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District Office Business Services department wishes to thank the Chabot-Las Positas Association of
Retired Employees (CARE) for its generous support of development of the Business Services Guide.

The department contracted with Ryland School Business Consulting (http://www.rylandsbc.com/) to
interview staff to complete the content portion of the Guide. This phase was completed in March 2015.
The CARE grant funds were used to partially offset the consulting cost.

Once the content was completed, a student helped insert hyperlinks (see Attachment A), convert all forms
to Adobe fill-in forms (see Attachment B), include other functionality such as generation of an email by
clicking on a staff name (see Attachment C), and provide instructions on accessing other related software
(see Attachment D). This work was completed in May 2015.

A focus group was formed in May 2015 to preview and comment on a draft of the Business Services
Guide. More than 25 faculty, staff, and administrators were invited to participate in the focus group
meetings. The first meeting was held May 27. Many useful comments were received during this
meeting, which have been incorporated into the Guide. The first focus group meeting also helped
highlight some technology issues which need to be tested further. Focus group meetings will continue to
be held over the summer.

The CARE support propelled the project forward by allowing us to complete the content and define
processes. The work of the focus group will improve the quality of the Guide. The target date for posting
the Guide on the website is October 15. | would be happy to demo the Guide to the CARE group at a
future meeting.

Respectfully submitted,

Barbara Yesnosky

Director, Business Services

Supervisor: Lorenzo Legaspi, Vice Chancellor, Business Services


http://www.rylandsbc.com/

Attachment A

Upon clicking the hyperlink for the IRS letter, the user will see the letter from the IRS confirming the tax
id number of the district. This letter is often needed when the colleges apply for grants from
governmental or private agencies.

Federal Tax ID Number

The Chabot-Las Positas Community College District’s Tax ID number
is 94-1670563. Click here for a copy of the letter from the Internal
Revenue Service regarding the District’s tax status.



http://www.clpccd.org/business/documents/FEINnumberletterfromIRS.pdf

Attachment A, continued

Intekaal Revenua Setvice )
Department of the Treastry

P. 0. Box 2508
Daie: Janusry J, 2007 Clinelnnatt, OH 45201

Person o Conlact: .
CHABOT-LAS POSITAS COMMUMITY SOLLERE Mr. Schatx I 31-0B704
DISTHICT Customer Soyvloe Papressntative
n020 FRANKLN DRIVE Toll Fres Telephsna Numbar:
P EASANTON ChA 94588-0000 0774295507

Foders] dantilicallon Number:
84-16705063

Dear EIr ar Maganm.
This Is In rasporse to your rsgussl of Jaiuany 3, 2007, regarding your orgaalzadon's taderzl tay atatys,

Qur records.viizale el your orgenization may be a govermmenal [n mumér.ta:lly or1 & poltical eubaadsken of
ERGHEN

Mo presdslon of tha Inteskal Ravenlls Cooa lmpases a fax on tha inezine of guvernmented units (such as states
sid Heir polliical enedivisions), Thercforo, i has Lean the posftion of the S2rvics tat incema of govarnmental
unlis Iz not generally sujest to fudeel wotme luxailon, If, however, an watity 13 not lizelf @ governmantal Lnit
(or an "integial pant' therant), ite inuome vAll be subfeet to ‘ax enlees & excluslon ot exzmption applies.

Dne execiusion 1a pravidad by saotlan 1145413 ofthe Code, wivch excludas froin gross incemna:
", roome dedved from ... Ihe exerlzea of aoy aszeninl governmental function and
acehilng to a Bluta or aniy pollilcal aihdivisicn thersof .,

Your oiparlzation's lacotns may rot be subjeel to tax, elther bacouzs he crgantellor |z 8 governmontai Lnt
for an Vintegral part* thereof), or betzuso 1ha Ineonms & sxelurded ander sectlon 115, In addition, veur
organizatlien may alec be ellglble te renglve cheritsble contributlons, whish ara deduzids for fadarel Income,
astata, ord giit tax purjiosas. Ao, your asganization |s pechably excmpt from many federal exciee 1axes.

Your arganization may obtain a latter wiing uo e status under sectian 116 by following the procedures
anagted in Nov Podc, 200241 or s sussessor,

Your wiganizallan ey alse oioality tor exemptlon from l2deral Moome rax 3¢ an organizeion dagsted tn
eection 501(¢3(3} of the Ccde. I the organkzation s an endly sepaate from the stats, county, or munldpal
prvornmant, Gnd ¥ it docs not havy pewors o punnasy icenslstant wilth exampion such as the cowor 1o lax
o ta exarckss snioreement of Fagllalny puvers), your urganlzaticn vweuld qualify under sootlon 501 (). To
apply [Gr sxamptlon, counalets Form 1023 ancl pay the roquinod wser fce.




Attachment B

All Business Services forms were converted to Adobe fill-in forms. This is the Contract for Services
form used to hire independent contractors.

CHABOT-LAS POSITAS COMMUNITY COLLEGE DISTRICT
Contract for Services

This is an agreement for special services between the Chabot-Las Positas Community College District (“District”) and

independent contractor (“Contractor”), entered this ___day of " ;

THIS IS NOT AN EMPLOYMENT CONTRACT
Contractor agrees to perform the following services in his/her capacity as an independent contractor:

Contractor hereby understands that no employment relationship is established by this contract for services. The Contractor shall
provide his/her own Workers’ Compensation insurance and shall properly report all income in accordance with federal and
state law.

Services shall beginonorabout ___ ______ and terminate on or before _ ____ Services shall not be assigned nor
subcontracted to another party without written consent of the District.

District agrees to pay Contractor the sum of § , payable as follows, upon receipt of an invoice, if the services performed are
satisfactory to the District.

Date Payment

District retains the right to cancel this contract in the event of funding shortage or for any other reason by written notice of not
less than 30 calendar days. In such case, Contractor will be paid for services rendered through the date of cancellation only.
Addresses stated below will be used for notice purposes.

This contract is not valid until signed and accepted by the Vice Chancellor, Business Services, nor does the District assume any
liability for work performed prior to acceptance by the Vice Chancellor, Business Services.

SIGNED SIGNED for the DISTRICT
contreciod
Temporary Address: INITIATING MARAGER DATE
[ PRESIDENT/VICE CHANCELLOR ATt
DIRECTOR, PERSONNEL SERVICES. DATE
Permanent Address
VICE CHAMCELLDR, BUSINESS SERVICES DATE
Social Security/ Tax ID# Budget Account Code PO/Bd Rec
Payment Authorization
Payment No Date Signature
1.
2.
3.
REV 11/04

Form No.F-0306



Attachment C

By clicking on the contact name, an email will be generated in Outlook.

Contact Information

Please contact Victoria Lamica if you have questions regarding
Purchasing and Warehouse Services. She can be reached at 925-485-
5233.



mailto:vlamica@clpccd.org

Attachment D

The Guide also includes instructions for accessing other systems, such as the Maintenance &
Operations work order form. (The vendor has granted us permission to include their software
screenshots in the Guide.)

Pj SPMMS 2020 Work Request Program

File Edit Browse Repork Mainktenance Window Help
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