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HEERF - Institutional Funding Request & Approval Form
(Please read instructions on back prior to submittal)

REQUESTORS: This form must be uploaded when you input the requisition. If it is not
included, the requisition it will not be approved. The use of HEERF funds is not approved until
Grant Director Approval is provided. Requests must be for costs strictly related to and created
by the Covid-19 pandemic.

The following request was reviewed and approved by the grant management team for use of
HEERF — Institutional funding:

Requestor:

Department Name:

Department Code:

Item Description

How is this expense a result of the
Covid-19 pandemic?

Amount:

Dean/Director Approval

Vice President Approval

Object- Fund- Dept/Act- Program

Account String:

Grant Director, Bob Rapoza
Approval

For assistance with account string information, please contact Carina Serrano at cserrano@|bcc.edu.

Email completed form via Adobe Fillable PDF per instructions to HEERF Special Projects Director,
Bob Rapoza brapoza@Ibcc.edu & to Mirna Enriquez at menriquez@|bcc.edu



mailto:menriquez@lbcc.edu
mailto:brapoza@lbcc.edu
mailto:cserrano@lbcc.edu

HEERF Final Close-Out Process & Timeline

Who will administer the use of these funds and who will provide a summary of the measurable outcomes of use?

Name: Title: Email:
Timeline Area Responsible Due Date or Deadline
Submit final department requests submitted Departments Tuesday, October 4, 2022
to HEERF Review Committee (remember to
pre-approve initiatives with Area-VP)
Final Executive Cabinet approvals based on Cabinet Tuesday, October 11, 2022
funding priorities
HEERF confirmation of approvals / declines to | HEERF Review Committee Monday, October 17, 2022
requestors
All requisitions to support approved HEERF Approved Department October 17,2022-March 3, 2023
Funding Requests Received (final date received)
All equipment must be received at the Requesting Department June 30, 2023
District
Services must be rendered by the Requesting Department June 30, 2023
Department

Guidelines for HEERF Funding Consideration
Please review your requests to ensure it qualifies as a high impact project:
» Please complete the standard HEERF Request form:
https://www.lbcc.edu/sites/main/files/file-attachments/heerf_funding_request__approval_form.pdf?1663805276

» This request must be in response to mitigating the effects of the COVID pandemic.
» This request must be connected to LBCC strategic initiatives:

https://www.lbcc.edu/sites/main/files/file-attachments/Ibcc-strategic-plan.pdf

> Please note, no new staffing/positions (including LTE positions) will be funded in this final process.

STRATEGIC GOAL (MUST MEET AT LEAST ONE) Please answer: Our request meets
this goal by:

» INCLUSIVE GOAL: BY CREATING AN INCLUSIVE, ANTIRACIST &
WELCOMING ENVIRONMENT, ALL STUDENTS & EMPLOYEES WILL
FEEL THAT THEIR VOICES MATTER AND THAT THEIR IDENTITIES ARE
VALUED & RE-AFFIRMED

» SUPPORTIVE GOAL: THROUGH FOSTERING A CULTURE OF CARE &
COLLEGIALITY, STUDENTS & EMPLOYEES WILL FEEL SUPPORTED,
VALUED & RESPECTED

» INNOVATIVE GOAL: THROUGH IMPLEMENTING INNOVATIVE
APPROACHES, LBCC WILL ACHIEVE EQUITABLE STUDENT OUTCOMIES,
ADDRESS EMERGING INDUSTRY NEEDS & PROMOTE SUSTAINABILITY

» SYNERGY GOAL: BY CREATING SYNERGY BETWEEN COMMUNITY,
EDUCATION & LOCAL & REGIONAL INDUSTRY, PARTNERSHIPS WILL BE
STRENGTHENED TO SUPPORT THE EQUITABLE ACHIEVEMENT OF
STUDENTS' EDUCATIONAL & CAREER GOALS
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HEERF Funding Request / Approval Form Instructions

Requestor must complete the following fields:
a. Requestor
b. Department Name
c. Item Description
d. How s this expense a result of the Covid-19 pandemic?
e. Amount
Route for approval in Adobe Sign / DocuSign in this order:
a. Dean/Director Approval
b. VP Approval
Email the form with the Dean/Director and VP Approval to the HEERF Director and
Grant Accountant for review. Do not send for approval to HEERF Director through
Adobe Sign.
HEERF Review Committee will assess the allowability of the requested purchase
If allowable, the approved HEERF Funding Request/Approval Form will be approved by the
HEERF Director and provided to the requestor, along with an account string.
The requestor can then enter the req and will need to upload the approval form with it (fiscal
automatically denies HEERF requisitions without the form)

Stipends — For stipend requests, skip step 3 above and do the following:

1.
2.
3.

Download and complete Stipend Request form, which can be found at the following link:
https://apps.lbcc.edu/lbccforms/admin/download.cfm?dID=542&live=1
Submit Stipend Request Form to HEERF Team for review. If request is approved the Institutional Funding
Request & Approval Form will be signed and returned to requestor.
Attach the approved Institutional Funding Request & Approval Form to the Stipend Request form and
route for required signatures:
a. Dean:
Vice President, Academic Affairs or Student Services
Fiscal Services
Vice President, Administrative Services
President Superintendent
f.  Vice President, Human Resources
Once the Request has been completed email a copy to HEERF team and Human Resources
a. Include afinal list of employees that should be paid
Human resources enters the stipends so payroll can process the payments
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Personnel Requests (LTE, Change in Funding Forms) — skip step 5 above and do the following:

1.
2.

w

Submit your personnel request to HEERF Team for review

Project Director/Manager will review the stipend request. If request is approved the
Institutional Funding Request & Approval Form will be signed and returned to requestor.
Attach the approved Institutional Funding Request & Approval Form to the personnel request
via NeoGov and obtain the required approvals including the HEERF Project Director/Manager.
If applicable; once the request has been completed email a copy to HEERF team and Human
Resources

Human resources enters the LTE assignment or updates the TARS assignment to HEERF funding.
For extensions for previously approved positions and/or transference of approval to another
staff member, please attach previous approval and a new request form.
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