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APR Report for the Academic Year 2020-2021
2021-2022 Cycle

Section I: Program Description

IA1. Program Title

ADM SRVCS Business Services

IB. Program Contact (Your first and last name)

Amanda Bauer

IC. Program Mission Statement

Provide the Program’s Mission Statement.

Fiscal Services supports the educational needs of the community learner by ensuring fiscal integrity, and complying with
all federal, state and governing board policies. Fiscal Services focuses on budget creation and monitoring, accounts
receivable and payable, collections, revenue control, and reporting both to outside agencies and internal management
units.

ID. Program Summary

Provide a brief summary on the current status of the program being reviewed.

The Fiscal Services Unit encompasses the accounts receivable and payable, revenue collection and control, and fiscal
reporting functions. The Fiscal Services office serves the campus by providing continuous budget planning, building, and
monitoring in relation with the Governance Council.

Outside reports of fiscal information from State and federal mandated filings, other outside agencies that the District
works with, the annual independent audit of the District, and all financial internal reporting demands are compiled and
distributed from the Business Office. Daily fiscal transactions and student account activities are audited for compliance
and accuracy by the Business Office.

The accounts receivable and revenue collection functions are maintained by the cashier's office for all student accounts
and third parties that finance student opportunities. This ensures that proper cash flow is maintained to better facilitate
growth of the mission. The operation is overseen by the Executive Director of Fiscal Services.
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Section Il: Looking Back—2020-2021

lIA. Present the Results (Rubric Criterion 3)

Provide a descriptive summary of the outcomes from the 2020-2021 cycle of program review —if your program’s 2019-20
goals have been funded, please provide updates here as well.

1. In an effort to develop a department web page to have a centralized location for Business Office forms, manuals,
training workshops, etc., the department has worked with I.T. in the preparation stage of building the web page and
utilized share point for Budget Development & Year End Close activities; However, the official webpage project was
postponed due to going out for bid for a new website design. Fiscal Services worked the appropriate departments in
processing the RFP and securing a vendor.

2. Convert current Business Office forms into fillable PDF versions. The department used the District's upgraded Adobe
functions to continue converting forms to fillable PDF versions. Within the past fiscal year, the business office went from
one fillable PDF form to 17 fillable PDF department forms.

3. Find solutions in reducina the amount of time spent preparina paper mailina notifications throuah the cashier's office

lIB. Probe the Results: | Wonder . . . (Rubric Criteria 1, 3)

In this section, judge whether the activities you implemented in 2020-2021 to reach your goals were effective. Did the
activities have an effect on the outcome? Please describe WHY you believe your outcomes came out the way they did.
Did you reach your goals? If yes, explain why. If you did not reach your goals, explain why.

Development of stronger written procedures/processes within the department allowed worked to be prioritized more
efficiently during year end close. The outcome of these written procedures/processes allowed the Business Office to
process fiscal data remotely more efficiently.

Automating several Business Office functions from manual procedures has reduced redundancy and cut data entry
times down. For example, stale dated warrants are now tracked electronically to easily merge notice letters to vendors to
assist in reducing the time spent on reissuing efforts.

Budget Development: Continuing to utilize Banner in automating the budget development process was a success. Within
the 2020-21 budget development planning cycle, the automation efforts developed in previous years allowed budget
develobment to not be delaved due to COVID-19 campus shutdowns.

IIC. Ideate Innovations: What if . . . (Rubric Criteria 1, 5)

In this section, describe activities you believe would have an effect on your 2021-2022 outcome measures.

1. Developing uniformed processes campus-wide will reduce redundancy and develop deeper understanding of
procedures campus wide.

2. Deeper communication levels campus wide. As processes become uniformed, training needs to be high priority to
ensure the campus understands proper procedures.

3. Provide professional development on current software interfaces (i.e. Banner, QSS, Laserfische, etc.) to the Business
Office staff to help develop more automated systems.
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Section lll: Looking Forward—2020-2021

1. List Your 2021-2022 Goals—Be Quantitative!

List your 2021-2022 APR goals in terms of their expected changes on the outcome measures as indicated earlier. Each
goal that requires resources, impacts other areas, or otherwise is substantive requires the submission of an APR Goal
form. Keep in mind the scoring rubric criteria:

1. The relationship between program review narrative and the APR Goal is evident and strongly supported by
evidence.
The APR Goal directly implements institutional planning document goals.
The outcome directly implements institutional planning outcomes, and is transferrable and/or scalable
institutionally.
4. APR Outcome indicators, methods and/or timelines use institutional measures, transferrable/scalable institutionally
5. Before/after benchmarks and timelines are completely specified, identical methods, transferrable/scalable.

1. Develop a department web page to have a centralized location for Business Office forms, manuals, training
workshops, etc.

2. Utilize software systems to convert the current travel request process from a paper approval process to a 100% digital
process.

3. Transition the District into offering student tax forms electronically. This process will reduce the need to printing,
merging and mailing hard copies of the 1098-T tax forms.
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Section IV (Optional): Evaluation of Program Review and Planning Process

IVA. Evaluation of Program Review and Program Planning Process

In this cycle of program review, what aspects of the program review and program planning process worked best and
why?

IVB. Evaluation of Program Review and Program Planning Process

In this cycle of program review, what aspects of the program review and program planning process would you change
and why?
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