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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. I 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

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.

Attachment A, continued

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.

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 925-4855233.

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.)

