College Equipment Committee Timelines and Process 2010-2011

1. College Equipment Committee reviews forms for Instructional Equipment Request 2010-2011.xls and Non-Instructional Equipment Request 2010-2011.xls, Meeting by August 26, 2010.
2. Forms titled Instructional Equipment Request 2010-2011.xls and Non-Instructional Equipment Request 2010-2011.xls and Timelines emailed out to campus by August 27, 2010.

3. Completed forms due back by September 17, 2010 at 5:00 pm to dtaylor@saddleback.edu for the priority listings and the necessary forms for consideration for this year’s 2010-2011 Saddleback College Instructional Equipment/Furniture requests and Non-Instructional Equipment Request 2010-2011.

4. Recommendations from the College Equipment Committee to the Planning and Budget Steering Committee within 2 weeks of receiving the Budget from the Fiscal Office, October 4, 2010, for consideration by the College Consultation Council.

5. Amount available for fiscal year 2010-2011, to be disbursed after July 1, 2010, assuming no midyear budget adjustments are made by the State. The manager/dean approved electronic form requests and a priority listing from each area/division must meet this deadline for the Saddleback College Equipment Committee’s consideration for this fiscal year.

6. Priorities for each item requested from the area/division will be 1, 2, 3, etc. in increasing sequence, 1 being the highest priority, for any item to be considered by the committee.  On the appropriate form, under your justification, be sure to include relevant information from your program review.  Be sure to do this on both Instructional Equipment Requests 2010-2011.xls and Non-Instructional Equipment Requests 2010-2011.xls.
7. Equipment is defined as anything $200 or more per each item on a single request. Questions about definitions of equipment or technology can be addressed by Mark Schiffelbein, mschiffelbein@saddleback.edu , Technology Equipment Chair, Carol Hilton, Chilton@saddleback.edu , Fiscal Office or Don Taylor, College Equipment Committee Chair, dtaylor@saddleback.edu . 

