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1.1a Mission 

 
The mission of the Fiscal Services area is to provide superior fiscal, logistical and informational 
support, at all of our sites, to all of our students, faculty, staff, administration, the community, 
and all other interested parties. 
 

 

  

1.1b Mission Alignment 

 
The mission of the Fiscal Services area encompasses the mission and values of the District. 
Without sound fiscal management, the carrying out of the mission of the District could not be 
properly completed.  

  

1.1c Description 

 
Accounting is responsible for District-wide accounts payable, accounts receivable, general 
ledger, budget, student accounts, deposits, and all other fiscal matters in the District.  
 
The mailroom and warehouses both in Santa Rosa and Petaluma are responsible for the 
processing of all incoming and outgoing mail, packages, and deliveries for the District as well as 
fixed assets, surplusing, and stockless stores. 
 
The Copy Center is responsible for excellent customer service in printing, copying, related 
bindery and timely courier service for faculty and staff in an economical and timely fashion.  
 
All units serve students, faculty, staff, management, and the public community. 
 



  

1.1d Hours of Office Operation and Service by Location 

 

Fiscal Services, including mailroom, copy center, and faculty support are open Monday 
through Friday, 8 am to 5 pm.  The Accounting Office window is open Monday through 
Thursday, 9 am to 4 pm. 
 
Warehouse 
The District has three warehouse locations:  
 
 SRJC Warehouse located at 1880 Armory Drive 
 Petaluma Campus warehouse is located at 680 Sonoma Mountain Parkway   
 Windsor warehouse is located at 5750 Skylane Blvd. it is used for long term high 

volume storage and District-wide archival record storage.   
 
Warehouse hours are 7 am to 4 pm, Monday Through Friday, closed Fridays in June 
and July. 
 
 

  

1.2 Program/Unit Context and Environmental Scan 

 
The total non-personnel costs look high when compared to the District totals. This is because of 
the credit card fees, financial software maintenance fees, copy center costs and District postage 
costs that come directly from the fiscal services area instead of being allocated across the 
various departments. 
 
 

  

2.1a Budget Needs 

 
The budget is allocated and used effectively.  Various large items included in this budget are 
postage for the District, annual fees for the financial software maintenance costs, and credit 
card fees for all incoming credit card payments from students. 
 
 

 



  

2.1b Budget Requests 

 

Rank Location SP M Amount Brief Rationale 

0001 Petaluma 04 07 $1,500.00 Increased cost of copier and printer contract for Petaluma Campus copiers 

and printers used by all faculty. 

  

2.2a Current Classified Positions 

 

Position Hr/Wk Mo/Yr Job Duties 

Accountant 40.00 12.00 General Ledger / Year-End Closing 

Accountant, Restricted Prgms 40.00 12.00 Categorical Program Monitoring / Reporting 

Accounting Specialist 40.00 12.00 Accounts Receivable 

Accounting Specialist 40.00 12.00 Measure H, Travel 

Accounting Specialist 40.00 12.00 Accounts Payable, Cashiering, SIS 

Administrative Assistant II 40.00 12.00 General Administrative Support 

Copy Center Specialist 40.00 12.00 Copy Center 

Coordinator, Warehouse Operations 40.00 12.00 Warehouse 

Storekeeper I 40.00 12.00 Warehouse 

Storekeeper II 40.00 12.00 Warehouse 

Administrative Assistant III 40.00 12.00 Petaluma Faculty Support 

Coordinator, Petaluma Finance/Admin 40.00 12.00 Oversight of finance and administrative areas for 

Petaluma campus 

  

2.2b Current Management/Confidential Positions 

 

Position Hr/Wk Mo/Yr Job Duties 

Director, Finance 40.00 12.00 Oversees District wide fiscal services 

  



2.2c Current STNC/Student Worker Positions 

 

Position Hr/Wk Mo/Yr Job Duties 

Student Worker 25.00 12.00 Cashiering / Clerical Work 

Student Worker 25.00 12.00 Cashiering / Clerical Work 

Student Worker 25.00 12.00 Cashiering / Clerical Work 

Student Worker 25.00 12.00 Cashiering / Clerical Work 

Student Worker 25.00 12.00 Warehouse 

Student Worker 25.00 12.00 Warehouse 

  

2.2d Adequacy and Effectiveness of Staffing 

 
The staffing ratios of the Fiscal Services area are consistently below the District wide average, 
as are the average salary costs of the unit, showing a highly efficient and low cost program, 
especially taking into account the level of output coming from those areas. All current classified 
and management employees are being used effectively and efficiently. The area has undergone 
multiple reorganizations recently, resulting in reductions in staffing levels while incorporating 
new areas such as Santa Rosa copy center and warehouse. 
 
 

  

2.2e Classified, STNC, Management Staffing Requests 

 

Rank Location SP M Current Title Proposed Title Type 

  

2.3a Current Contract Faculty Positions 

 

Position Description 

  



2.3b Full-Time and Part-Time Ratios 

 

Discipline FTEF 

Reg 

% Reg 

Load 

FTEF 

Adj 

% Adj 

Load 

Description 

  

2.3c Faculty Within Retirement Range 

 
 

  

2.3d Analysis of Faculty Staffing Needs and Rationale to Support Requests 

 
 

  



2.3e Faculty Staffing Requests 

 

Rank Location SP M Discipline SLO Assessment Rationale 

  

2.4b Rationale for Instructional and Non-Instructional Equipment, Technology, and Software 

 
 

  

2.4c Instructional Equipment Requests 

 

Rank Location SP M Item Description Qty Cost Each Total Cost Requestor Room/Space Contact 

  



2.4d Non-Instructional Equipment and Technology Requests 

 

Rank Location SP M Item Description Qty Cost Each Total Cost Requestor Room/Space Contact 

0001 Santa Rosa 01 03 Valulite Rectanglular Table  

Folding Tables for Events 30"X96" 

100 $150.00 $15,000.00  Warehouse Whitney Schultz 

  

2.4f Instructional/Non-Instructional Software Requests 

 

Rank Location SP M Item Description Qty Cost Each Total Cost Requestor Room/Space Contact 

  

2.5a Minor Facilities Requests 

 

Rank Location SP M Time Frame Building Room Number Est. Cost Description 

  

2.5b Analysis of Existing Facilities 

 
 

The Accounting Office on both campuses have been remodeled, are student friendly, and easily accessible for disabled students. 



 
The Copy Center has been moved to Bailey Hall to allow one employee to staff the Copy Center and Mailroom. There is a long-term future interest 
in creating a self accessed copy area for District employees. 
 
Currently warehouses are operating at close to full storage capacity due to the large number of records and surplus equipment and furniture stored.  
We continue to use aisles to store surplus equipment, safety supplies, records and other items at floor level, this creates an unsafe situation as the 
staff is unable to move or place any storage onto the higher level racks or access other supplies and materials as needed.  
 
 
 

  

3.1 Academic Quality 

 

The Fiscal Services areas directly support the District in its development of financial resources. 

  

3.2 Student Success and Support 

 
The fiscal services area has numerous employees from diverse backgrounds and promotes sensitivity to diversity, which is higher than the 
employee demographic data but lower than the student demographic. During the interviewing process, a minimum of one question about support 
and understanding of diversity is asked of potential employees in each interview, as well as asking for a statement on diversity in the original 
screening packet. This ensures that all applicants recognize teh importance of understanding and supporting cultural differences are to the District 
and specifically, our students. There are bilingual stipends offered to some of the employees in the areas that have a significant amount of student 
contact. Our area is a no tolerance area for any type of discrimination or harassment.  
 



  

3.3 Responsiveness to Our Community 

 
All Classified employees are encouraged to continue to pursue their educational goals using release time and tuition reimbursements, as well as 
attend conferences and other important opportunities to stay current in their areas. 
 

  

3.4 Campus Climate and Culture 

 
Shannon O'Reilly is the Building Safety Coordinator for Bailey Hall, Santa Rosa Campus. Others in the unit are also trained as safety coordinators. 
 
Some employees from the department have been doing trainings to ensure we are not only ready when there is a disaster but that the District will 
be able to seek reimbursement from CalOES and FEMA programs if necessary. 
 
Warehouse staff are current in Forklift, MSDS, and other warehouse related safety training.  
 
Several staff members have been trained in Caring Campus to better serve our student population. 

 

  

4.1a Course Student Learning Outcomes Assessment 

 

N/A 



  

4.1b Program Student Learning Outcomes Assessment 

 
The Fiscal Services area does not have or assess any student learning outcomes. This area is responsible for supporting students and employees 
in all fiscal areas. By doing this, we are helping our students and employees succeed. 
 

 

  

4.1c Student Learning Outcomes Reporting 

 

Type Name Student 

Assessment 

Implemented 

Assessment 

Results Analyzed 

Change 

Implemented 

  

4.2a Key Courses or Services that address Institutional Outcomes 

 

Course/Service 1a 1b 1c 2a 2b 2c 2d 3a 3b 4a 4b 5 6a 6b 6c 7 

  

4.2b Narrative (Optional) 

 
 



  

5.0 Performance Measures 

 
2021/22 Accounting Transactions Processed:  9,340 
 Budget Transfers           943 
 Interfund Transfers           125 
 Hourly Encumbrances          139 
 Cash Receipts        2,025 
 General Journals        1,436 
 PAFs          1,556 (est.) 
 2021 1099s generated          132 
 Invoices generated        1,686 
            Sponsorships Authorized             1,105 
  
 
2021/22 Checks Printed:  9,857 
  
2021/22 Pieces of Mail Processed:  235,464 
 
2021/22 Budgets Entered:        $598,309,353 All funds 
 
2021/22 Clearing Deposits:        $53,545,587 Santa Rosa & Petaluma 
                                          
2021/22 Categorical Programs Monitored:  150+ 

 
 

2021/22 Warehouse: 
          Surplus Items Picked Up                                     5,652 
          Items Recycled/Reused by Other Depts            5,291 
          Packages Shipped                                                   62 
          Packages Received                                          13,044 
          Archived Records Received                                  141 boxes 
          Archived Records Destroyed                                935 boxes 
          Stores Orders Filled                                              261 



          Fixed Assets Transactions                                 3,301 
             (picking up, moving, delivering inventory) 

 

  

6.1 Progress and Accomplishments Since Last Program/Unit Review 

 

Rank Location SP M Goal Objective Time Frame Progress to Date 

0000 ALL 05 07 Sustainability Implement Work Order Process in Escape One year Time needed to test 

0001 ALL 05 07 Sustainability PAF's and Timesheets electronic in Escape Three years Time necessary to complete 

0002 ALL 05 07 Sustainability Travel Request electronic One year N/A  (Almost ready to roll out, just waiting 

for travel to resume after COVID) 

0003 ALL 05 07 Sustainability Have all warehoused paperwork required to 

be kept be scanned in rather than hard copy 

Three Years Time necessary to complete 



  

6.2b PRPP Editor Feedback - Optional 

 

_  



6.3a Annual Unit Plan 

 

Rank Location SP M Goal Objective Time Frame Resources Required 

0000 ALL 05 07 Sustainability Implement Work Order Process in Escape One year Time needed to test 

0001 ALL 05 07 Sustainability PAF's and Timesheets electronic in Escape Three years Time necessary to complete 

0002 ALL 05 07 Sustainability Travel Request electronic One year N/A  (Almost ready to roll out, just waiting 

for travel to resume after COVID) 

0003 ALL 05 07 Sustainability Have all warehoused paperwork required to 

be kept be scanned in rather than hard copy 

Three Years Time necessary to complete 

  

  

 


