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OVERVIEWPRIVATE 


This procedure identifies the process for institutional memberships in organizations whose purpose is consistent with the mission and goals of the District, and which provide information or other collective benefit to trustees, administrators, faculty, staff, or students.

FORMS USED

Request for Institutional Membership, form ME1-F1


Purchase Request, form PU1-F1

CODES, REGULATIONS, AND DISTRICT POLICIES RELATED TO THIS PROCEDURE

Education Code 35172

PRIMARY STAKEHOLDER: Vice Chancellor-Business

COMMENTS

Memberships are defined as follows:

1. Institutional memberships are defined as those memberships recommended or required for District employees, faculty, or staff to achieve compliance with the GCCCD educational mission.  They may include user groups, directories, journals, and newsletters. They may allow students to compete in sports, forensic activities, etc., and may also provide the opportunity for the District or Colleges to qualify for reduced rates on products and services.

2. Institutional memberships include those memberships in which one or more individuals are listed by name as representatives of the institution and may be referred to as individual memberships. 

3. Individual, or personal, memberships are defined as those in which the employee is representing himself or herself. These memberships will not be funded by the District unless specifically authorized in the individual's Board-approved employment contract and either funded by bargained or meet & confer discretionary funds, in the individual’s Board approved employment contract, or employment with the District is conditional upon certification with an individual membership through a professional organization. 

STEP
TASK PERFORMED BY
DESCRIPTION

INSTITUTIONAL MEMBERSHIPS

1
Initiator
Obtain and Submit Forms


Obtain and fill out the Request for Institutional Membership form (ME1-F1).  Obtain required signatures, and submit the Request for Institutional Membership through the appropriate college or District channels.

2
Site Approving Authority
Forward Request to the Site Business Office


Submit the Institutional Membership form to the site Business Office.

3
Site Business Office
Review Requests and Forward to 



Chancellor for Approval



Review all incoming membership requests for



accuracy and forward to the Chancellor for 



approval. 

4
Chancellor's Office
Forward Approved Request to VC Business 


Following approval, forward membership request 



to Vice Chancellor-Business Services.
5
Initiator
Submit Purchase Request


Submit Purchase Request form (PU1-F1). Refer to Purchase Request Procedure PU1 for steps on completing the Purchase Request.

6
Site Business Office
Compile Institutional Membership Lists



Review site memberships and compile a list of those memberships recommended for the upcoming fiscal year.



Submit site membership list to the Office of the Vice Chancellor- Business (VC-B) no later than May 15 each year.

7
Office VC-B
Prepare Districtwide Membership List


Prepare list of all institutional memberships and present to the Districtwide Executive Council (DEC) for review.
8.
Initiator
Submit Purchase Request
Submit Purchase Request form (PU1-F1).  Refer to 

Purchase Request Procedure PU1 for steps on

Completing the Purchase Request.

8
DEC
Make Recommendation to the Chancellor


Review the list of institutional memberships and make a recommendation to the Chancellor.

9
Chancellor
Review the DEC Recommendation


Review the DEC recommendation and approve

appropriate memberships for funding. Submit approved membership list to the Governing Board for information.

10
Governing Board
Accept the Membership List for information.
INDIVIDUAL MEMBERSHIPS 

1
Employee
Submit Request
For individual memberships, authorized in Board-approved employment contracts, submit Purchase Request PU1.F1.  Attach copy of the contract section which specifies District paid membership allowances.
Approved: Omero Suarez

Issued:​​__7/26/95_____
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