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DESCRIPTION:  
The Operating Capital Budget is an annual College-wide process initiated by the Director of Finance in late October as s/he sends out an information package to all administrators calling for a submission of requests for furniture, equipment and renovations needed to support the existing level of instructional and service operations for the next academic year.  
Capital items must be non-consumable, and have a life expectancy of at least 3 years, and have a per unit total value (including taxes) of $1,000 or more.  Classroom “sets” with a total cost of more than $1,000 can also be considered a capital item.  
The Capital Budget process is broken down into two main submissions:
1) Furniture, Fixtures & Equipment Requests (Faculty/Division ranking required) – FF&E requests are Faculty/Department requests for general furnishings and equipment needed to support, maintain and enhance instruction and services.  FF&E items do not include electronic technologies.  FF&E items are ranked within the Faculty (January FEC) and submitted to the Vice President’s office for Divisional ranking (January VPAC).  An FF&E ranking form is used to list all Faculty items.  Departments must consult with Facilities when selecting and costing FF&E items as requests going forward must be signed off by Facilities for completeness and accuracy.

Divisional-ranked FF&E submissions are due to Finance in early February where all College submissions are given final review by Facilities and Finance and compiled into a complete package for distribution to Senior Management (SMT).   SMT develops a College-wide prioritized FF&E list (March) and forwards it to the Board for final approval (April).  As approved by the Board, Finance assigns a project number for each approved FF&E item and sends out a list of all approved capital items to stakeholders so that ordering can begin (May).
Renovation requests go directly to the Director of Facilities and will be submitted as part of the College-wide Facilities submission.
2) Educational Technology Requests –  Ed Tech or ET requests are separated into two categories  
a) Learning Technology Requests (Faculty/Division ranking required) – includes communications, media, computer, audio visual equipment for classroom support and student labs.  Departments should refer to lists of standard and supported educational technology items available on the “Capital Request” website or consult further with the CLS or CEIT representatives.  *Requests of $10,000 or more must go through the Ed Tech Project Process and receive approval from TPMC.   All Learning Technology requests must be ranked within the Faculty (January FEC) and Division (January VPAC) and are included in the Faculty’s formal Educational Technology submission to Finance due in early February. 
The process continues as CEIT/TPMC and Finance reviews all College ET submissions (February), SMT adjudicates and prioritizes recommendations from CEIT and Finance (March/April) and the Board is called upon for final approval (April).   To note--CLS and CEIT prepare all orders for approved Learning Technology items, however departments are advised to contact them as the ordering process begins to check on the status of their item.
b) Employee Ed Tech Requests (individual submissions, not ranked) – this category includes a 3-year automatic replacement cycle for all office PC’s (see Planned Desktop Replacements on the “Capital Requests” website).

This category also allows an employee to submit a designated form on line to request an additional PC, laptop, PC or software upgrade.  As submitted, the employee will immediately receive a confirmation email that they must print and submit to the Dean for inclusion in Faculty Ed Tech submission going forward to Finance the first week in February. 
All individual PC/software/peripheral requests are reviewed and categorized by CEIT’s management committee (TPMC) and at Education Technology Forum (ETF).  TPMC develops an ET distribution plan for review by SMT.  The final Educational Technology list is sent to Education Council for feedback in March and to SMT and the Board for approval in April.  CEIT is responsible for placing all approved ET orders and will contact departments with details of approved allocation and installation timelines. 
Guidelines, flowcharts and forms for all capital processes are included in the package and are also available at the Capital Requests website at  http://opcap.douglas.bc.ca.  Both Finance and CEIT are responsible for keeping this website current and usually update guidelines and forms for the next cycle in early November. 
Early consultation with key areas, providing complete and accurate information on the designated forms and a clear rationale for all items are essential for a successful submission.  
STEPS:  see also Operating Capital Requests – FF&E (Furniture, Fixtures & Equipment)

see also Operating Capital Requests – Educational Technology

see also Operating Capital Requests – Individual PCs, Laptops, Software and Peripherals

see also Operating Capital Requests – Renovations
REFERENCES:

“Capital Request” webpage at http://opcap.douglas.bc.ca or go to “Employees” then “Computing and Technology Support – Capital Requests”

Standard Learning Technologies List (updated each year and available at the above website)

Standard Computing Technologies List (updated each year and available at the above website)
CONTACTS:

Full process – Director of Finance
FF&E item requests pre-consultation and purchasing – Purchasing Supervisor 

FF&E electronic submission to VPAC – VPE Administrative Assistant

Renovations – Facilities Director

Education Technology process – Chair of Education Technology Forum (ETF) 
Classroom/Learning Technologies – Client & Learning Services Manager

Computers and Peripherals – CEIT Manager
ATTACHMENTS:

Operating Capital Budget package from Finance that includes: (updated each year)
· Memo from Director of Finance

· Operating Capital Definitions

· Guidelines for General Furniture. Fixture & Equipment Requests

· [Current] Guidelines on Capital Purchasing Practices

· FF&E Flowchart

· Guidelines for Ed Tech Allocations

· Educational Technology Flowchart
AO Capital Submission memo (email) to Department Chairs

FF&E submission form (blank)
Learning Technologies Confirmation Form (example)
