 

ican people in furthering their social and economic progress.  Each 
which is required for auditing purposes. 

 

on 

 an educational institution, the cognizant agency 
fault to HHS. Notwithstanding the method for cognizance determination described above, other 

y also be based in part on the types of 
ll be decided based on mutual agreement between HHS 

 rates shall be accepted by all Federal agencies.  Only under special circumstances, 
egulation, may an agency use a rate different from the negotiated rate for a class of 

t a college. The cognizant audit agency for San Juan College is the Department of Health and Human Services 

ollege President 
ent approves all outgoing proposals.  Presidents are also responsible for approving whether the 

 the 
proper 

“significant” when aggregated fro the Investigator, the Investigator’s spouse and dependent 
sures 

y single company. 

funds to the other members of the consortium. 

 perform the research. (A consultant may 
e a paid or unpaid contributor.) 

ontinuation Proposal/Renewal Proposal 
dditional funding increments for projects beyond the original grant period. See specific sponsor guidelines for 

quirements. 

C
from Federal agencies to assist the Amer
Federal grant, including pass through grants, have a CFDA number 
 
Closed Month 
Transactions transferred from the month-to-date activity column to the year-to-date. 
 
Closeout 
The process by which a Federal awarding agency determines that all applicable administrative actions and all 
required work of the award have been completed by the recipient and Federal awarding agency. 
 
Cognizant Audit Agency 
The Federal agency responsible for negotiating and approving F&A rates for an educational institution on behalf of
all Federal agencies. Cost negotiation cognizance is assigned to HHS or the DOD Office of Naval Research, 
normally depending on which of the two agencies (HHS or DOD) provides more funds to the educational instituti
for the most recent three years. Information on funding shall be derived from relevant data gathered by NSF. In 
ases where neither HHS nor DOD provides Federal funding toc

assignment shall de
arrangements for cognizance of a particular educational institution ma
research performed at the educational institution and sha
and DOD. The negotiated
when required by law or r
sponsored agreements or a single sponsored agreement. 
The office or staff that is designated to perform audits on behalf of the federal government for sponsored projects 
a
(HHS). 
 
C
The College Presid
grant funding should be accepted prior to submittal to the District Governing Board for action. 
 
Conflict of Interest (Disclosure of Financial Interest) Certification 
A conflict of interest is a situation in which persons affiliated with a project funded by federal sources may have
opportunity to influence the project’s business decisions in ways that could lead to personal gain or give im
advantage to themselves, their spouses, or dependent children. Such conflicts could affect the design, conduct or 
reporting of project results. 
A financial interest is anything of monetary value received from non-San Juan College sources which would 
reasonably appear to be affected by the project, including, but not limited to, salary or other payments for services 
(e.g., consulting fees or honoraria); equity property rights (e.g., patents, copyrights and royalties from such rights). 
Salary, royalties or other payments are “significant” when the aggregated amount for the Investigator, the 
Investigator’s spouse and dependent children over the next 12 months are expected top exceed $10,000. An 
equity interest is 
children exceeds $10,000 in value as determined through reference to public prices or other reasonable mea
of fair market value, or (2) represents more than a 5% ownership interest in an
See Certifications. 
 
Consortium 
A consortium is two or more institutions working on the same research project, either funded directly by the 
supporting agency or one rime institution subcontracting out the 
 
Consultant 
An individual whose expertise is required by the Principal Investigator to
b
 
C
A
submission re

 



 

Contract 

red a 
ontract, it normally must contain all of the following elements: 

with a specific statement of 
work to be performed. 

• A specific set of deliverables and/or reports to the sponsor is required. 

s of the project accrue first to the Sponsor, then to the college, then to the nation. 

tial 

stigator sharing equal responsibility for the direction of a research program. (PHS/NIH (National Institutes 
nize the concept of co-principal investigator.) 

d agreement, or a 

 

, 

of specific project 
or program objectives. 

 Are directly identifiable with the sponsored project as outlined in the proposal budget 

 Costs funded by other sponsored project. 

ic appointments. 
 

imbursement of expenditure. 

A procurement contract under an award or subaward, and a procurement subcontract under a recipient’s or 
subrecipients’ contract. 
A contract is an agreement to acquire services that primarily benefit the Sponsor. For an award to be conside
c
 

• Detailed financial and legal requirements must be included 

• Separate accounting procedures are required. 
• Legally binding contract clauses must be included. 

• Benefit
 
Contract Award 
A contract award (as opposed to a grant award) shall be used when the principal purpose is acquisition of property 
or services for the direct benefit or use of the Federal Government. 
 
Contributed Effort 
Effort expended on a sponsored project that the Sponsor does not compensate for; a form of cost sharing. 
 
Cooperative Agreement 
An agreement whereby the Sponsor has control and oversight of the work that is contracted. There is substan
involvement between the agency and the recipient. 
 
Co-Principal Investigator (Co-PI) 

ne inveO
of Health) does not recog
 
Cost Objective 

 cost objective is a major function of the institution, a particular service or project, a sponsoreA
F&A cost activity. 
 
Cost Principles 
Rules for ensuring that costs charged to a sponsored agreement received by the recipient are allowable, allocable,
and reasonable. 
 
Cost Share 
The portion of project or program costs not borne by the Sponsor. Cost Sharing should not be confused with other 
applications of internal college resources in support of non-project or program specific activities. Acceptable cost 
sharing contributions must meet the following criteria: 

 Are not paid by the Federal Government directly or indirectly under any other award
except where authorized by Federal statute to be used for cost sharing or matching. 

 Are not included as contributions for any other project or program. 
 Are necessary and reasonable for proper and efficient accomplishment 

and/or budget justification, and thus incorporated in the award notice. 
 Are verifiable by college records. 

he following are unallowable forms of cost sharing and may never be used as cost sharing: T

 Costs pledged as cost sharing on another funded project. 
 Unfunded salary, such as unfunded summer months for faculty with nine month 

academ
 Costs included in the Facilities and Administrative rate.

 
Credit 
A deposit of revenue or a re

                   



 

Current Month 
Activity posted in the month-to-date activity column. 
 

D 
 
DAISY 
DAtatel Informa em used by San Juan College. 
 
Date of Co
The date on ard document, or any supplement or 
amendment thereto, on which Federal sponsorship ends. 
 

ebarment and Suspension Certification 

curred for the same purpose in like circumstances must be treated consistently as either direct 
of cost as a direct cost of sponsored agreements, all 

 same purpose in like circumstances shall be treated as direct costs of all activities of the 

irect Grant Program 

the applicable 
 
Discretion
One that pe
 
Donated Propert
Property pr esearch activities 

Drug-Fre
See Certificat
 
 

tion SYstem is the computer syst

mpletion 
 which all work under an award is completed or the date on the aw

D
See Certifications. 
 
Debit 
An expenditure or disbursement of revenue. 
 
Delinquent Federal Debt Certification 
See Certifications. 
 
Department 
The name of the cost pool. 
 
Detail 
Specific itemized activity. 
 
Direct Costs 
Costs that can be identified specifically with a particular sponsored project, an instructional activity, or any other 
institutional activity, or that can be directly assigned to such activities relatively easily with a high degree of 
accuracy. Costs in
or F&A costs. Where an institution treats a particular type 
costs incurred for the
institution. 
 
D
Either a discretionary grant or a formula grant program. 
 
Disallowed Costs 
Those charges to an award that the Federal awarding agency determines to be unallowable, in accordance with 

Federal cost principles or other terms and conditions contained in the award. 

ary Grant Program 
rmits the Secretary to use discretionary judgment in selecting applications for funding. 

y 
elated to sponsored project and/or rovided by an outside party for specific activities r

of the college; title to the property passes to the college at essentially no cost. 
 

e Workplace Certification 
ions. 

 
 

 



 

E 
 
Ef ort 

expressed as a percentage of the total, which a faculty member or other employee 
ends on a project. 

ringe benefits. 

ilable. 

 Secretary if a recipient materially fails to comply with the terms and conditions of an award, 
hether stated in a Federal statute, regulation, assurance, application, or notice of award. 

angible nonexpendable personal property including exempt property charged directly to the award having a 
n cost of $5,000 or more per unit. However, consistent with 

of nonexpendable, tangible personal 
roperty having a useful life of more than one year and an acquisition cost which equals or exceeds the lesser of 

 level established by the institution for financial statement purposes, or $5,000. (A-21) 

 
plemented by some Federal granting agencies which delegates certain prior approval authorities to 

elegation allows for internal college approval of administrative and spending actions, 
ct progress. 

 

ys 

e value in-kind contributions applied, and the net increase (or decrease) in the amounts owed by the 
property received, for services performed by employees, contractors, subrecipients 

der programs for which no current services or 

f
The amount of time, usually 
sp
 
Employee Related Expenses (ERE) 
F
 
Encumbrance 
An amount restricted for payment and reducing budget ava
 
Enforcement 
Actions taken by the
w
 
Equipment 
T
useful life of more than one year and an acquisitio

er limits may be established. (A-110) OR an article recipient policy, low
p
the capitalization
 

xpanded AuthoritiesE
Policy im
grantee institutions. This d

us avoiding delays in projeth
 
Expenditure 
The disbursement of funds for any goods or services received. These are charges to the project or program. 
For reports prepared on a cash basis, outlays are the sum of cash disbursements for direct charges for goods and
services, the amount of indirect expense charged, the value of third party in-kind contributions applied and the 
amount of cash advances and payments made to subrecipients. For reports prepared on an accrual basis, outla
are the sum of cash disbursements for direct charges for goods and services, the amount of indirect expense 

curred, thin
recipient for goods and other 
and other payees and other amounts becoming owed un

erformance are required. p
 
Extramural Support 
Funding for research, training or public service programs provided by Federal or private sources outside the 
ollege. c

 
F 
 
Fabrication 
Equipment that is constructed by combining or assembling modular components and/or materials into one 
identifiable unit. 
 
Facilities and Administrative (FAC or F&A) Costs 

ndirect costs, overhead, overhead costs, or administrative costs. Facilities and Administrative 
osts are actual costs incurred to conduct the normal business activities of an organization that cannot be readily 

with or directly charged to a specific project or activity. The normal activities of the college include 
d departmental research, organized research, public service, and other institutional activities. F&A 

s incurred by the college each time it accepts an award for a sponsored project. If the 
ot collect full reimbursement for these costs, other college resources must be used to subsidize 

Also referred to as i
c
identified 
instruction an
costs are real, auditable cost
college does n

  



 

them. Negotiated, approved rates are to be used for all agreements with the Federal Government and for most 
-federal projects, as allowable. 

at are incurred for common or joint objectives and, therefore, cannot be identified readily and specifically 
rticular sponsored project, an instructional activity, or any other institutional activity. F&A costs are broad 

pment and capital improvement, operation and maintenance expenses, and library 
xpenses. “Administration” is defined as general administration and general expenses, departmental 

on, student administration and services, and all other types of 
the subcategories of Facilities. 

ition Regulations (FAR) 
 codification and publication of uniform policies 
s of rules and regulations governing business 

overnment. These    regulations govern all aspects of Federal procurement. 

irm Fixed-Price (FFP) 
 payment is not based on actual costs expended but upon a mutually agreed upon 

oreign travel includes travel outside of the United States and its territories and possessions (Guam, American 
ico, the Virgin Islands, and the Canal Zone) and Canada. A trip is considered foreign travel for all 

 

not 
 the funds, and each grant is either for a set amount or for an amount determined 

nder a formula. 

 Status Report. Also referred to as Form 269 by the Government. The form on which a project's 
xpenditures are reported to the Sponsor. 

 
ll and Open Competition 

ppliers which is used to assure that all responsible bidders are 

ose. 

n
C

on
osts th

with a pa
categories of costs. “Facilities” is defined as depreciation and use allowances, interest on debt associated with 
certain buildings, equi
e
administration, sponsored projects administrati

t listed specifically under on of expenditures no
 
Federal Acquis
The Federal Acquisition Regulations System is established for the
nd procedures for acquisition by all executive agencies. It consista

with the Federal G
 
Federal Awarding Agency (AKA Funding Agency) 

he Federal Agency that provides an award to the recipient. T
 
Federal Funds Authorized (AKA Grant Funding) 
The total amount of Federal funds obligated by the Federal Government for use by the recipient. This amount 
includes any authorized carryover of unobligated funds from prior funding periods when permitted by agency 
regulations or agency implementing instructions. 
 
F
A type of agreement whereby
price. 
 
Foreign Travel 
F
Samoa, Puerto R
legs of the itinerary if the traveler does not return to his or her post prior to departure for a foreign destination.
 
Formal Proposal 
Any proposal submitted by a college employee to an outside entity that may directly lead to an award. All formal 
proposals require an institutional endorsement by an official authorized to commit college resources. 
 
Formula Grant Program 
Entitles certain applicants to receive grants if they meet the requirements of the program. Applicants do 
compete with each other for
u
 
FSR 
Financial
e

Fu
The solicitation of bids from prospective su
permitted to compete for the procurement. 
 
Fund 
A category assigned to account for costs of a specific type of purp
 
G 
 
General Ledger (GL) 
Every expenditure the college posts to the financial system and this is used to create the college’s financial 
statements. 

 



 

 
Gift 
A unilateral transfer of money, property, or other assets to the recipient for the recipient's ownership and use by a 
donor who makes no claims on the recipient in connection with the gift. Gifts normally have the following 
characteristics: 

 The statement of work allows the project director significant freedom to change 
emphases within the general area of work as the project progresses. 

 No deliverables are involved. 
 Separate accounting procedures are not required. 
 Benefits of the project are to accrue to the nation and the
 Sponsor has no audit righ

 world. 
ts. 

nty, state agency, or the Federal 

overnment-Furnished Equipment (GFE) 
or government contractor; title may or may not 

he legal instrument reflecting the relationship between the Sponsor and a recipient when the principal purpose of 
of money, property, services, or anything of value to the recipient in order to 

ered a grant, it normally will contain the following elements: 
• The statement of work allows the project director significant freedom to change emphasis 

within the general area of work as the project progresses. 

rantee 
nt of a grant. When the college accepts a grant award, on behalf of an individual, it 

rant Officer 
 approves the grant budget for the funding entity.  Also approves major changes 

incipal author of the grant proposal. 

 No regulatory issues are involved, such as human subjects or animal care. 
 
Governmental Donated Property 
Property donated or transferred to the institution by a municipality, cou
Government. 
 
G
Equipment provided to the college by the Federal Government 
remain with the government. 
 
Grant 
T
the relationship is the transfer 
accomplish a public purpose of support or stimulations authorized by Federal Statute. For an award to be 
consid

• Deliverables are minimal, usually consisting of reports only. 
• Separate accounting procedures are required. 

 
G
A grantee is the recipie
becomes the grantee. 
 
G
The Grant Officer negotiates and
regarding grant, contract, and budget modifications. 
 
Grant Writer 
The pr
 
I 
 
Identifiable Information 
Information from which the identity of the subject is or may be readily ascertained or associated. 
 
Indirect Costs 

costs are the costs to run a grant that are not directly attributable to project activities. Examples of indirect 
 utilities), human resources (to hire staff 

nd address employee-relations issues), financial services (to pay invoices and ensure fiscal accountability), 
institutional research (to collect data), and the Grants Office itself. 
See Facilities and Administrative (FAC or F&A) Costs. 

red 

Indirect 
costs include those incurred by the physical plant (to provide space and
a

 
In-Kind Contribution 
A non-cash commitment (such as contributed effort, facilities use, or supplies) to share the costs of a sponso
project. 

  



 

In-State Travel 
l within the borders of New Mexico. 

rty is a broad term that encompasses the various intangible products of the intellect of inventors. 
These include ncluding 
an invention, sc lly engineered 
microorganisms. 
 
Internal C
A process, aff ssurance 

garding th
rations; 

l over Federal programs means a process-effected by an entity’s management and other personnel-
e achievement of the following objectives for Federal 

eparation of reliable financial statements and Federal reports; 
o Maintain accountability over assets; and 
o Demonstrate compliance with laws, regulations, and other compliance requirements; 

irect 

n the compliance supplement; and 
• Fu

The institution’s omplete control over all 
aspects of a
 

vitation to Bid 
ments soliciting pricing and/or technical proposals to supply goods or services as specified in the 

s to Bid constitutes full and open competition. 
ee Request for Proposal (RFP). 

iling the cost. 

Trave
 
Intellectual Property (IP) 
Intellectual prope

 patents, trademarks, copyrights, trade secrets, know-how, and other proprietary concepts, i
e ti c r technological development, and even computer software and geneticai n fi o

ontrols 
ecte  yd b  an entity’s management and other personnel, designed to provide reasonable a

e achievement of objectives in the following categories: re
• Effectiveness and efficiency of ope
• Reliability of financial reporting; and 
• Compliance with applicable laws and regulations. 

nternal controI
designed to provide reasonable assurance regarding th
programs: 

• Transactions are properly recorded and accounted for to: 
o Permit the pr

• Transactions are executed in compliance with: 
o Laws, regulations, and the provisions of contracts or grant agreements that could have a d

and material effect on a Federal program; and 
o Any other laws and regulations that are identified i

nds, property, and other assets are safeguarded against loss from unauthorized use or disposition. 
 financial management system shall ensure that no one person has c

 financial transaction. 

In
Written docu
requesting document. 
Correct use of Invitation
S
 
Invoice 
An itemized list, of purchased goods or services, deta
 
J 
 
Jo
It is an Institutional Busine

urnal Entries 
ss Office form that is required to make changes to accounts in the general ledger.  This 

rm is used to transfer allowable expenditures between accounts, to correct errors, to carry forward unused funds, fo
etc. 
 
L 
 
Letter of Inquiry 

dabA letter of inquiry is initiated by an applicant to determine if a proposed project is within a private agency's fun
program areas and to request agency policy and program information, as well as instructions and forms. 

le 

nding agency that an application will be submitted in response to their solicitation. The 

 
etter of Intent L

A letter of intent advises a fu
letter may contain general program information, unofficial cost estimates, and a request for specific application 
guidelines, instructions and forms. 

 



 

Limited Submission 
r value of proposals that each institution may submit. 

luence the outcomes of any Federal, State, or local election, referendum, initiative, or 

l 
urpose of influencing the outcomes of 

 
nce 

State or local officials to engage in similar lobbying activity; or 
 with a decision to sign or veto enrolled 

ending Federal or State legislation by preparing, 
y 

n any mass demonstration, march, rally, fund 

ng 

ing preparation for an effort to engage in unallowable lobbying. 

ation 

ine the degree of monitoring to be applied to a recipient or subrecipient. E.g., to 
red low-risk, a prime recipient’s internal auditor may require that a subrecipient has been audited in at 
f the two most recent audit periods (in the most recent audit period in the case of a biennial audit), and, 

he internal auditor shall consider the results of 
udit follow-up and whether any charges in personnel or systems have significantly increased risk. 

 
M

When a program limits the number or dolla
 
Loaned Equipment 
Property provided by an outside party for use by the institution for sponsored project or research related activities; 
title to the property does not pass to the college. 
 
Lobbying 

• Attempts to inf
similar procedure, through in kind or cash contributions, endorsements, publicity, or similar activity; 

• Establishing, administering, contributing to, or paying the expenses of a political party, campaign, politica
action committee, or other organization established for the p
elections; 

• Any attempt to influence 
o tion; 
o The enactment or modification of any pending Federal or State legislation through communication

with any member or employee of the Congress or State legislature, including efforts to influe

 The introduction of Federal or State legisla

o Any government official or employee in connection
legislation; 

• Any attempt to influence 
o The introduction of Federal or State legislation; or 
o The enactment or modification of any p

distributing, or using publicity or propaganda, or  by urging members of the general public, or an
segment thereof, to contribute to or participate i
raising drive, lobbying campaign or letter writing or telephone campaign; or 

• Legislative liaison activities, including attendance at legislative sessions or committee hearings, gatheri
information regarding legislation, and analyzing the effect of legislation, when such activities are carried 
on in support of or in know

 
Lobbying Certific
See Certifications. 
 
Low-risk 
A professional judgment to determ
be conside
least one o
in the most recent audit period, it shall have had no audit findings. T
a

 

complish a grant’s or project’s goals or objectives.  This has to be documented for auditing requirements. 

Misconduct in Science Certification 
ee Certifications. 

irect Costs (MTDC) 

 
Matching Funds 
When a Grantor requires that the institution supply a certain amount of institutional funds in support of a program 
to ac
 

S
 
Modification 
Any change made to an existing sponsored agreement. 
 
Modified Total D
The portion of direct costs on which the indirect costs are based, namely: salaries and wages, fringe benefits, 
materials and supplies, services and travel. 
 
 

  



 

Monies 
The plural of money. Used when referring to government funds. 
 
Monitor 
College staff responsible for the integrity of the department finances. 
 
N 
 
Net 
The difference between two types of specific categories. 
 
No-Cost Extension (NCE) 

tion date of the award of up to 12 months unless one or more of the following 
con

•  of the project. 
Fo vised 
expiration before the expiration date specified in the award. This one-time extension may not be 

unobligated balances. 
 
Non-co
Award receive
financial e ts. 

A one-time extension of the expira
ditions apply: 
• The terms and conditions of award prohibit the extension. 
• The extension requires additional Federal funds. 

The extension involves any change in the approved objectives or scope
r one-time extensions, the recipient shall notify the Secretary in writing with the supporting reasons and re

date least 10 days 
exercised merely for the purpose of using 

mpeting Continuation Award 
d based on submission of a performance report that provides the most current performance and 

xpenditure information, as directed by the Secretary that is sufficient to meet the reporting requiremen
 
O 
 
Object 
The last four digits of the account structure designated by type. 

s 
 of orders placed, contracts and grants awarded, services received and similar transactions during a 

utes a request 
y the Government for offers of a certain nature. The bid or proposal submitted in the response to the solicitation is 

in fact an offer. 

 in the month-to-date activity column. 

l and equipment. 

d 
 disbursements for direct charges for goods and services, the amount 

f indirect expense charged, the value of third party in-kind contributions applied and the amount of cash advances 

 
Obligation
The amounts
given period that require payment by the recipient during the same or a future period. 
 
Offer 
An offer is a proposal, by one party to another, of intent to enter into a contract on the terms specified in the offer. 
In Government   procurements, and Invitation for Bids (IFB), or Request for Proposals (RFP) constit
b

 
OMB 
Office of Management and Budget.  It is the branch of government that governs federal grants/contracts and 
agreements, and issues circulars.  The circulars related to educational institutions are A-110 for administrative 
egulations, A-21 for cost principles, and A-133 for audits of federal programs. r

 
Open Month 
Transactions posted
 
Operating 

ransactions posted other than revenue, personnel, traveT
 
Outlays (AKA Expenditures) 
Charges made to the project or program. They may be reported on a cash or accrual basis. For reports prepare

n a cash basis, outlays are the sum of casho
o

 



 

and payments made to subrecipients. For reports prepared on an accrual basis, outlays are the sum of cash 
unt of indirect expense incurred, the value in-

ind contributions applied, and the net increase (or decrease) in the amounts owed by the recipient for goods and 
rty received, for services performed by employees, contractors, subrecipients and other payees and 

ervices or performance are required. 

utstanding Purchase Order 
Purchase Orders that are encumbered and not paid or closed. 

draft 
ount (also referred to as cost – overruns). 

disbursements for direct charges for goods and services, the amo
k
other prope
other amounts becoming owed under programs for which no current s
 
O

 
Over
When an account’s expenditures exceed the budgeted am
 
Overhead 
See Facilities and Administrative (FAC or F&A) Costs. 
 
P 
 
Pass through Agency 
State or local agencies that receive Federal funds and conduct their own application and award process. 
 

ayroll P
Personnel expenditures paid on the 15th and last day of the month. 

al Property 
roperty of any kind except real property. It may be tangible, having physical existence, or intangible, having no 

xistence, such as copyrights, patents, or securities. 

ost 
orded in the general ledger. 

osts incurred 90 calendar days prior to award or more than 90 calendar days with the prior approval of the 
ry. All pre-award costs are incurred at the recipient’s risk (i.e., the Secretary is under no obligation to 

al 
ritten by an authorized official evidencing prior consent. 

he 
ices performed, the use or rental 

r personal property acquired under federally-funded projects, the sale of commodities or items fabricated under 
 fees and royalties on patents and copyrights, and interest on loans made with award funds. 

m income. Except as otherwise provided in Federal 
warding agency regulations or the terms and conditions of the award, program income does not include the 

iple on loans, rebates, credits, discounts, etc., or interest earned on any of them. 

s and provides technical assistance both before and after a grant is 

 
Personnel 

alary and benefit costs of college employees. S
 
Person
P
physical e
 
P
Transactions rec
 
Pre-award Costs 
C
Secreta
reimburse these costs if for any reason the recipient does not receive an award or if the award is less than 
anticipated and inadequate to cover these costs. 
 
Prior Approv
W
 
Program Income 
Gross income earned by the recipient that is directly generated by a supported activity or earned as a result of t
award. Program income includes, but is not limited to, income from fees for serv
o
an award, license
Interest earned on advances of Federal funds is not progra
a
receipt of princ
 

rogram Officer P
The Program Officer answers question
awarded.  Monitors the project performance. 
 

  



 

Project Costs 
All allowable costs, as set forth in the applicable Federal cost principles, incurred by a recipient and the value of 
the contributions made by third parties in accomplishing the objectives of the award during the project period. 

Project Director 
The Project Director has primary responsibility for technical compliance, completion of programmatic work, and 

riod 

fiscal stewardship of sponsor funds. 
 
Project Pe
The period established in the award document during which Federal sponsorship begins and ends. 
 
R 
 
Reasonable 
A cost where the nature of the goods or services acquired or applied, and the amount involved therefore, reflect 

e action that a prudent person would have taken under the circumstances prevailing at the time the decision to 
r considerations involved in the determination of the reasonableness of a cost are: 

tion 

e restraints or requirements imposed by such factors as arm’s length bargaining, Federal and State 
ws and regulations, and sponsored agreement terms and conditions; 

dence in the circumstances, considering their 
responsibilities to the institution, its employees, its students, the Federal Government, and the public at 

and, 
ith respect to the incurrence of the cost are consistent with 

established instructional polices and practices applicable to the work of the institution generally, including 
ments. 

rocess by which funds available for spending are reallocated between budget categories to allow best use of 
 accomplish project goals. An Internal Budget/Programmatic Change Form is required. 

ecipient 
ng financial assistance directly from Federal awarding agencies to carry out a project or 

d 
 

tions, 

r contractors or subcontractors of recipients or subrecipients at the discretion of the Federal awarding agency. 
clude government-owned contractor-operated facilities or research centers providing 

s that are government-owned or controlled, or are 

equest for Applications (RFA) 
normally be funded by a grant. The RFA instructions include the information necessary 

equest for Proposals (RFP) 
An RFP contains specific instructions for technical and cost proposals, and usually include a sample contract with 
terms and conditions that need to be reviewed and approved prior to the submission of the proposal. The 

th
incur the cost was made. Majo

• Whether or not the cost is of a type generally recognized as necessary for the operation of the institu
or the performance of the sponsored agreement; 

• Th
la

• Whether or not the individuals concerned acted with due pru

large; 
• The extent to which the actions taken w

sponsored agree
 
Re-budgeting 
P
funds to
 
R
An organization receivi
program. The term includes public and private institutions of higher-education, public and private hospitals, an
other quasi-public and private non-profit organizations such as, but not limited to, community action agencies,
research institutes, educational associations, and health centers. The term may include commercial organiza
foreign or international organizations (such as agencies of the United Nations) which are recipients, subrecipients, 
o
The term does not in
continued support for mission-oriented, large-scale program
esignated as federally-funded research and development centers. d

 
Reports 
RE012 is the report most commonly used for year-to-date information. 
RE016 is the report most commonly used for project-to-date information. 
 
Reporting Requirements 
Set by the Grantor.  The financial reporting is generated from the Office of Strategic Development. 
 
R
Any resulting awards would 
to complete the application and mailing instructions. 
 
R

 



 

institutional endorsement for this type of proposal is considered an official offer; therefore, it must meet certain 

Research and Development 
 both basic and applied, and all development activities that are supported at universities, 

arch directed toward the production of useful materials, devices, systems, or 
esign and development of prototypes and processes. The term research also includes 

 
ction function. 

Revenue 
he income or financial yield to the college. 

requirements before if can be signed and submitted. 

All research activities,
colleges, and other non-profit institutions. “Research” is defined as a systematic study directed toward fuller 
scientific knowledge or understanding of the subject studied. “Development” is the systematic use of knowledge 

nd understanding gained from resea
methods, including d
activities involving the training of individuals in research techniques where such activities utilize the same facilities

s other research and development activities and where such activities are not included in the instrua
 

T
 
Rollover 
If a budget has available funds at the end of a fiscal year, and if applicable, the available balance is rolled into the 
new fiscal year general ledger.  This is to ensure no budget has been forfeited in the change of fiscal years. 
 
S 
 
Single Source Acquisition 
Issuing an award to a subcontractor without full and open competition. This may be done if an award is the result 
of a collaboration (where the ideas, concepts, and methodology were developed by the two parties jointly). There 
are restrictions on the use of this means of procurement and documentation must show justification for using
single source acquisition. 
 

ite Visit 

 

 review of a proposed project conducted at the applicant's institution. 

 grant or cooperative agreement not exceeding the small purchase threshold fixed at 41 U.S.C. 403(11) (currently 

funding source which enters into an agreement with the college to support research, instruction, public 
ther sponsored activities. Sponsors include private businesses, corporations, foundations and other 

al governments. 

l funding source under a mutually binding agreement that restricts the use of 
ponsored 

 purpose as described in the proposal 
• ncial reports 

dministrative requirements. 

S
An agency-initiated

Small Awards 
A
$25,000). 
 
Sole Source Acquisition 
A procurement that does not provide full and open competition, but is effected because only one source is 
available. 
 
Special Purpose Equipment 
Equipment which can be used only for research, scientific, or other technical activities. 
 

ponsor S
An external 
service or o
not-for-profit organizations, other universities, and federal, state and loc
 
Sponsored Project 
A project supported by an externa
funds to the approved project and stipulates other conditions with which the college must comply. S
projects typically: 
 

• are initiated by a formal proposal and award notice 
• are restricted to a particular
 require technical and/or fina
• entail other a

 

  



 

Sub-award 
An award of financial assistance in the form of money, or property in lieu of money, made under an award by a 
recipient to an eligible subrecipient or by a subrecipient to a lower tier subrecipient. The term includes financial 

l agreement, even if the agreement is called a contract, but does not include 
 

s or 

f subcontracts under federal prime award are subject to compliance with Federal law and all subcontracts are 
 terms and conditions of the prime award and the normal  purchasing requirements of the State of 

ctor 

Subrecipient (AKA Lower tier recipient) 
 legal entity to which a sub-award is made and which is accountable to the recipient for the use of the funds 

ign or international organizations (such as agencies of the United Nations) at 
ng agency. 

ts. 

ntal Proposal 

y excluding equipment, intangible property, and debt instruments, and inventions of a 

agency that temporarily withdraws Federal sponsorship under an award, pending 
ncy. 

n of an award is a separate action from suspension under Federal agency regulations implementing 
.O.s 12549 and 12689, “Debarment and Suspension.” 

assistance when provided by any lega
procurement of goods and services nor does it include  any form of assistance which is excluded from the OMB
Circular A-110 definition of "award" in paragraph (e). 
 
Subcontract 
A contract issued under a prime contract, agreement, purchase order, or grant for the procurement of service
program-related tasks over $10,000. Purchase orders for the procurement of goods and supplies do not qualify as 
subcontracts under policy RSP 112. Subcontracts fall under the purview of the Purchasing Department. Issuance 
o
subject to the
New Mexico. 
 
Subcontra
Any supplier, distributor, vendor, or firm that furnishes supplies or services to or for a prime contractor or another 
subcontractor. 
 

The
provided. The term may include fore
the discretion of the Federal awardi
 
Supplemental Pay 
Compensation for work performed for a different department or different duties above normal work assignmen
 
Suppleme
Additional support requested to assure adequate completion of the original scope of work. 
 
Supplies 
All personal propert
contractor conceived or first actually reduced to practice in the performance of work under a funding agreement. 
 
Suspension 
An action by a Federal awarding 
corrective action by the recipient or pending a decision to terminate the award by the Federal awarding age
Suspensio
E
 
T 
 
Termination 
The cancellation of Federal sponsorship, in whole or in part, under an agreement at any time prior to the date of 
completion. 
 
Third Party In-Kind Contributions 

 be 

Transactio
The process of ex

The value of non-cash contributions provided by non-Federal third parties. Third party in-kind contributions may
in the form of real property, equipment, supplies and other expendable property, and the value of goods and 
services directly benefiting and specifically identifiable to the project or program. 
 

n 
changing or transferring money or assets. 

 



 

U 
 
Unallowable Costs 
Defined in OMB Circular A-21.Unallowable are: advertising and public relations, alcohol, alumni activities, bad 
debts, charitable donations, commencement and convocation, contingency provisions, entertainment, fines and 

enalties, first class and other non-coach travel, goods orp  services for personal use, housing and personal living 
ent or past college officers, interest, investment management, lobbying, losses, overdrafts on 

eports prepared on cash basis, means the amount of obligations incurred by the recipient that have 
ports prepared on an accrued expenditure basis, they represent the amount of obligations 

 Balance 
arding agency that has not been obligated by the recipient 

uld have been awarded under the 
tiated indirect cost rate. 

Y

expenses for curr
Sponsored Agreements, memberships in civic or community organizations, country clubs, social clubs and dining 
clubs, scholarships and student aid costs, selling and marketing products or services of the college, and student 
activity costs. 
See section J of OMB Circular A-21. 
 
Un-liquidated Obligation 

or financial rF
not been paid. For re
incurred by the recipient for which an outlay has not been recorded. 
 

n-obligatedU
The portion of the funds authorized by the Federal aw
and is determined by deducting the cumulative obligations from the cumulative funds authorized. 
 
Unrecovered Indirect Cost 

he difference between the amount awarded and the amount which coT
recipient’s approved nego
 

 

 of transferring all entries into year-to-date activity.

 
Year End Close 
The process
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