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ABSTRACT

A DESCRIPTIVE STUDY TO ESTABLISH AND CLARIFY
THE FUNCTIONS, SKILLS, AND ORGANIZATIONAL
RELATIONSHIPS OF CHIEF BUSINESS OFFICERS

IN SELECTED MICHIGAN COMPREHENSIVE
COMMUNITY COLLEGES

By
Frederick R. Whims

The Purpose of the Study

This study was undertaken for the purpose of
investigating the functions performed by chief business
officers at selected Michigan community colleges. The

major purposes in this study were:

(1) To identify and verify the range and nature of
the functions performed by chief business officers

in small, medium, and large community colleges;

(2) To determine which of the functions might be
regarded as particularly "critical" to the

performance of the chief business officer;

(3) To clarify the range of skills perceived as
important in adequate performance of the role

of the chief business officer;
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(4) To determine the organizational relationships
of the chief business officer as they pertain to
locus of power, organizational rank, circle of

influence, and organizational role; and

(5) To consider the implications of the critical
functions, skill requirements, and organizational
relationship patterns for pre-service and in-

service training of the chief business officer.

Need for the Studx

It appears, from a review of the literature, that
opinions regarding the role of the chief business officer
may have been determined more from observation than from
a predetermined research approach. The literature would
indicate that the chief business officer is assuming a
more vital and expanding role in the operation of the
college, Therefore, it would seem appropriate that there

is a need for this study:

(1) As no in-depth study has been done to investigate
the functions performed by community college

chief business officers;

(2) As there are insufficient guidelines and criteria
for improving pre-training and in-service train-

ing of chief business officers; and
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(3) As there appear to be conflicting opinions as

to the role of the chief business officer in the

management of the college.

Limitations of Studz

This study is limited:
(1) To Michigan public community colleges;

(2) To the perceptions of presidents and chief busi-
ness officers employed in Michigan community
colleges as revealed in questionnaires and

follow-up interviews;

(3) To those community colleges governed by indepen-

dent boards of trustees;

(4) To the collection of data by mailed question=-
naire with a follow-up interview of selected

chief business officers; and

(5) To descriptive presentation of data.

Analysis of the Data

Compatible with the purpose of the study, to
obtain descriptive information pertaining to the functions
performed by chief business officers, the data were
analyzed using a two-thirds concensus criteria as a
basis for verifying the functions performed and determin-

ing the relationships of essentialness, time demands and

supervisory assignments. The thirty-seven functions were
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classified into nine broad resource categories: planning,
procurement, allocation, fiscal maintenance, adminis-
trative services, property maintenance, staff maintenance,

development, and protection.

Findings and Conclusions

Thirty-three of the thirty-seven functions were
considered to be highly essential or essential. The
basic responsibilities of the chief business officer in
executing the functions can be classified in two categories:
broad supervision and direct supervision. Only three
functions~-budgeting, collective bargaining, and account-
ing-~received at least a two-thirds concensus response by
each group as requiring extensive-considerable time demands.

The size of the college does not appear to have
any relationship to the number and type of functions per-
formed. Generally, it can be stated that the chief busi-
ness officers, regardless of college enrcllments, perform
essentially the same functions.

The chief business officers are perceived, by
at least two-thirds of each group, as requiring three
very important skills: budgeting, organizing, and
leadership.

The majority of the chief business officers’
functional responsibilities fall within resource cate-
gories: allocation, administrative services, property

maintenance, fiscal maintenance, and resource protection,
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Prioritized selection criteria for hiring a chief busi-
ness officer would be to find a person with skills in
accounting, analyzing, budgeting, leadership, and
organizing. Secondary skills would be negotiating,
persuasion, long-range planning, and personnel manage-
ment.

The presidents and the chief business officers
were in agreement that in-service experiences in manage-
ment concepts (systems analysis, management by objectives,
and related) were the number one priority. Presidents
indicated that the chief business officers needed to
improve in the area of personal skills and leadership.

Pre-service training should be stressed for
assuring functional responsibilities in budgeting,
accounting and collective bargaining, personnel manage-
ment and leadership. Related curriculum offerings should
include data processing, insurance, investments, and

legal matters (business law).
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CHAPTER I

INTRODUCTION

The functions performed by community college
chief business officers are little known and understood,
except, for broad generalizations which recognize the
fact that they are responsible for accounting functions,
budgeting functions, and other generally related functions.

However, with the growth of the community col-
leges, in number of students served and new colleges
created, the functions and role of the chief business
officer in the administrative structure has taken on
new dimensions. In 1960 Michigan community colleges
enrolled 27,229 (Fall - head count) students and by
1970 this number had increased to 125,782, a 362 per
cent increase. Concomitant with rapid enrollment growth
was the staggering capital expenditure requirements to
build new facilities to house the burgeoning enrollments.
build new facilities to hocuse the burgeoning enrollments.
In a ten-year period, 1961 - 1970, the Michigan State
Legislature appropriated $52,000,000 in capital funds

to assist in the expansion of new facilities. General



operating support from the legislature, during the same
period, increased from $4,400,000 to $46,300,000 in
1970. In 1972 the level of state support had increased
to $53,000,000 and by 1976 required state assistance
is estimated at $100,000,000 (unpublished document).

The chief business officer, perhaps more by
necessity than design, was thrust into a position of
assuming an increasingly greater amount of influence
in the day-to-day activities and policy decisions of
the college. Contributing, in addition to growth and
expansion, was the development of new state'aid formulas
which presented problems in determining "which plan™®
provided the greatest benefit to the college, collective
bargaining, legislative relationships, and accounta-
bility, to name a few. Generally, the chief business
officer was required to assume the responsibility for
collecting and analyzing data for other members of the
staff, who would make policy decisions. 1In 1965 col-
lective bargaining became a significant influence in
the administration of the college and again the chief
business officer was involved because of the fiscal
implications.

Wilson (l1968:Foreward, vi) further supports the
recognized changing role and involvement when he

states, "the task of the business officer today is



in most respects vastly more complex, technical, and
difficult . . . and it is safe to assume that his role
will continue to change in the years ahead."

Henderson (1964:16) states that chief business
officers should be "service" oriented.

If men of the type who formerly have been essen-
tially service officers are going to be in this
high decision-making position . . . it will not be
sufficient to be trained merely as a business
manager, or as an accountant or as a controller,
but rather they must have something of the broad
perspective, because they are helping the presi~
dent, the academic dean and often several other
vice presidents, to formulate this high-level
policy which in the end determines what the char-
acter of the institution is going to be.

Wilson (1968:12) supports broadening the role
of the chief business officer, from "service" to "assist-
ing” in the formulation of policy, when he states that
business officers "should have a demonstrable under-
standing of the general concepts of educational
philosophy."

The primary concern, therefore, becomes that of
determining the scope of functional responsibilities
and what skills and competencies are required of the
chief business officer if he is to assume a greater
‘'responsibility in the operation and management of the
college. Bolman (1964:1) maintains that the critical

question is "what skills are needed by different kinds

of administrators”™ and " . . . We must know what



competence an administrator should possess and how a
potentially good man may be made actually good for his
post."

The problem of determining the functions per-
formed by the chief business officer and the skills
required to perform the functions may be complicated
by the very fact that the statements regarding chief
business officers tend to be sweeping generalizations
observed from experience rather than from related
research. Perhaps it is difficult because of the
varied types of working situations. Phillips (1944:22)
maintains "there is no single pattern of administrative
procedure that does exist and probably can exist, and,
therefore, you can't really study this subject (edu-
cational leadership) as a subject in and of itself.

It is something which has to be studied in context."

Bolman (1964:1) supports Phillips' position by
asking the question "Is college and university adminis-
tration an art, a science or simply expedient and unpre-
dictable behavior?" Bolman (1964:5) provides a partial
answer to his question when he states "College and uni-
versity administrators have unique functions to perform
and that they perform them best when specially equipped
with distinctive academic capabilities."

Further complicating the evaluation of the

chief business officer's functional interrelationships



is the critical question of what skills are needed by
different kinds of administrators and can these skills
be acquired more effectively by doing or trying to do
the job in question (Phillips, 1964:24),

Henderson (1964:16) emphasizes that in the past,
"business administration" was generally thought of as
requiring less scholarship than for those administrators
in academic or top decision-making positions. It is
his contention that "business managers" of today "rather
than being purely service administrators carrying through
certain functions--budgetary or otherwise" are now
getting very actively into the "top decision-making
group” and therefore, maintains that it is essential
that the quality of scholarship, in training indiwviduals

for this function be improved.

Purpose of the Study

This study was undertaken for the purpose of
investigating the functions performed by chief financial
officers at selected Michigan community colleges. The

major purposes in this study were:

(1) To identify and verify the range and nature of
the functions performed by chief business
officers (CBO) in small, medium, and large

community colleges;



(2) To determine which of the functions might be
regarded as particularly "critical"™ to the per-

formance of the CBO:

(3) To clarify the range of skills perceived as
important in adequate performance of the role

of the CBO;

(4) To determine the organizational relationships
of the CBO as they pertain to locus of power,
organizational rank, circle of influence, and

organizational role, and

(5) To consider the implications of the critical
functions, skill requirements, and relationship
patterns for pre-service and in-service training

of the CBO,

Need for the Study

Based on a review of the literature of the chief
business officer in the community college and his func-
tional responsibilities, it appears that opinions
regarding his role may have been determined more from
subjective observation than by any formalized research
approach. Since the chief business officer is assuming
an even greater role in the operation of the college,
making policy as well as providing service, it would

seem that an appropriate theoretical construct of his



"place" in the community college organization is neces-
sary if his role and responsibilities are to be more
clearly defined and understood.

Therefore, there is a need for this study:

(1) As no in-depth study has been done to investi-
gate the functions performed by community

college CBO's;

(2) As there are insufficient guidelines and cri-
teria for improving pre-training and in-service
training of CBO's;

(3) As there appear to be conflicting opinions as
to the role of the CBO in the management of the

college.

Definition of Terms

Skill.--For this study is defined as the
"qualification or requirement necessary to perform.,"

(May be used interchangeably with competency.)

Chief Business Officer.--The CBO is defined as

the top executive officer responsible for the implemen-
tation of the overall business and financial program
and its related functions, The CBO may be given a
variety of titles: Dean for Business; Vice President

for Business; Treasurer; Controller.



Broad Supervision.--The CBO is once or further

removed from the person responsible for executing the

function--he supervises the supervisor.

Direct Supervision.--The CBO is directly

responsible for and supervises the execution of the

function.

Assist in Supervision.--The CBO has some

responsibility for the execution of the function but

is not responsible for the total function.

Active Participation—--No Supervision.=--The CBO

participates in a function which is supervised by some

other staff member in the college.

Occasional Participation.--The function is the

responsibility of a staff co-equal and the CBO has
limited involvement. Example: Student Aid--loans are
handled by the chief student personnel officer and the
CBO is involved only to the extent of accounting for

and auditing receivables and expenditures.

Community College.--All public two-year colleges

in Michigan created and/or reorganized under Act 331,

P.A. of 1966, and amendments.

Function.=-=-For this study is defined as "an act
performed in carrying out a normal work activity or

process."



Multi-Campus.--An organization bearing a resem-

blance to an institutional system, but unequivocally
designated as a single institution with either of two

organizational structures:

(1) An institution having two or more campuses
responsible to a central administration (which
central administration may or may not be located
on one of the administratively equal campuses)

or;

(2) An institution having a main campus with one
or more branch campuses attached to it.

(Source: HEGIS -~ OE Form 2300.21 -~ 3/72)

Single-Campus.--One that has all primary facil-

ities clustered within the same location. (Use of
store buildings or similar facilities in another location

are not to be considered as a branch campus.)

Limitations of the Study

This study is limited:
(1) To Michigan public community colleges;

(2) To the perceptions of presidents and CBO's
employed in Michigan community colleges as
revealed in questionnaires and follow-up

interviews;



(3)

(4)

(5)

(1)

(2)

(3)

10

To those community colleges governed by indepen-
dent boards of trustees. (Colleges operating

as departments of K~12 districts are excluded
because many of the functions performed by the
chief business-financial officer are influenced
by administrators assuming similar functions for

the "total" system.)

To the collection of data by mailed question-
naire with a follow-up interview of selected

CBO's;

To descriptive presentation of data.

Assumptions

It is assumed that the cross—-section of com-
munity college CBO's will provide meaningful

data to answer the stated research guestions.

It is assumed that findings within the Michigan
public community college system may be similar
to the functions performed by CBO's in public
community colleges in other states having

similar state systems.

It is assumed that the position of the CBO is
sufficiently similar in each community college
to yield a composite role definition for the

CBO.
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(4) It is assumed that a descriptive analysis and
presentation is more appropriate and meaningful
than a statistical and analytical presentation
at this stage of investigation into the role of

the CBO.

(5) It is assumed that even though the data collected
is the opinion of individual respondents, when
taken collectively the data will provide mean-

ingful definitions of the role of the CBO.

This study is organized into five chapters.
Chapter I presents a rationale for the study, the need
for this study, definitions of terms, limitations of
the study, and assumptions underlying the study pro-
cedures used. Chapter II provides a review of the
literature pertaining to this study. Chapter III
explains the methodology and procedures used in this
study. Chapter IV encompasses the data collected in
this study. Chapter V consists of a summary and the

conclusions drawn from this study.



CHAPTER I1I

REVIEW OF THE LITERATURE

A review of the literature of educational admin-
istration revealed suprisingly few articles that per-
tained directly to the roles, responsibilities, functions,
and skill requirements of the community college CBO. In
fact, prior to 1965 the majority of the writings per-
taining to educational business management referred to
K-12 school business officers, junior college business
officers employed by K-12 districts, and baccalaureate
degree granting colleges and universities. However,
within the last eight years, the number of articles and
books written and studies completed regarding the com-
munity college CBO has greatly increased. This in part
may be attributed to an increasing number of colleges
offering training in higher education administration,
with an emphasis on community colleges; to an increasing
number of individuals pursuing graduate work, which
requires some form of advanced research; and, as the

role of the CBO becomes more complex.

12
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Parker (1961:193-204) reviewed 225 doctoral
research dissertations, from 1929 to 1960, of subjects
pertaining to community colleges and not one spoke to
the issue of the CBO and the functions he performed.
Eells (1962:16) followed up Parker's study, for years
1918 to 1942, adding 65 new titles of which none per-
tained to the business-finance officer. A review of
the literature for years 1961 - 1963 identified one
relevant study dealing with physical plants. Roueche
(1967) identified 214 studies, from 1964-66, of which
three dealt with; auditing, budgeting and accounting
procedures, and a descriptive study of junior college
business managers. Beginning in 1966 the Junior College
Journal began to publish relevant topics to the subject--
community college. In 1968 (Dissertations completed--
1968:60-64), 65 dissertations were completed with no
mention of the CBO. In 1970 (Dissertations Completed
1971:41-50) including years 1965 to 1970, 166 disser-
tations were completed, with two studies dealing with
budgeting and campus planning. The 1971 report (Disser-
tations Completed 1971:30-34) which covered 1968 - 1970
reported no new topics relevant to the CBO. The Col~
lege Administration Project (Catalogue of Publications,
Alberta) listed over 20 topics pertaining to college

administration and not one was concerned with the CBO.
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Blocker (1965:177) has held that the CBO has
a functional place in the hierarchy but should not be
in a position to exert undue influence from the stand-
point of influencing the policy decisions of the college.
He expands this viewpoint by suggesting that the CBO
should "occupy a staff relationship with the adminis-
trative line officers of the college rather than be
classified as a line. This function is not central to
the basic educational services of the colleges, rather
it 1s a supportive service necessary for the effective
implementation of the educational programs of the col-
lege." Thus it would appear that Blocker (1965:177)
perceives in a rather negative manner the functional
role of the financial officer as he continues:
It's axiomatic that control of college finances
means control of the educational program. In all
too many instances fiscal officers have exerted
undue influence upon the program through their
control of the funds necessary for its develop-
ment and implementation. It should not be the
responsibility of the business manager to allocate
funds in specific amounts to particular activities
of the college; unfortunately, there are far too
many situations in which the business manager does
just this. Requests for funds are channeled
through the business office and the decision
regarding such request too often is made by the
business manager or by members of his staff.
With this in mind, Ponitz (1971) aptly remarked
that "at one time the CBO was considered as a ‘bean

counter' and isolated with eye shade and figures."

Elmore (1970:1-7) relates that the business office
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was primarily responsible for "bookkeeping and steward-
ship of the assets." Limited advice was given on
fiscal matters and purchasing, personnel management

and operation of plant were all delegated to other
offices.

The fact that relatively little empirical or
descriptive research has been focused upon the chief
business-finance officer as an administrator in the
community college is no indication of a dearth of
writing, however, concerning techniques for dealing
with functional responsibilities and his role in the

operation of the college. College Management, publi-

cations by the Association of School Business Officials,

United States and Canada, College and University Journal,

and School Management, frequently contain articles per-

taining to accounting technique (Walters, 1969:35-66),
bonding (Shockley, 1964:89-99), budgeting (DuFresne,
1970:23), insurance {Campus Unrest, 1970:19), leadership
(Umbeck, 1970:16-18), and many other areas dealing with
maintenance, personnel management, investing, long-range
planning to name but a few.

Fordyce (1970:58-63), Greene (1970:8-20),
Blocker, Plummer, and Richardson (1965:177-78),
Schewerman (1966:43-45), Herman (1963:31), Elmore
(1970:1-7), Wattenbarger (1970:75-83), and Richardson

et al. (1972) have published in books or articles their
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concept of the role of the CBO in community colleges.
Greene (1970:18-19) perceives that the role of the
business officer is not that of a planning (budgeting)
officer; his role is not the most important-most power-
ful; and, the CBO is not responsible for unilaterally
"recycling priorities to meet available income." He
further states that the CBO should be a resource manager,
a fiscal consultant, a facilitator of services; a pro-
vider of statistical information, and a suggestion maker,
and he emphasizes strongly that the business manager “is
not responsible for what is and what is not important
when making value judgments about the planning of edu-
cational programs, Fordyce (1970:58-63) supports
Greene's contention when he says that the business
manager should have limited involvement in "the world
of ideas--the academic program relates least to his
responsibilities." Fordyce (1970:58-63) continues by
saying, however, that the business manager "cannot
afford to be . . . a bystander, an innocent observer.
« « « He must become a major educational officer con-
versant with, and a participant in, every major edu-
cational decision."

Bofferding (1963:51-55) perceives that college
business administration is "not run like a business
« + » and lacks a strong sense of direction.” He lists

the following ten shortcomings:



(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

(10)

officer

(1)
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Policy control--there is a lack of upgrading

policies,
Objectives--there is a lack of basic objectives.

Future Planning--business services are fre-

quently far behind.

Organizational Regularization-—-there is a
failure to satisfactorily organize functional

responsibilities.

Evaluation of results--little effort is made to

evaluate business practices.

Cost Data-—-no adequate cost data have been

prepared.

Industrial Practice--the tried and tested

practices of industry are ignored.

Leadership--there is a failure to provide

suitable leadership.

Mechanize Functions—-no effort has been made to

develop consistent operational procedures.

Management Services--there has been no effort to

utilize outside arrangement services.

Herman (1963:31) suggests that every business

must be:

A professional educator;
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(2) Able to assist the chief academic officer in

translating educational objectives;

(3) Able to translate philosophy and objectives of

the college to planning and budgeting;

(4) An educational and administrative statesman

. « « Not a clerical mechanic.

Schewerman (1966:44) provides an explanation of
why he thinks the business officer is placed in a
position of being misunderstood and generally receiving
uncomplimentary opinions as to his role rather than
more positive and constructive considerations:

. « « the business officer is underbudgeted in
business management staff; he is buried in
mountains of governmental rules and regulations
and frozen by budget flexibility; he is buffeted
between the demands of the faculty, the college
administration . . . he is misunderstood,
unappreciated and even caricatured, he is con-
sidered fight tested and money grubbing; he is
viewed as relishing his position of power of the
purse; and he is thought to use his area of
activity as a purpose rather than an end.

Richardson et al. (1972:128) make it quite clear what
the role of business manager should be in the involvement
of the budgetary process.

Another problem is the domination of budget
development by the business manager. Budgets
should originate with departments . . . reviewed
by the president and the deans . . . and it is
the responsibility of the business manager to
implement the decisions. The business manager
should not be permitted to make decisions which
would alter or nullify the meaning of the
original budget,
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An area that has received virtually no attention
by the writers is that regarding the skills required of
the business manager to assume his role in executing his
functional responsibilities. Wilson (1968:12) recognizes
that the CBO "cannot be a specialist in all operations
for which he is responsible. He must be aided by staff
members with professional training and experience in the
various divisions into which the business and financial
operations are organized." Scheps (1970:45-46) contends
that the business manager must have educational as well
as business skills. He must be able to interpret, he
must be positive, and he must work cooperatively. Bol-
man (1964:6) clarifies the type of skills by grouping
all skill needs into three (3) areas: Professional
skill, comprehensive understanding, and political insight
(in the Aristotelian sense). He defines professional
skills as including accounting, finance, bookstore
management, and building maintenance. Comprehensive

understanding is viewed as having knowledge:

(1) Of the administration of a particular type of

institution;

(2) Of varying administrative patterns used in dif-

ferent institutions;

(3) Of the administrative processes,
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Political insight is described as "genuine educational
leadership—--insight into political, economic, social
ethical, aesthetic, and spiritual forces in society with
awareness of how education may benefit society.

Almost nothing has been done to investigate, in
a systematic manner, the formal roles and functional
responsibilities of the CBO in the community college.
Neither has much effort been made to systematically
analyze the informal roles and functional relationships.
What research that has been done has generally focused on
the business manager's age, degrees, major subjects,
length of time spent in position, prior work experience,
faculty rank, tenure, and salary.

Wattenbarger (1970:75-83), Landrith (1971),
College and University Business Survey (1969:85),
Russell and Ayers (1963:5-7), and Peterson (1968} all
conducted descriptive studies to obtain information
similar to that described above. Peterson (19268:3-4)
sent questionnaires to CBO's in sixty public, two-year
colleges in thirty states. The colleges were selected
at random, but with some attempt to get a cross-section
based on enrollment. Sixty-five per cent of the
questionnaires were returned. He found that the most
frequently used title is business manager. Also, Peterson
found that the "business manager" will have earned at

least a bachelor's degree and probably a master's degree
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or better; he will have less than ten years in edu-
cational business administration; his salary will be
$10,000 to $16,000 (1968); he reports to the chief
administrative officer (president); he is on an equal
level of administration with heads of other major
divisions in the college; he will have some responsi-
bility for functions--accounting, internal audit, cost
analysis, financial planning and budgeting, auxilliary
operations (bookstore, etc.), office management, plant
operation and maintenance, nonfaculty personnel admin-
istration, purchasing, plant planning and construction,
and student activity finances.

Law (1962) undertook one of the more comprehen-
sive studies of college and university business managers.
From his findings Law concluded that:

1. There was a need for the development and general
acceptance of a philosophical framework--
direction in relationships with other components.

2. In the absence of a philosophical frame of
reference, there was a strong affinity to
technical competence and the development of
specialized skills, . . . accounting and
finance.

3. There is conflict between business officer and
faculty, administration (president, chief
academic officer), which may evolve from a
philosophical gap~-human relations, role con-
cepts, functions, authority, and responsibility
of the chief business officer.

4. The college business management has been kept
on the fringe of education, thereby, inhibiting
a satisfactory balance regarding its role and
functions in educational planning, in decision
making and the full utilization of educational
resources. They further suggest that the
traditional image of the chief business officer
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and their major orientation (by training and

experience) in the fields of business and

finance have contributed to this situation.

Robbins and Nance (1966) combined a study of
chief business officers at both colleges and universities
and two-year colleges. Seventy-three two-year public
colleges cooperated. Nineteen functions were identified
and the business officer was asked to indicate his degree
of responsibility. Of the community colleges reporting
budget preparation, collecting income and disbursing
funds, purchasing, fiscal accounting and reporting,
each received 90 per cent or better response. Eighty
to 89 per cent indicated responsibility for physical
plant maintenance and operation and payroll. The
remainder of the data with responses less than 80 per
cent pertained to salary, fringe benefits, age and
titles, formal preparation, and experience,

To date, Caughey (1966) has probably done the
most comprehensive study of the community college chief
business officer. One hundred and sixteen business
managers from 27 states, with minimum enrollments of
500, were asked to participate. Caughey, as others
before him did, sought to obtain data regarding age,
degrees held, undergraduate and graduate majors, back-
ground before entering the position, prior experience,
and type of pre-service training required to assume the

business officer's responsibilities. Caughey listed 22
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functions and requested indication as to whether respon-
sibility for each function was full, partial, or none.
As discovered in other studies (note Table 2-1 for com-
parisons), budgeting, accounting, payroll, and mainte-
nance functions were indicated most frequently as being
the responsibilities of the business officer.

Caughey's (1966) study, however, added a new
dimension. He suggested a program of pre~service train-
ing and recommended from his findings that administrative
studies (theory mainly) including organizing, supervising,
psychology, sociology, and political science be given
congiderable emphasis, in addition to, business studies
in accounting, budgeting, purchasing, collecting and
safeguarding funds and payroll. Management practice or
internships should also be included in the pre-service
training.

An area that has received little attention is
the business officer's need for in-service training pro-
grams, especially, when one considers that in 1965 Medsker
(1967:11-18) (quoting Schultz) reported that "“over 1,000
chief business officers would be needed by 1980." Johnson
(1964) and Landrith (1971) gave similar projections
supporting Medsker.

In recent years, as reported by Bolman (1964:4),
the University of Michigan, University of California at

Berkley, Stanford, Columbia, Indiana University, Florida
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TABLE 2-l1.--A comparison of functions performed by com-
munity college chief business officers as identified in
selected research efforts

Nance
Functions Caughey?@ LawP and Petersend
Robbins€

Accounting X
Athletic Funds X
Auditing
Auxiliary Operations
Budgeting X
Building and Construction
Campus Planning
Collection of Student Fees X
Data Processing
Dining Hall Business
Management X
Endowment Fund Management
Facilities Utilization
Food Service
Fund Raising
Insurance
Investment
Inventory
Management of Business
Office
Maintenance of Equipment
Maintenance of Facilities
Maintenance of Grounds
Payroll
Personnel Management
Policy Formulation
Publications Services
Purchasing
Real Estate
Salary and Wage Determi-
nation
Student Activity Fund
Student Banking
Student Housing
Student Loan
Student Store~Bookstore
Student Union
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a(Caugh.ey, 1966) b(Law, 1962)
€ (Robbins and Nance, 1966) d(Petersen, 1968)
®Writers did not define. It is possible that

several of the categories listed, but not checked, might
be included, however.
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State Universigx'implemented programs for training
higher education administrators. More specifically,
at the two-year level, the W. K. Kellogg Foundation
supported programs at major colleges and universities
in California, Florida, Michigan (Michigan State), New
York, and Texas. Short—-term programs of an intensive
nature have been offered for college business managers
in general at University of Omaha, University of Kentucky,
and the University of California at Berkley. Herman
(1963:31) states that
. « « the short courses on college business manage-
ment at the universities of Omaha, Kentucky, and
California are admirable efforts at improving pro-
fessional competence but fall far short of a full
curriculum designed to develop university adminis-
trators. College business officers have too long
delayed the establishment of a recognized graduate
course in university administration. . . . If we
are to consider university administration as a
profession, it needs a graduate curriculum to
provide a high level of professional competence.
The difficult question remains, however. To
paraphrase Bolman--do we know enough about community
college business officers to be able to say what prepar-

ation would be advantageous? (Bolman, 1964:1-13),



CHAPTER III
METHODOLOGY AND PROCEDURES

General Desigg

Data for this study were collected by the use of
a questionnaire (Appendices A and B) and in personal
interviews using a structured interview guide (Appendix D),
with Michigan community college chief business-finance
officers and presidents. (The presidents were excluded

from the personal interviews.)

The Population--Source of Data

Fifty questionnaires were sent to chief business-
finance officers and presidents employed by twenty-five
Michigan independently governed community colleges.
Twelve CBO's were selected for the follow-up interviews.
Initially, each of the twenty-five colleges were clas-~
sified as to size and type. Each of the three dimensions

was subdivided into groups as follows:

(1) Size of the institution
(a) small, less than 2,000 enrocllment (Fall

head count)

26
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(b) medium, 2,001 to 5,000 enrollment (Fall head
count)

(¢) large, over 5,000 enrollment (Fall head count)

(2) Type of institution
(a) single campus

(b) multi campus

The rationale for selecting the individuals and
institution to which this study is limited is based on

the following assumptions and limitations:

(1) The functions, performed by CBO officers in
Michigan's public community colleges, are similar
to each other and to those functions performed
by persons in the same position in community

colleges in other states.

(2) The data gathered may serve as a basis for
investigating the functions performed by CBO's
in private junior colleges; in community-junior
colleges operated as departments within K-12
systems; in university controlled community

college systems; and others.

(3) The Michigan community colleges offer sufficient
breadth, in terms of size, and type of insti-

tution (single campus=--multi-campus) and programs
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to allow making generalizations regarding the
functional responsibilities, staff relation-
ships, skill requirements, and in-service

training needs of the CBO.

(4) The majority of CBO's and presidents would be
sufficiently motivated to add to their knowledge
and understanding of the CBO's role when making

comparisons with other community colleges.

The Instruments

Two instruments were employed in this study: a
questionnaire and a structured interview guide.

Although it is recognized to have certain
deficiencies as a means of gathering data, the use of
a questionnaire was nevertheless selected as the most
practical and useful means of obtaining the requested

information. Principle among the shortcomings are:
(1) The possibility of getting a poor response;

(2) The possibility of misinterpretation of the

questions or statements;

(3) The lack of immediacy in answering and returning

the gquestionnaire; and

(4) The possibility that individuals might make
themselves and the situation better or worse than,

in fact, would be the case.
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Koos (1928:145), however, provides three supportive
arguments for the use of the questionnaire as a means

of investigation:

(1) To ascertain the state of practice in some field

of activity:;

(2) To secure basic data to be used in ways more

fundamental than to afford a mere description

of practice; and

(3) To secure opinion, judgments, or the expressions
of attitudes of respondents from which tentative

measures of evaluation may be derived.

It is believed, however, that the amount of time, travel,

and expense involved in obtaining information through

personal interviews would be prohibitive in comparison

to the improvement of data gathered, especially as one

considers the inherent weaknesses of the interview format.
The preliminary draft of the questionnaire was

submitted to a jury1 of persons experienced in the

1Mr. Herbert Stoutenberg Mr. John Cuthbertson
President Coordinator Business
Alpena Community College Affairs

Grand Rapids Junior
Mr. Francis J. McCarthy College
Dean
Grand Rapids Junior College Mr. Stewart L., Olm-

stead

Dr. Paul Jones Business Manager

Business and Finance Officer Alpena Community
Highland Park Junior College College



30

management of community college business affairs; presi-
dents, chief business-finance officers, and individuals
with background in research. Three chief business-
finance officers and two presidents were selected from
K-12 operated community colleges. (They were not
included in the selected population.) A former research
director, now Dean for Academic Affajirs, and a research
associate with the Michigan Community College Associ-
ation gave critical but constructive comments for
improving the design of the questionnaires.2 In
addition to written comments, personal and telephone
interviews were conducted with each of the jury members.
It is assumed that the observations and suggestions of
the "jury" eliminated most ambiguities and potential
misunderstandings.

The "final" document was submitted, for review
and approval, to the chairman and members of the writer's
doctoral committee. PFollowing the review session, sug-
gestions made by the committee members were incorporated

into the questionnaire.

Questionnaire Format

Once the content of the questionnaire was deter-

mined, attention was then given to developing a

2Dr. Michael I. Schafer Dr. Robert Kovach
Dean Associate Secretary
Academic Affairs Michigan Community

Muskegon Community College College Association
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satisfactory format. The basic design consisted of a
composite of ideas presented in questionnaires developed
by Raines (l1965:Appendix D), and Cook (1972). Of pri-
mary concern was the development of a questionnaire
that would not discourage responses by length or by
vagueness. It was assumed that the time commitments

of presidents would be primary factors in determining
their degree of interest in the study and, therefore,

a willingness to respond. Therefore, the questionnaire
sent to the president was modified by repeating each
function four times in Part I for the four responses
reguested, i.e., (a) is performed, (b) assignment,

(c) essentialness, and (d) time demands. Parts II and
III were identical, with slight modification made in
the responses requested in Part 1IV. (A comparison of
Appendices A and B will more clearly demonstrate the
differences in the questionnaire formats.)

Part I--Determining Functional
Areas of_Responsib 11ty

Previous studies had identified between eighteen
and twenty-two major functions. Law (1962) identified
twelve major functions and listed sub-functions for
purposes of defining the major function. Law included
within the major function Auxilliary Enterprises,
residence halls, food service, bookstore, and university

press (publications). This writer felt that each should
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be considered a separate function with statement of
activities performed and illustrated assignments,

Caughey (1966) listed twenty-two functions, but did

not in any way attempt to define the function. There-
fore, Part I provides a listing of thirty-seven functions
identified in the literature and from experience, with
definitions and illustrated assignments., For each
function as stated, the respondent was asked in Section A
if the function was performed and if so, for the CBO,

to indicate whether the statement was accurate, required
modification, or was inaccurate. Comments were requested
if the function was not accurate as stated; in Section B,
the essentialness of the function to the operation of

the college; in Section C, the assignment--relationship
of the chief business-finance officer to the function,
i,e., broad supervision, direct supervision, etc.; and,
in Section D, the time demands required in executing the
function,

The following functions were defined. Following
receipt and preliminary analysis of the data, these
functions were categorized into broader areas of oper-
ation for purposes of interpretation., Appendix C pro-
vides a complete definition and description of each

function:

(1) The Accounting Function

(2) The Auditing Function
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(3) The Bonding Function

(4) The Budgeting Function

(5) The Campus Planning Function

(6) The Collection of Student Fees Function
(7) The Collective Bargaining Function

(8) The Data Processing Services Function
(9) The Endowment Func Management Function
(10) The Facilities Utilization Function
(11) The Faculty and Staff Housing Function
(12) The Federal Relations Function

(13) The Food Service Function

(14) The Fund Raising Function

(15) The Information System Function

(16) The Insurance Function

(17) The Investment Function

(18) The Inventory Function

(19) The Leadership Function
{20} The Legislative Function

(21) The Long-Range Planning Function

(22) The Maintenance of Equipment Function
(23) The Maintenance of Facilities Function
(24) The Maintenance of Grounds Function
(25) The Payroll Function
(26) The Personnel Management Function

(27) The Policy Formulation Function

(28) The Protection of Persons and Property Function
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(29) The Publications Services Function

(30) The Purchasing Function

(31) The Real Estate Function

(32) The Salary and Wage Determination Function
(33) The Student Activity Fund Function

(34) The student Housing Function

(35) The Student Loan Function

(36) The Student Store--Bookstore Function

(37) The Transportation Function

Part II--Organizational
Relationships

Law (1962) made, of all the studies, the only
effort to obtain information regarding the organizational
relationships of the chief business-finance officer with
other staff in the college; prevention of conflict with
other administrators, should work primarily with, be
directly responsible to whom, and should be given what
organizational status. Caughey (1966) made no effort
to obtain this type of information. A similar approach
to Law's study was used, but with a different population
and purpose. Part II, therefore, deals with: locus of

power, rank, circle of influence, and definition of role.

Part III--Required Skills

Neither Caughey (1966) nor Law (1962) made an
effort to specifically identify the skills required by

the CBO vital to the performance of his functional
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responsibilities., Caughey (1966) concentrated his
efforts on determining what subject matter was most
important, what personal qualities contribute most to
success as a CBO, and what qualities were considered
to be important.

Very little, if any information, has been made
available in writing regarding the community college
CBO's skill requirements. Therefore, a list of sixteen
was identified from fragments of writings, experience,
and observations and as agreed to by the "jury" responsible
for reviewing the contents of the questionnaire. This

listing is as follows:

(1) Accounting Skills

(2) Analytical Skills

(3) Budgeting Skills

(4) Skill in Legal Matters

(5) Investment Skills

(6) Leadership Skills

(7) Legislative Relations Skills
(8) Long-Range Planning Skills
(9) Negotiating Skills

(10) Organizing Skills
(11) Personal Management Skills
(12) Policy Formulation Skills
(13) Public Relations Skills
(14) Public Speaking Skills
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(15) Persuasive Skills

(16) Technical Report Writing Skills

Part IV--Supplementary Data

Part IV was designed to obtain routine infor-
mation, such as, title, years of experience, enrollment,
institution type (single campus ~ multi-campus), and
location of campus (urban - nonurban). This information
was gathered to determine if there were significant
relationships between size of cbllege enrollment and
functions performed, assignment, essentialness, and
time demands. Probably the most important data col-
lected in Part IV pertained to in-service training needs
as self-perceived by the CBO's and as perceived by the
presidents, Few opportunities, as cited in Chapter II,
are available with some degree of relevancy and impact,
for business officers to improve their skills, except
for on-the-job opportunities., Therefore, thése data are
collected for purposes of identifying selected, but
vitally important, areas for developing service programs

and conferences.

The Interview

In order to expand and strengthen the findings
of the questionnaire, interviews with selected CBO's
were held. Since the CBO's were holding their annual

meeting, shortly after completing the mailed questionnaire,
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it was most advantageous and expedient to utilize the
interview technigue. Representatives listed in Appendix D
were selected based on college type (multi-campus -

single campus), size, and the writer's knowledge of

the chief business—-finance officer's experience and
background.

The interview guide was developed after the
guestionnaires had been returned and analyzed. It was,
therefore, designed to obtain additional information
which included functions performed, functional inter-
relationships and additional in-service training needs.
The length of the actual interviews ranged from twenty
to forty minutes, depending upon the responsiveness of

the individual being interviewed.

Collection of the Data

Questionnaires were mailed to the CBO's two
weeks prior to mailing the questionnaire to the presi-
dents. The president of the Michigan Community College
Business Officers Association sent a letter (Appendix E)
to each of the twenty-five business-finance officers
requesting their support. Also, the Executive Secretary
of the Michigan Community College Association, cooperated
by sending a letter (Appendix E) to each of the twenty-
five presidents included in the survey.

The rationale for sending the questionnaire two

weeks later to the president was because of a simple
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observation that presidents tend to pass such question-
naires on to the appropriate staff person. A calculation
was made that the CBO having filled his out would so
inform the president and perhaps assist by reminding

him of his responsibility. Comments made during the
interviews confirmed these suspicions which explained

the excellent response from the presidents (twenty-four

of twenty-five cooperated).

Analysis of the Data

Compatible with the purpose of the study, to
obtain descriptive information pertaining to the
functions performed by CBO's, the data were analyzed
using a two-thirds concensus criteria as a basis for
verifying the functions performed and determining the
relationships of essentialness, time demands, and
supervisory assignments. Each item receiving a con-
census response of at least two-thirds was considered
to be verified, Verified functions receiving at least
a two~thirds response indicating high degree of essential-
ness and supervisory (broad or direct) responsibilities
are considered to be critical functions.

The thirty-seven functions were classified into
nine broad resource categories: planning, procurement,
allocation, fiscal maintenance, administrative services,

property maintenance, staff maintenance, development,
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each function into one of the nine categories.

results are as follows.
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A jury3 of experts was asked to classify

The

Management Resource Categories

Resource Planning

Campus Planning

Information System
Long—-Range Planning
Policy Formulation

Resource Procurement

Collection of Student Fees
Federal Relations

Fund Raising

Legislative

Purchasing

Resource Fiscal Maintenance

Resource Property Maintenance

Accounting

3
and responses,

Maintenance of Egquipment
Maintenance of Facilities
Maintenance of Grounds
Inventory

Resource Allocation

Budgeting

Collective Bargaining
Facilities Utilization
Payroll

Salary and Wage Determi-
nation

Resource Protection

Auditing
Bonding
Insurance

Protection of Persons and
Property

See Appendices K and L for jury participants
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Resource Administrative Services

Data Processing

Food Service
Publication Services
Student Activity Fund
Student Housing

Student Loan

Student Store-Bookstore

Transportation

The Resource Categories are defined as follows:

Regource Planning.--Those functions performed for

purposes of developing sufficient information for policy
decisions regarding short- and long-range operational

activities,

Resource Procurement.-~Those functions performed

for purposes of obtaining fiscal resources and materials.

Resource Allocation.--Those functions performed

for purposes of allocating fiscal resources, space, and

personnel.

Resource Fiscal Maintenance.--Those functions

performed for purposes of insuring proper accounting

of fiscal resources and expenditures.



41

Resource Property Maintenance.--Those functions

performed for purposes of maintaining adequate records

of equipment usage and care of physical property.

Resource Administrative Services.--Those functions

performed for purposes of providing services to the

college community; staff, students, and citizens.

Resource Development.--Those functions performed

for purposes of insuring proper and wise use of fiscal

resources and development of human resources.

Resource Protection.,--Those functions performed

for purposes of maintaining proper records of resource
expenditures, insuring safety and protection of persons
and property, and providing appropriate controls for

resource expenditures.

Resource Staff Maintenance.--Those functions

performed for purposes of insuring a conducive working
and living environment for faculty, administration,

and support staff,.



CHAPTER IV

PRESENTATION OF THE DATA

The responses of forty-seven chief business

officers and presidents from Michigan's twenty-five

independent community colleges have been summarized and

presented in this chapter. The chapter has been divided

into sections providing information concerning:

(1)

(2)

(3)

(4)

(5)

(6)

The verification of functions performed;

The essentialness or importance of the functions

performed;

The assignment of the chief business officer for

execution of the functions;

The amount of time required of the chief busi-

ness officer for execution of the functions;

A comparative analysis of verified functions
with essentialness, assigned responsibilities,

and time demands:

The organizational interrelationships of the

chief business officer;

42
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(7) The skills required of the chief business

officer;

(8) The identification of in-service training

needs; and,

(9) A presentation of findings from interviews

conducted with twelve chief business officers.

Appendix F presents a series of tables that
provide a complete listing of the responses to the
questionnaire.

The tables presented in this chapter reflect
the distribution of responses to the questionnaire and
the interview questions. The number of individuals
responding has been included in each table. The total
number of respondents is forty-seven. Twenty—-four of
twenty-five presidents returned questionnaires. Twenty-
three of twenty-five chief business officers cooperated
by returning questionnaires. Twelve of the twenty-three
chief business officers were contacted for follow=-up
interviews. Questionnaires were not received from two
colleges as they were without CBO's when the study was
being conducted.

A jury of experts (Appendix I) was asked to
place each function within a broader classification.
Since the CBO is considered to be a manager of resources,

each broad category attempted to best describe the
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type of resource activity. Therefore, the following

nine categories were identified:

(1) Resource Planning

(2) Resource Procurement

(3) Resource Allocation

(4) Resource Fiscal Maintenance

(5) Resource Administrative Services
(6) Resource Property Maintenance
(7) Resource Staff Maintenance

(8) Resource Development

(9) Resource Protection

In the following presentation of data, the
functions are categorized within the nine broad clas-

sifications as determined by the jury.

Verification of the Functions

Thirty-seven functions, as identified in the
literature, were defined and illustrated (Appendix C).
The presidents and the CBO's were asked: "Is the
function performed at your college?"” 1In addition, the

CBO's were asked to verify the accuracy of the statement,l

1'I'hree functions, faculty and staff housing,
food service, and long-range planning received less than
two-thirds consensus as being accurately stated. The
dissenting responses indicated "accurate with slight
modification”; however, virtually no comments were made
that would expand or improve the statement as provided.
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since they were considered to be the most knowledgeable
about the functions that they performed.

Twenty-four functions were verified (as shown
in Table 4-1) as being performed by at least a two-thirds
consensus of each group. A minimum of one function was
mentioned in each of the nine resource categories, It
would appear that the CBO is primarily responsible for

managing resources--staff maintenance, allocations,

development, administrative services, property main-

tenance, fiscal maintenance, and resource protection.

Although more than two-thirds of the CBO's indicated
that they performed the functions within resource
categories planning and procurement, the presidents,
except for functions policy correlation, collection
of student fees, and purchasing, failed to perceive
the CBO's involvement in a like manner. Differences
of opinion existed in responses to functions; campus
planning, information systems, long-range planning,
fund raising, legislative, federal relations, facili-
ties utilization, data processing, and endowment fund
management. In each case more than two-thirds of the
CBO's indicated that the functions were performed, while
the number of presidents responding failed to reach a
two--thirds majority. Four functions, publications

services, student housing, faculty and staff housing,
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TABLE 4-1.--Those functions performed by Michigan community college chief
business officers as verified by business officers and presidents

A
Functions by mN ts(24) :‘1"(23) lu:onln
Resource Category
PLANNING
Campus Plamning 14 21% 35
Information Systems 14 21% 35
Long Rengs Planning 15 23 38,
Policy Formulation 18* 23* 41
PROCUREMENT
Collection of Student Fees 21> 23% Lh*
Fedsral Relations 13 23* k1]
Fund Raising 8 17+ 25
Lagislative 13 19w 32
Puxchasing 23> 22* 45%
ALLOCATION
Budgeting 24~ 23* 47*
Collactive Bargaining 20% 22* 42%
Facilities Utilization 15 21* 36
Payroll 23~ 23% 46%
Salary and Wags Determination 22% 23 45%
FISCAL MAINTENANCE
Accounting 22% 23> 45%
ADMINISTRATIVE RERUTNFQ
Data Processing 14 17* 31
Food Service 20% 20* 40*
Publication Services 10 14 24
Student Activity Fund 17* 22» 39+
Student Housing 5 4 9
Student Loan 17% 21> 38~
Student Store=-Bookstore 20~ 20% 40>
Transportation 18% 17 35
PROPERTY MAINTENANCE
Inventory 21* 23% 44w
Maintenance of Equipment 19% 22% 41w
Kaintenance of Facilities 19% 21% 40=
Maintensnce of Grounds 19+ 21 4o~
STAFF MAINTENANCE
FPaculty and Staff Housing 4 6 10
Personnel Managemant 17% 22% 39%
DEVELOPMENT
Endowmsnt Fund Management 13 19*% 32
Investment 22% 23% 45w
Real Estate 15 14 29
Leadership 18% 22% 4O*
PROTECTION
Auditing 20* 23 43%
Bonding 19* 21> 40*
Insurance 23% 23 H6%
Protection of Persons and Property 20* 20* 40%

*Astarisk denotes at least a two-thirds consensus.
Asterisk in total response column denotes at least a two-thirds consensus by each
responding group,
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and real estate failed to receive a two~-thirds consensus
response by either the presidents or the CBO's.

Budgeting, payroll, salary and wage determination,
collection of student fees, accounting, inventory,
investment, auditing, and insurance func;ions were
verified by nine out of ten presidents and CBO's,

Table 4-2 presents a comparison of responses by
size of college. It would appear that the size of the
college has very little influence on whether a function
is or is not performed. In only two instances, the
transportation function and the insurance function, did
the responses in each category fail to reach a two-thirds
consensus when comparing the twenty-four verified

functions.

Essentialness of the Functions

Except for four functions--fund raising, pub-
lication services, faculty and staff housing, and real
estate--thirty~-three functions were considered "highly
essential and essential" to the operation of the college
(Table 4-3). Policy formulation, purchasing, budgeting,
payroll, accounting, data processing, student housing,
auditing, and bondihg received a 100 per cent response
from each group. One hundred per cent of the presidents
identified nineteen of the thirty-seven as being highly

essential or essential.
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TABLE 4-2.--Those functions performed by Michigan community college chief
business officers compared by size of college

Swall(10) Medium(8) Large(7) Tot.Item
Punctions by (less than 2000) (2000~5000) (more them 3000) Responses
Rasource Category N N ) »
¥ c-ﬂf Planning 14* 10 11w as
Information Systemn - 11 :;: ig: g:*
Long Range Planning 15%
Policy Formulation 6% L4 11w a*
PROCUREMENT
Collaction of Student Fass 17% ‘ 15# adw Adw
Federal Relations 16% 10 10* 36
Fund Raising 11 6 8 25
Legislative 12% 11% b i KF o
Purchasing 18» 14* 13» L3
ALLOCATION
Budgsting 18 16+ 13» 47w
Collective Bargaining 16+ 15% 11w 42%
Facilities Utilization 15+ 11» 10% k!
Payroll 17» 16% 13 46»
Salary and Wage Determination 17> 16% 12% 45%
FISCAL MAINTENANCE
Accounting 16% 16% 13w 4S*
ADMINISTRATIVE SERVICES
Data Processing 8 13w 10+ k) §
Food Service 17~ 13» 10* 40w
Publication Services 9 7 8 2%
Student Activicy Fund 13% 15+ 11w 39%
Student Housing 5 2 2 9
Student Losn 14w 14 10 k!
Student Store-Bookstore 14* 15% 11 40"
Transportation 15* 10 10w k L]
PROPERTY MAINTENANCE '
Inventory 17* 14» 13» 44
Maintenance of Equipwment 17 13% 11w 41%
Maintenance of Faclilities 17% 12% 11% 4O*
Maintenance of Grounds 17* 12% 11* 4o
STAYP MAINTENANCE
Faculty and Staff Housing 5 - 2 7
Parsonnel Management 15« 14w 10% k1
DEVELOPMENT
Endowsant Fund Managemsnt 9 12= 11w 32
Investment 17> 15% 13 45*
Real Estate 9 10» 10~ 29
Leadership 16% 14* 10> 40*
PROTRCTION
Auditing 17% 14% 12% 43n
Bonding 15 1w 11* 40%
Insurance 18 16* 12% 46%
Protection of Persoms and Property 17% iz> 11» 4O

*Asterisk denotes at least a two-thirds consensus.
Asterisk in total column denotes at least a two-thirds consensus within sach category.
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TABLE 4-3.-~Those functions performed by Michigan community college chief
business officers considered "highly essential or sssential” by the presi-
dents and business officers

Presidants(24) Business(2)) Totsl Item

Functioms by " 0!!:_30:; Il'l:lll!l
Resource Catsgory
PLANNING
Campus Planning 14> 19* k3
Information Systems 13» 21» 35
Long Rangs Planning 12w 21» as
Policy Formulation 18% 23w 41
PROCUREMENT
Collection of Student Fees 20* 23% (1
Federal Ralations 11% 19% 36
FPund Raising 5 12w 25
Legislative 12% 17% i
Purchasing 23» 22 43
ALLOCATION
Budgeting 24 23 &7
Collective Bargaining 19% 20% 41
Facilities Utilization 14w 17% 3?7
Payroll . 22% 22+ &b
Salary and Wage Determination 20% 21w . 435
FISCAL MAINTENANCE
Accounting 22% 23 &3
ADMINISTRATIVE SERVICES
Data Proceseing 4% 17% 3
Tood Service 19w 15w 40
Publication Services 8» 9 24
Student Activity Fund 14* 15% 39
Student Housing 5% k1 8
Student Loan 15+ 19» 3
Student Store-Bookstore 20% 17* 40
Transportation 15+ 12w 35
PROPERTY MAINTENANCE
Maintenance of Equipment 19% 19 41
Maintenance of Facilities 19% 20% 40
Maintenance of Grounds 9* 18+ 40
Inventory 21~ 19w &4
STAFF MAINTEMANCE
Faculty and Staff Housing k1 1 10
Personnal Management 17* 21w 39
DEVELOPMENT
Endowment Fund Managemant 8w 12 30
Investment 22% 22% 45
Real Estate 10% 7 29
Leadership 17* 0™ kL
PROTECTION
Auditing 20+ 23% 43
Bonding 19% 21% 40
Insurance 23 22« 46
Protection of Persons and Property 18» 19w 40

*Asterisk demctes at least a two-thirds cousensus,
Asterisk in composite column denotes at least a two~thirds consensus by cach responding
group.
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Publications services, faculty and staff housing,
and real estate functions received less than two-thirds
response by the CBO. Fund raising was the only function
receiving less than two-thirds support by the presidents.

Colleges with less than 5,000 enrolled were
less apt to find faculty and staff housing, and real
estate as being essential functions to the operation
of the college as shown in Table 4-4, Fund raising,
transportation, student activity fund, and also faculty
and staff housing were considered less essential to
colleges with enrollments over 5,000,

Assignment of Functional
Responsibllities

More than two-thirds of each group responding,
as presented in Table 4-5, agreed that the CBO had either
broad or direct supervisory responsibilities for: col-
lection of student fees, purchasing, budgeting, pay-
roll, accounting, food service, student store-bookstore,
transportation, inventory, maintenance of equipment,
grounds and facilities, investment, leadership, audit-
ing, bonding, and insurance functions. (Complete pre-
sentation listed in Appendix Table G-4).

At least two=thirds of the presidents mentioned
that the CBO had broad or direct responsibility for
the following functions: student housing, faculty and

staff housing, personnel management, and real estate.



51

P
TABLE 4~4,~-Those functions performsd by Michigan community. college chief
business officers considered "highly essential or esssntial® as mentionpd
by all respondents according to sisze of college

Swall(10)  Medium(8) Larpe (7) Tot.Item

Functions by (lesas than 2000) (2000-3000) (over 3000) Respenses
Rasource Category .} n | |
b 13 g 11+ 3>
Campus Planning .
Information System 10% 14w 10% 4*
Long Range Planning 14* 10% 9% kX 1
Policy Formulation 16 14# 11* 41w
PROCURENMENT
Collection of Student Fess 16w 15% 12« 43
Fedearal Relations 13w 8 gw 3o~
Fund Raising g% 3 s 17
legislative 9" 11% ™ 29>
Purchasing 18% 15~ 12% 3%
ALLOCATION
Budgeting 18w 16w 13w 47w
Collective Bargaining 15+ 15% b o 39>
Facilities Utilisation 11w 10» ow o>
Payroll 16% 16~ 12« b
Salary and Wage Determination 14% 16» 13w 41
FISCAL MAINTENANCE
Accounting L6% 16« 13» 45+
ADMINISTRATIVE SERVICES
Data Processing T™ 13w 11* k)L
Food Service 14w 12% 8w 4w
Publication Services 4 6w ™ 17
Student Activity Fund 9* 13> ? 29
Student Housing L% F 4 2w 8
Student Loan 12+ 12« 10% 34
Student Store-Bookstore 13w 14¥* 10* 3re
Transportation l4» T* 6 27
PROPERTY MAINTENANCE
Maintenance of Equipment 17* 12» b b g
Maintenance of Facilities 17= 12» 10% g
Maintenance of Grounds 16» 11w 10% 3=
Inventory 15#» 12% 13+ 40
STAYF MAINTENANCE
Faculty and Staff Housing 2 1 1 &4
Parsonnel Management 14* 14> 10w k)
DEVELOPMENT
Endowmant Fund Management 8> ] (L] 20
Investmant 17w 15% 12% 44w
Real Estate 4 5 8* 17
Laadaxship 14 13* 10% k¥ o
PROTECTION
Auditing 16* L4* 12% 42
Bonding 15w 14w 10w k}
Insurance 18% 15 12% 45%
Protection of Persons and Property 15% 11% 11w kY o4

%Asterisk denotes at least a two-thirds consensus.
Asterisk in total column denotes at least & two-thirds comssnsus within sach category.
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TABLE 4~5.--Those functions performed by Michigan community ocollege chief
business officers involving broad and direct supervisory assignments

_
Broad Direct Composite Total Item
Functions by Supervision Supervision Supervisory Reaponses
Resource Category | | n n
e 2 S 14
Campus Plannin Pres, 3
' o, 6 2 __ 8 21
Information Systema Pres, 4 2 [ 14
2.0, 9 8 A7 2l
Long Range Planning Pres. 2 2 & 15
B.0. 6 8 14 23
Policy Formulation Pres. 3 3 ) i85
B.O. 5 3 10 23
PROCUREMENT
Collection of Student Fees Pres., 12 ] 17% 21
3.0, 12 s 17% ﬁ_
Pederal Relations Pres. k] 3 [ 4
B.O, 8 4 12 23
Pund Raieing Pres. 1 | ) g
B0, 4 3 7 17
Lagielative Pres. 1 3 4 13
B.O. - er ‘2. 1'
Purchesing Pras, 12 11 23% 23
B0, 12 10 22+ _22
ALLOC, N
But‘lA;H:l.ng Pres. 6 17 23 24
B.O. S 14 19% 23
Collective Bargaining Tres, T T 12 20
RO, 3 5 8 21
Facilities Utilization Pres. 5 4 9 13
2.0, 4 == 5 2l
Payroll Pres. 14 7 21> 22
B0, 15 6 21~ 23
Salaxy and Wage Determination Pres [] [ 11 22
B.0. 7 7 14 23
FISCAL MAINTENANCZ
Accounting Pres. 12 10 22% 22
B.0, 12 9 2)> 23
AIMINISTRATIVE SERVICES
Data Processing Pres. 6 3 9 14
B.0. 7 3 10 17
Pood Service Free. ] ] b § 7 T
B.O. 15 2 17% 20
Publication Services Pres, 2 ] [ 3 10
B.0, 6 1 7 ih
Student Activicty Fund Pres. 3 [ ] 17-
B.O. 10 2 12 22
Student Housing Fres. I I % LY
8.0. 2 -- 2 4
Student Loan Pras, 5 3 8 1
RO, 7 2 9 21
Student Store~-Bookstore Pres. 9 10 19+ 20
B,0, 14 3 17w 20
Transportation Pres. 6 10 ) Y.13 15
B.O. 11 2 13% 17
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TABLE 4-5.=-=Continued

Broad Direct Composite Total Item
Functions by Supervision Supervision Supervisory _ Responses
Resourcs Category N n L} "
PROPERTY MAINTENAMCE
Inventory Pras. 9 10 19% 21
3,0, 14 1 21>
Maintenance of Equipment Pres. 10 8 18+ 19
B.0, 16 2 18% 22
Maintenance of Facilities Pres. 10 8 Y1 19
B,0, 14 hd ;]
Haintenance of Grounds Pres. 10 % 4%; 9
STAFF MAINTENARCE
Faculty and Staff Housing Pres. 1 2 k) &
3.0. 1 2 5
Personnal Management Pres, 4 9 1% 17
B,0. 10 3 13 22
D! .
Endowment Fund Management Pras. 2 5 7 a3
B.0. 6 6 12% 18
Investmant 1;... [ 16
B.0. & 14 18w 23
Real Estate Pres. L1 L1 0% 5
B.0. 3 & 14
Leadership “Fres. ¥ ] L3 13+
B.0. 8 11 19% 22
PROTECTION
Auditing Pres, 10 8 18% 20
3.0, 12 9 21w 23
Bonding Pres, 7 10 Y 1y
B,0. 10 9 1
Insurance Pres. S 17 z‘g g_-
3.0, yi 12 19% 23
Protection of Persons and
Property Pres. 8 5 13 20
B.O, 10 3 13 20

*Asterisk denotes a composite conssnsus of at least two-thir's,
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In only two instances did more than two-thirds of the
CBO's, when not supported by the presidents, indicate
responsgibility for functions (information systems and
endowment fund management).

It would appear that the CBO tends to have major

responsibility for managing resources: fiscal mainte-

nance, property maintenance, resource development, and

resource protection. Resource planning and resource

staff maintenance failed to include any function that

received at least two-thirds support by both groups.
Purchasing, accounting, payroll, and auditing
functions each received better than a 90 per cent

endorsement by each group.

Time Demands

Table 4-6 lists the responses of the presidents
and CBO regarding the amount of time spent in the exe-
cution of each function. The responses were combined
to form a composite of extensive and considerable.

(A complete listing may be found in Appendix G). Only
three functions-~budgeting, collective bargaining, and
accounting--emerged as falling in the more than two-
thirds response by each group. The presidents tended
to be more generous in their perceptions of the time
requirements. Purchasing, payroll, leadership, and
auditing functions all received more than two-thirds

responses from the presidents.
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TABLE 4-6.--Those functions performed by Michigan community college chief
business officers requiring “extensive-considerable” time demands as men-
tioned by the presidents and business officers

Business Composits Tatal
Functiom by President(24) 0“(1;;')' Extens,-Cons, _Item
Rescurce Category : ;o . e
] ) L] . n
PLANNING
Campus Planning 5 7 12 k L)
Information Systems 5 13 : 18 36
Long Rangs Planning 5 10 13 a3
Policy Formulation 8 16 24 [ §
PROCUREMENT -
Collection of Student Fees 10 5 15 45
Federal Relations 3 6 9 36
Fund Raising 1 1 2 25
Legislative 5 3 8 11
Purchasing 18+ 12 30 &
ALLOCAT1ON
Budgeting 24% 21* 45% 47
Collective Bargaining 15« 17> 32w 42
Facilicies Utilization 2 1 3 k1
Payroll 16* 6 22 &4
Salary and Wage Determination 10 5 15 45
FISCAL MAINTENANCE
Accounting 19* 18+ 37> 45
ADMINISTRATIVE SERVICES
Data Processing 5 4 9 k)
Food Service 9 3 12 40
Publication Services 2 - 2 24
Student Activity Fund 1 - 1 39
Student Housing 3 1 4 9
Student Loan 5 1 6 s
Student Store-Bookstore 8 2 10 40
Transportation 4 1 5 35
PROPERTY MAINTENANCE
Inventory 7 5 12 b4
Maintenance of Equipment 10 3 13 41
Maintenance of Facilities 11 4 15 42
Maintenance of Grounde 12 3 13 40
STAFF MAINTENANCE
Faculty and Staff Housing -- - - 0
Personnel Managsment 10 7 17 k} ]
DEVELOPMENT
Endowment Fund Management 1 3 4 k)|
Investment 12 8 20 &4
Real Estate 6 - 6 29
Leadership 14 14 28 40
PROTECT 10N
Auditing 14 10 24 43
Bonding 5 - 5 40
Insurance 12 11 23 46
Protection of Persons and Proparty 6 4 10 40

*Asterisk denotes at least a two-thirds consensus.
Asterisk in composite column denotes at least a two-thirds consensus for sach responding
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Size of the college appears (Table 4-7) to
have some influence in the amount of time spent., Budget-
ing and collective bargaining were the only functions
to receive responses-greater than two-thirds. However,
the smaller the college the more time spent in performing
the following functions: information systems, purchasing,
accounting, and auditing. The CBO's, in categories small
and large, both shared a high opinion that the leadership
function was time consuming (extensive or considerable).
Respondents from the medium size colleges indicated sub-
stantial time demands for budgeting, collective bargain-
ing, and accounting. Proportion-wise, the larger col-
leges tended to spend more time in resource planning as
the policy formulation function received at least a two-

thirds response by the respondents in this grouping.

Critical Functions Established

In Table 4-~8 the results of comparing the
responses "is performed," "essentialness," and
"agsignment"” are indicated. Here again, budgeting and
accounting emerge as the most critical functions. They
are verified as performed, as being highly essential or
essential, and as being assigned to the CBO for super-
vision, by more than two-thirds of the presidents and
the CBO's (except as noted otherwise). It would appear
that the factor of time does not necessarily determine

how critical a function, performed by the chief business
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TABLE 4-7.-~-Those functions performed by Michigan community college chief
s as men~-

business cofficers requiring “"extensive-considerable” time
tioned by all respondents according to sise of college

Small (10) Medium (8) Large (7)  Tot.Item
Functions by (less tham 2000) (2000-5000) (more tham 3000). Responses '
Resource Catsgory » n n .
PLANNING
Campus Planning 7 1 3 .12
Information Systems gw 5 4 .18
Long Rangs Planning 4 5 ] 15
Policy Formulation 10 6 a» 24
PROCUREMENT
Collection of Student Fees 10 3 2 13
Fedaral Relations 5  § a 9
Fund Raising 1 1 ] 2
Legislative 2 3 3 ]
Purchasing 14* 7 9 k [}
ALLOCATION
Budgating 18% 15» 12» 45%
Collective Bargaining 14% 12» ™ 33
Pacilicies Utilization - - 3 3
Payroll 9 8 5 22
Salary and Wage Determination 6 7 2 15
1 MA CE
"AcAco'mL :mm 16% 13 8 37
ADMINISTRATIVE SERVICES
Data Processing 3 3 4 10
Food Service 5 2 5 12
Publication Services 1 1 - 2
Student Activity Fund - -- - -
Student Housing 3 - 3 4
Student Loan 4 1 1 6
Student Store-Bookstore 3 2 5 10
Transportation 2 1 2 5
PROPERTY MAINTENANCE
Inventory 5 1 6 12
Maintenance of Equipment 7 1 5 13
Maintenanca of Facilities 6 3 6 13
Maintenance of Grounds 6 3 6 15
STAFF MAINTENANCE
FaculLy and Staff Housing - - - 0
Personnel Management 6 7 4 17
DEVELOPMENT
Endowment Fund Management 2 - 2 4
Investment 7 6 7 20
Real Estate 1 3 2 6
Leadership 13 6 gw 28
PROTECTION
Auditing 14% 5 5 24
Bonding - 3 2 5
Insurance 9 8 6 23
Protection of Persons and Property 3 3 4 10

*Asterisk denotes at least & two-thirds consensus.

Astarisk in column 4 denotas at least a two-thirds consensus within sach category.
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TABLE 4-8.--A comparative analysis of ths verified functions with "essen-
tialness” "time demands” and "assignment"--A dstermination of the oritical

functions
Function Function +  Supervision
Verified Judged High Responsibility
Functions by aa Performed Egs., or Ess, . Agsigned to CBDO
Resource Catsgory N .| N |
PLAMNING
Campus Planning 35 33w 13
Information Systeme 35 34 23
Long Range Planning 38 33« 18
Policy Formulation 41* 41% 16
PROCUREMENT
Collection of Student Fses L4 43 kA
Fedaral Ralations 36 30% 18
Fund Raising 25 17% 9
Legivlative 32 29% 6
Purchasing 4L5% 45 45»
ALLOCATION
Budgating 47% L% 42>
Collective Bargaining L2 39% 20
Facilicies Utilization 36 31 13
Payroll 46% Lo 42%
Salary and Wage Determination as? 41w 23
FISCAL MAINTENANCE
Accounting 4L5% 45% 43
ADMINISTRATIVE SERVICES
Data Processing 31 31+ .19
Food Service 40* kT 4
Publication Services 24 17 11
Student Accivity Fund 3gn 29+ 21
Student Housing 9, [ 5
Student Loan 38 kT 17
Student Store-Bookstore 40* 37% e>
Transportation 35% 27> 29*
PROPERTY MAINTENANCE
Iaveatory L4 40% 40*
Maintenance of Equipment 41w 38> 36~
Maintenance of Facilities 40o* gw 36~
Maintenance of Grounds 40 37w k]
STAFF MAINTENANCE
Faculty and Staff Housing 10 4 6
Personnel Management k11 k1.0 26w
DEVELOPMENT
Endowment Fund Management 32 20* 19
Investment 45% Liy» g
Real Estate 29 17 17
Leadership 40% 37> 32»
PROTECTION .
Auditing 43» 4L3% 39
Bonding 4L0% 40% 36
Insurance 46* 45* 41w
Protection of Persons and Property 40% kYL 26

1. Only ths responsss mads by the chief business officers are noted. It is assumsd that
they have a more accurate perception of tims spent.

2. Assigmment includes sll responses to categorias "broad oup-ﬂutu" "direct
supercvision"

*Asterisk danotes at least a two-thirds consensus by sach mm Sroup except in

column "tims demsnds" (explained under 1 above).
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officer, is to the operation of the college. Therefore,
the functions will be considered critical if they are
verified ("is performed™) by at least two-thirds of each
group, are important ("highly essential--essential") as
mentioned by at least two-thirds of each group, and
achieve a two-thirds concensus indicating that the chief
business officer has broad or direct supervisory responsi-
bilities. Functions meeting all of these criteria and,
therefore, considered to be critical functions are:
collection of student fees, purchasing, budgeting, pay-
roll, accounting, food service, student store-bookstore,
transportation, inventory, maintenance of equipment,
maintenance of facilities, maintenance of grounds, invest-
ment, leadership, auditing, bonding, insurance, and
personnel management,

The majority of critical functions may be clas-
sified in the following administrative categories:

fiscal maintenance, property maintenance, staff main-

tenance, resource development, and resource protection.

No critical function is included within the category of

resource planning; two fell within resource procurement

and resource allocation; and, three were found in the

resource-administrative services category.

Organizational Considerations

The role of the chief business officer in the

organization deserves attention: What should be his
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locus of power, what rank should he hold, what should be
his circle of influence, and what role should he play?

Table 4-9 presents these findings.

Locus of Power

Twofthirds or more of each group, the presidents
and chief business officers, agreed that the chief
business officer should report directly to the presi-
dent. This, therefore, eliminated the executive vice-
president, the academic dean, and the board of trustees
as being supervisors. Of interest is the lack of
decision as to whether or not the chief business officer
should hold a staff position or assume line responsi-
bilities. Although a two-thirds or better response was
lacking, the majority of both respondents agreed that

the chief business officer should hold a staff position.

Rank

Both groups were in agreement that the CBO
should have equal organizational status with the chief
academic officer. More than two-thirds of the presidents

disagreed that the CBO should have faculty rank.

Circle of Influence

More than two-thirds of each group were in agree-
ment that the CBO should be a member of administrative

councils, be a member of standing and/or special study
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TABLE 4-9.--The organizational relationship of tha chief business officer as per-
ceived by the presidents and tha business offiocers

Agree Disagree No Opinion

Organizational Relationships Number Number Number
Focus of Power
e e usiness Officer should:
1. Hold a staff position Pras, 13 9 2
~B.O. 12 8 3
2. Report directly to the president Pres. 23* -1 0
B.O. 21* 1 1
3. Report to the executive vice-president Pres, 1 19: 4
B.O. 0 17 6
4. Report to the academic dean Pres. 0 223 2
B.O. (+] 20 3
5. Report to the board of trustees Pres. 2 20: 2
treasurer P.O, 4 17 2
Rank
The Chief Business Officer should have: .
6. Higher organization status than the Pres. 0 23 1l
chief academic officer B.O, 5 14 4
7. Equal organizational status with the Pres. 20: 3 1
chief academic officer B.O, 16 5 2
8. Faculty rank Pres. 3 20" 1
B.O. 6 15 2
Circle of Influence
) e usiness Officer should be: .
9. A member of the administrative councils Pres. Zi. 0 0
B.O. 23 0 0
10, A member of standing and/or special Pres. 22: o 2
study committees B,O. 20 1 2
11. A consultant to those officers Pres. 21: o 3
responsible for obtaining B.O. 21 1l 1
financial support
Definition of Role
e e usiness Officer should: -
12, Be a neutral independent saparate from Pres. 2 20. 2
the actual study of immediate problems B.O. 1l 19 3
13, Be concerned with providing direct Pres. 24" 0 0
assistance in development evaluation B.O, 23* 0 0
and control of operations.
l4. Be concerncd with operational problems Pres. 4 .18* 2
but be free of identification with B.O. 3 17* 3

any specific institutional policy
or action.

N = 24 - Presidents

N = 23 - Chief Business Officers

]
Asterisk denotes at least a two~-thirds consensus.
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committees, and be a consultant to those offices
.

responsible for obtainin§ financial support.

Definition of Role

The CBO should be concerned with providing
direct assistance in the development evaluation and
control of operations. Both groups were in agreement
that he should not assume a central position but that
he should be concerned primarily with operational

problems,

Skill Requirements

Since the skill requirements for the CBO are
not identified specifically in the literature, the
writer selected (from job descriptions and descriptions
of functions) sixteen words or phrases that would sym-
bolize skills required to execute most of the functional
tasks. (A pretest was not conducted to eliminate pos-
sible overlapping of skill activities.) For example,
mathematical or manipulation of number skills are
required in budgeting, accounting, and auditing
functions. However, the execution of these functions
requires activities that extend beyond the mathematical
and number manipulation skills: planning, organizing,
knowledge of accounting practices and procedures, and

others.
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The subjects were asked if they considered the
stated skills to be very important, important, or not
important. As found in Table 4-10, budgeting, organiz-
ing, and leadership were considered by more than two-
thirds of the respondenﬁs as being "very" important.

The presidents also agreed that accounting and analytical
skills were very important. 1In only one other instance
did any skill receive more than a two-thirds response:
long-range planning was considered to be "important" by
the presidents. Although not mentioned by at least two-
thirds of either group, legislative relations and public
speaking received the largest number of "not important”

responses.

In-Service Training Programs

The subjects were asked to identify six areas
that they felt would be most important for in-service
training programs designed to upgrade the competencies
of the CBO. The presidents were the least interested
in responding to this question. Perhaps it was due to
the open-ended question and/or the placement on the
questionnaire, which was the last item. All respondents
were in agreement that management systems was the most

important. Twenty-eight respondents mentioned this area.

*
Topics included: management by objectives,
systems analysis, and management of time,
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TABLE 4-10.--Skill requirements of the chief business officer as perceived by
the presidents and chief business officers

Not

Vexy No
Skill Requirements Important I:ﬁ:;::nt Important Opinion
Number Number Number

Accounting Pres. 16" 4 4 -
B.O. 12 10 1 -

Analytical Pres. 23" 1 - -
B,O. 13 10 - -

Budgeting Pres. 23" 1 - -
B.O. 1g* 5 - -

Legal Matters Pres. 5 15 3 1
B.O. 8 15 - -

Investment Pres. 12 10 2 —
B.O. 8 14 1 -

Leadership Pres, 20: 4 w~on -
B.O. 17 L] 1 -

Legislative Relations Pres. 5 12 7 -
B.o. 6 14 3 -

Long-Range Planning Pres. 5 19* - -
B.O. 12 11 - -

Negotiating Pres. 12 9 3 -~
B.O. 9 12 1 1

Organizing Pres. 21* 3 - -
B.O. 17* 6 - —

Personnel Management Pres. 15 9 - -
B.O. 10 13 - -

Policy Formulation Pres. 8 15 - 1
B.O. 13 10 - -

Public Relations Pres. B 13 3 -
B.O. 8 13 2 f—

Public Speaking Pres. 4 12 8 -
BlOo 2 1‘ 6 1

Persuasive Pres, 12 11 - -—
B,O. 10 12 - 1l

Technical Report Writing Pres. 8 15 1l -
B.O. 7 8 5 3

N = 24 - Presidents

N = 23 - Business Officers

*
Asterisk denotes at least a two-thirds consensus.
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Fifteen businesg officers identified personnel management
as being the area of greatest need for personal improve-
ment, It appears that the presidents were basically
satisfied with the chief business officer's performance
in this area since it was mentioned by only six presi-
dents. Collective bargaining was mentioned ten times

by the chief business officers, while the presidents

mentioned it only four times.

Three areas stand out, however, where the presi-
dents' responses were greater than the chief business
officer's and tend to be of somewhat the same nature:
personal skill development, leadership, and human
relations.

Other areas mentioned are budgeting (17),
accounting (10), legislative relations (9), data pro-
cessing (9), insurance (6), leadership (6), investment
(5), and human relaticns (5). O©Others mentiocned, but with

less than five responses, may be seen in Table 4-11.

Interview Results

Twelve chief business officers representing a
cross section of colleges, type, and size were selected
for a follow-up interview. The questionnaire provided
the chief business officer with an opportunity to
identify any functions in addition to the original

thirty-seven. To support the need for in-service
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TABLE 4-11.,-~Those areas considered to be most important
for in-service training programs for the chief business
officer

Chief

All : .
Respondents 3??;22:: Presidents

Number Number Number

Management Systems 28 14 14
Personnel Management 21 15 6
Budgeting 17 9 8
Collective Bargaining 14 10 4
Accounting 10 7 3
Personal Skill

Development 10 2 8
Legislative Relations 9 5 4
Data Processing 9 6 3
Insurance 6 4 2
Leadership 6 1 5
Investment 5 3 2
Human Relations 5 1 4
Legal Matters 4 3 1
Plant Management--

Facilities

Utilization 3 2 1
Federal Relations 2 1 1
Long-Range Planning 2 0 2
Purchasing 2 1l 1
Fund Raising 1 1) 1
Policy Making 1 0 1
Research 1 1 0
Salary Determination 1 0 1
Food Service 1 0 1l
Protection of Persons

and Property 1 0 1l
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training programs the business officers were asked to
identify the most significant changes that have occurred
during the past five years. Since skill in personnel
management was an area of importance, as noted by the
chief business officers (Table 4-11), and leadership and
human relation skills were identified by the presidents,
the interviewees were asked to identify, in rank order,
those five persons with whom they come in contact most
frequently. Another area, again related to in-service
needs, was to determine those functional areas that had
been most difficult to perform because of inadequate
formal training. The fifth area attempted to glean the
activities of the chief business officer which might

be considered as aids to self-improvement: conferences
and seminars attended, periodicals read on a regular
basis, and memberships in job-related professional

organizations.

Additional Functions Verified

The business officers identified eight functions
(Table 4-~12) that they considered performed by their
office that were separate and distinct from the original
thirty-seven functions: board relations, borrowing of
finances, college services, professional development,
reporting--federal and state, cashiering, building and

construction, and public relations. The interviewees
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were asked if the function as defined in Appendix C was
an appropriate function and if the function was under

their jurisdiction.

TABLE 4-12.--Eight functions performed by the chief busi-
ness officer identified in the interview as performed in
addition to the thirty-~seven stated functions

Is
. Performed
Functions Percentage

(N=12)

Board Relations 100

Borrowing of Finances 100

College Services 100

Professional Development 100
Reporting--Federal and

State 100

Cashiering 92

Building and Construction 92

Public Relations 83

One hundred per cent responded that board
relations, borrowing of finances, college services,
professional development, and reporting--federal and
state functions were appropriate and performed as a
part of their assigned responsibilities.

Cashiering and building and construction
received a 92 per cent response. The respondents that
gave negative responses indicated that the registrar was
responsible for the cashiering function and that a
resident engineer handled the building and construction

function. It appears rather unusual for the registrar
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to be involved in the collection of monies. Two inter-
viewees did not see themselves assuming the role of
public relations representative for the college. They
indicated that a person was hired specifically to do
this job.

Significant Changes in Job
Responsibilities

The most significant changes that occurred during
the past five years were (Table 4-13): collective bar-
gaining (6), reporting demands (state and federal) (S5),
accountability (4), data processing services (3), new
concepts in management techniques (3), and involvement
in the legislative process. Enrollment trends with two
followed by security, inflation, leadership, instability,

and state funding procedures each mentioned once,

Frequency of Contact

The CBO's were asked to list in rank order those
persons that they came in contact with most frequently on a
weekly basis. The results, as shown in Figure 1, list
the president first, mentioned eleven times. The dis-
senting CBO reported to the executive vice-president
and, therefore, did not have reason to see the presi-
dent., Of interest is the number of times that the
director of physical plant was mentioned (8) especially

when one considers that more than 80 per cent of the
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chief business officers indicated that they spent only
some, little, or no time on maintenance activities

(grounds, equipment, facilities).

TABLE 4-13.--The most significant changes mentioned in the
functional activities of the chief business officer noted
during the past five years

Number of
Times Mentioned
N=12

Collective Bargaining*

Reporting Demands (State and Federal)
Accountability

Data Processing Services

New Concepts in Management Techniques
Involvement in the Legislative Process
Enrollment Trends

Campus Security

Inflation

Leadership Instability

State Funding Procedure

HHEFRPRPNWWWBUOIO

*
Three of the interviewees do not have collective
bargaining at their college.

The deans for student affairs and academic affairs
were each mentioned eight times. Next in order were the
accountant and controller each with four. Several
received two: assistant dean for business affairs,
director of purchasing, dean of occupations, and regis-
trar. Mentioned once were the: vice-president for
research and development, board members, physical plant

planner, executive vice-president, internal auditor,
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campus business managers, campus deans, bookstore

manager, and housing director.

Inadequate Formal Training

The business officers were asked what functional
areas were difficult for them‘to perform because of
inadequate formal training. Accounting was mentioned
six times followed by collective bargaining (4), budget-
ing, personnel management, and planning each mentioned
three times. Auditing was mentioned twice with the
remaining functions mentioned once as shown in Table 4-14,

TABLE 4-14.--Functional areas performed with difficulty
resulting from inadequate formal training

Number of
Areas Times Mentioned
N=12

Accounting

Collective Bargaining
Budgeting

Personnel Management
Planning

Plant Management
Auditing

Administrative Organization
Data Processing

Facility Utilization
Legislative Relations
Policy Formulation
Political Interaction
Purchasing

Technical Report Writing

HE DWW WWR o

Professional Improvement Activities

Activities designed to upgrade professional skills

and competencies were categorized into three areas:
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conferences and seminars, periodicals and professional
journals, and memberships in professional associations.
In Tables 4-15, 4-16, and 4-17 are the responses of the

CBO's business officer as to their involvement.

TABLE 4-15.--Conferences and seminars attended by the
chief business officer for purposes of upgrading pro-
fessional skills

Number of
Conferences and Seminars Times Mentioned
N=] 2

Michigan Community College Business

Officers Association 1
University Seminars (long-range plan-
ning--budgeting)
American School Business Officials

Financial Aids Seminar

National Association of College and

University Business Officers

H O HEFW N

Conferences and Seminars.--The Michigan Com-

munity College Business Officers Association appeared
to serve as the primary conference/seminar resource,
Only three interviewees mentioned attending university
seminars in recent years. Topics of the seminars dealt
primarily with long-range planning and budgeting.
American School Business Officials and National Associ-
ation of College and University Business Officers Con-
ferences were mentioned once, as was a financial aid

seminar sponsored by state and federal agencies.
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TABLE 4-16,--Periodicals read by the chief business offi-
cer for purposes of upgrading professional skills

Periodicals

Number of
Times Mentioned

College and University Management
U.S. News and World Report
University and School Business

Gongwer Newsletter (State Daily
Legislative Report)

Journal of Accounting

National Association of College and
University Business Officers--
Publications

Management Review

Newsweek

Fortune

Wall Street Journal

Federal Registrar

NECHEMS Publications

Kiplinger Newsletter

Trade Magazines

Junior College Journal

8
4

I o S SR R I Y SR SR
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TABLE 4-17.~-Professional association memberships held by
the chief business officer for purposes of upgrading pro-
fessional skills

Number of

Association Memberships Times Mentioned

Michigan Community College Business

Officers Association 12
National Association of College and

University Business Officials 4
Association of School Business

Officials 2
American Institute of Certified

Public Accountants 2
American Management Association 1

College and University Business
Officials 1

American Association of School
Administrators 1

Michigan Association of Certified
Public Accountants 1l
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Periodicals Read.--1It appears, from the list of

periodicals and professionals journals read, that the
chief business officers spend very little time reading.
Most of the interviewees said that they were "too busy"
and that the "quality and relevance" of the articles

left much to be desired. College and University Manage-

ment led the list being mentioned eight times. Perhaps
because of a business background, both job related and

for personal interests, the U.S. News and World Report

was mentioned four times. University and School Business

received three votes followed by the Gongwer Newsletter,

Journal of Accounting, and publications from the National

Association of College and University Business Officers
with two votes. Of interest is the lack of support for

the Junior College Journal. The one interviewee that

mentioned it commented that he "glanced through the
content page" for articles of interest that pertained
to his functional responsibilities. Generally, there

were no articles.

Professional Membershipsg.--The membership activi-

ties are again primarily confined to the State Michigan
Community College Business Officers Association. This
organization elects officers from its membership each
Year and meets at least four times to discuss relevant

topics of interest. All of the interviewees hold
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membership in this organization. The National Associ-
ation of College and University Bﬁsiness Officials was
mentioned four times while the Association of School
Business Officials and the American Institute of Cer-

tified Public Accountants each received two responses.

Policy Involvement

Table 4-18 provides some very interesting data
regarding the interviewees' involvement in matters per-
taining to policy formulation. Each of the twelve felt
that he was in a position to influence crucial policy
decisions and in fact does influence crucial policy

decisions. The distribution, by size of college, was

the same in each case. When it comes to exerting "undue"

influence on the academic and student personnel programs,

eleven indicated that they did not. One person, however,

felt that he did exert "undue" influence. As a chief

business officer in a small college (less than 2,000), he

qualified his statement by saying that where decisions

invelving financing were required, he was in an extremely

vital position to influence expenditures and was not con-

fined only to determining if sufficient dollars were
available.

Four respondents rejected any desire to be
involved in the formulation of policies affecting

academic and student personnel functions. Of
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TABLE 4-18.--Functional interrelationships of the chief
business officer as they pertain to policy formulation

aAll
Respon-
dents

Head Count Enrollments

Less
Than
2,000

2,000~
5,000

More
Than
5,000

Yes No

Yes No

Yes No

Yes No

Does the Chief Business
Office perceive that he:

1.

2,

is in a position to
influence crucial
policy decisions?

in fact does in-
fluence crucial
policy decisions?

exerts "undue”
influence on the
academic and
student person-
nel programs?

should be in-
volved in the form-
ulation of policies
affecting total
college operations,
including academic
and student per-
sonnel functions?

12 0

12 0
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significance, the three chief business officers from
colleges of more than 5,000 students said that they
should not be involved. Comments supporting their

position were made as follows:

(1) Involvement should be only when there are

financial implications;

(2) May understand issues but the final decision

to "go--no go" is the president's;
(3) Has enough to handle with own affairs; and

(4) Should act as a buffer--says no when president

says no.



CHAPTER V

SUMMARY AND CONCLUSIONS

Purpose and Procedures

The primary purpose of this study was to:

(1) Identify and verify the range and nature of the
functions performed by chief business officers
(CBO) in small, medium, and large community

colleges;

(2) Determine which of the functions might be
regarded as particularly "critical"™ to the per-

formance of the CBO;

(3) clarify the range of skills perceived as impor-

tant in adequate performance of the role of the

CBO;

(4) Determine the organizational relationships of the
CBO as they pertain to locus of power, organi-
zational rank, circle of influence, and organi-

zational role; and

(5) Consider the implications of the critical
functions, skill requirements, and relationship
patterns for pre-service and in-service training

of the CBO.
80
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As a basis for gathering the information needed
for making this study, a questionnaire, with two formats
(Appendices A and B), was developed for mailing and a
structured interview guide (Appendix D) for follow-up
interviews. The questionnaire consisted of four parts.
Part 1 was designed to identify the functions performed
by the chief business officer, the degree of essential-
ness or importance of each function to the college, the
assigned responsibility of the chief business officer to
each function, and the time demands required to execute
each function. Part 2 investigated the organizational
relationships of the chief business officer within the
organization: his rank, circle of influence, and role.
Part 3 was designed to obtain information regarding skill
types and importance in executing functional responsi-
bilities. Part 4 requested general information per-
taining to the size of college, college type (single
campus-multi campus), and in-service training needs.

Two formats were designed since the presidents
of each college were also asked to participate. It was
assumed that their willingness to participate would be
increased if the questionnaire was in a simple check-list
format. This apparently had some influence as twenty-
four of twenty~-five presidents cooperated in the study.

The interview guide, used for follow=-up inter-

views with selected chief business officers, sought
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information: clarifying the status of eight additional
functions that were mentioned by the business officers

in the mailed questionnaires; pertaining to their involve-
ment and role in making policy decisions; and concerning
what activities they pursued for purposes of upgrading
their personal skills.

The questionnaire was sent to the chief business
officers and presidents of twenty-five Michigan public
independent community colleges. The interview guide was
administered in personal interviews with a sample (12)
of chief business officers selected by institution type
and size.

The information received from the gquestionnaire
and the interviews was coded and tabulated by hand. The

analysis included:

(1) A tabulation by frequency and percentage of each

response to a given item;

(2) A comparison of composite responses, with those
made by individual groupings=-chief business

officers and presidents; and

(3) A comparison of responses based on size of

institution.

Further research is needed, however, to determine if

there may be any values of testable significance.
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Summarxﬁof Findiqgg

Thirty-seven functions were identified in the
literature and from experience thought to be performed
by the community college chief business officer,
Each function was defined and further clarified by illus-
trated assignments related to the execution of the

function.

Functions Verified Performed

Twenty-four functions were verified as being per-
formed by at least a two-thirds consensus of each group.
The typical community college business officer can be

expected to have responsibilities (broad or direct) for:

Resource Plannigi Resource Property Maintenance
Policy Formulation Inventory

Resource Procurement ‘Maintenance of Equipment
Collection of Student Fees Maintenance of Facilities
Purchasing Maintenance of Grounds

Resource Allocation Resource Staff Maintenance
Budgeting Personnel Management
Collective Bargaining Resource Development
Payroll Investment
Salary and Wage Determi- Leadership

nation

Resource Fiscal Maintenance

Resource Administrative
Services Accounting

Food Service
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Student Activity Fund Resource Protection
Student Loan Auditing

Student Store~Bookstore Bonding
Transportation Insurance

Protection of Persons and
Property

Functions campus planning, information systems,
fund raising, long-range planning, legislative, federal
relations, facilities utilization, data processing, and
endowment fund management were verified performed by
two-thirds of the CBO's while the number of presidents
responding failed to reach a two-thirds consensus,
Neither group verified publication services, student
housing, faculty and staff housing, and real estate
functions as being performed.

Size of college does not appear to have any
relationship to the number and type of functions per-
formed. Generally, it can be stated that the CBO,
regardless of college enrollments, performs essentially

the same functions.

Essentialness of the Functions

Thirty-three of the thirty-seven functions were
considered to be highly essential or essential. Both
groups responded 100 per cent in support of the essential-
ness of functions: policy formulation, purchasing,

budgeting, payroll, accounting, data processing, student
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housing, auditing, and bonding. Fund raising, publi-
cation services, faculty and staff housing, and real

estate functions failed to receive at least a two=thirds

consensus by both groups.

Supervisory Responsibilities

The basic responsibilities of the CBO in executing
the functions can be classified in two categories: broad
supervision and direct supervision.

The following functions, classified by resource
category, received at least a two-thirds response by

both groups as involving broad or direct supervision.

Resource Planning Resource Property Maintenance
None Inventory
Resource Procurement Maintenance of Equipment

Collection of Student Fees Maintenance of Facilities

Purchasing Maintenance of Grounds
Resource Allocation Resource Staff Maintenance
Budgeting None
Payroll Resource Development
Resource Fiscal Maintenance Investment
Accounting Leadership
Resource Administrative Resource Protection
Services
Auditing
Food Service
Bonding
Student Store-Bookstore
Insurance

Transportation
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Time Demands

Only three functions--budgeting, collective bar-
gaining, and accounting--received at least a two-thirds
consensus response regarding the.time required by each
group. It appears that the diversity and breadth of
functional responsibilities do not encourage spending
an inordinate amount of time on a few selected functions.
The presidents, two-thirds responding, mentioned that
functions purchasing, payroll, and auditing required
extensive or considerable time demands.

The factor of college size appears to have some
bearing on the amount of time spent supervising selected
functions. The CBO's frém the smaller colleges mentioned,
at least two-thirds, that they spend extensive or con-
siderable time executing the information systems, leader-
ship, purchasing, and auditing functions in addition to
those functions identified in all three groupings by size,
The larger the college the greater the time spent with
policy formulation and leadership which fall into

resource categories planning and development.

Critical Functions Established

The verified functions performed by the CBO were
compared with "essentialness™ and "assignment." Eighteen
functions received at least two-thirds responses from
each group in categories "performed," "essentialness,"

and "assignment" (broad or direct) and are, therefore,
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considered to be the critical functions performed by

the CBO. These are classified by resource category as

follows:

Resource Planning Resource Property Maintenance
None Inventory

Resource Procurement Maintenance of Equipment

Collection of Student Fees Maintenance of Facilities

Purchasing Maintenance of Grounds
Resource Allocation Resgsource Staff Maintenance
Budgeting Personnel Management
Payroll Resource Development
Resource Fiscal Maintenance Investment
Accounting Leadership
Resource Administrative Resource Protection
Services
Auditing
Food Service
Bonding
Student Store-Bookstore
Insurance

Transportation

Organizational Considerations

The presidents and chief business officers were
in basic agreement (more than two-thirds responding) that

the chief business officer should:
(1) Be a member of administrative councils;

(2) Provide direct assistance in the development,

evaluation, and control of operations;



(3) Report directly to the president;

(4) Be a member of standing and/or special study

comnmittees; and

(5) Be a consultant to those officers responsible for

obtaining financial support.

Areas of disagreement were centered around holding
faculty rank and having an organizational rank higher
than the academic dean. In both cases, a much higher
percentage of chief business officers responded that
they should hold faculty rank and have a higher organi-
zational status than the chief academic officer.

Although two~thirds of each group did not respond,
the majority, however, indicate that the CBO should hold

a staff position in the organization.

Required Skills

The CBO's are perceived, at least two-thirds of
each group responding, as requiring three very important
gskills: budgeting, organizing, and leadership. 1In
addition to these three skills, the presidents (at least
two-thirds) felt that the accounting and analytical
skills were also "very" important. Only one other skill
received more than a two-thirds response--the long-range
planning skill which was considered important by the

presidents. Several skills, although not mentioned
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by two-thirds of either group, emerged as being least

important--legislative relations and public speaking.

In-Service TrainiqgﬁNeeds

Both the presidents and business officers see
management systems as being the most important in-service
training need. Personnel management and collective bar-
gaining received fifteen and ten responses respectively
by the business officers. Disagreeing with the business
officers, the presidents indicated that the business
officer required improvement in his personal relation-
ships. Personnel skills, leadership, and human relations
were identified by the presidents as being important in-

service training considerations,

Interview Results

Other Functions

The business officers identified in the question-
naire, and verified in the interview, eight functions in
addition to the thirty-seven: board relations, borrowing
of finances, college services (telephone, duplication,
etc,), professional development, federal and state
reporting, cashiering, building and construction, and

public relations.
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Frequency of Contact

During the course of a week's activities, the
business officer comes in contactl most frequently with
the president, accountant, controller, director of
physical plant, dean for student affairs, and the dean

for academic affairs.

Job Difficulties

The business manager mentioned that he had the
greatest difficulty functioning, when he assumed the
position as CBO in accounting, collective bargaining,
budgeting, personnel management, planning, and plant

management.

Professional Growth

Only one organization, The Michigan Community
College Business Officers Association (mentioned 12
times) is used on a regular basis as a resource for
professional improvement. Periodicals, used for the

same purpose, were headed by College and University

Management, U.S. News and World Report, and University

and School Business. Only one person responded that the

Junior College Journal was used as a resource, and that

very sparingly.

lThose individuals mentioned four or more times.
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Policy Involvement

The involvement of the business officer in the
formulation of policy was identified throughout the study
as being a significant area of disagreement between the
chief business officers and the presidents. In the
interviews, the business officers perceived that they
were in a position to influence policy, that they in
fact did influence crucial policy decisions. They did
not, however, perceive that they exerted "undue" influence
on the academic and student personnel programs. More
than two-thirds responded that they should at least par-

ticipate in the formulation of college-wide policies.

Conclusions

Several conclusions may be made based on the
findings of the study.

First, the primary emphasis and thrust of the CBO's
responsibilities is to be a manager of college resources,
The majority of his functional responsibilities fall
within resource categories: allocation, administrative
services, property maintenance, fiscal maintenance, and
resource protection.

A second conclusion that may be made is that
although there are a substantial number of functions to
be performed, the CBO's time tends to be concentrated
in a few selected areas; budgeting, collective bargaining,

and accounting (mentioned as requiring extensive and
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considerable time demands). Although the remainder of

the functions were more frequently mentioned as requiring
some or little time, this does not lessen the significance
or importance of the function to the operation of the
college. Bonding, as an example, is extremely important
to the safety and protection of college resources. How-
ever, the amount of time required to establish bond
criteria may be very little, as demonstrated in the
findings,

A third conclusion pertains to the selection cri-
teria for hiring a CBO., Based on the findings, the first
priority would be to locate a person with skills in
accounting, analyzing, budgeting, leadership, and
organizing, Other skills considered important are
negotiating, persuasion, long-range planning, and per-
sonnel management. Skill requirements considered least

important are public speaking and legislative relations.

With the advent of new and approved management
concepts, i.e,, systems anélysis, management by objec-
tives, and others, a majority of all respondents (presi-
dents and CBO's) indicated that management systems should
receive the highest priority for in-service training.
Next, in order of importance, is a need for seminars
and conferences on personnel management techniques.

This topic received the largest response by the CBO's.
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Of interest is the president's concern that the
CBO improve in the area of personal skills (8) and
leadership (5). In neither case did the CBO recognize
these as important areas for improvement. Perhaps this
indicates the existence of a communication gap between
the CBO's and the presidents.

Three areas--budgeting, accounting, and collective
bargaining--emerge as areas worthy of both pre-service
and in-service training programs. All three emerged as
being critical functions. All three ranked within the
top five areas considered most important for in-service
training programs. These areas were also ranked (Table
4-14) one, two, and three in the responses obtained
through the interview as being areas that were "per-
formed with difficulty" resulting from "inadequate
formal training.”

It would appear that the core curriculum for
CBO's be developed to include accounting, collective
bargaining, budgeting techniques, personnel management,
and leadership. Related curriculum offerings should
include data processing, insurance, investments, and
legal matters (business law).

It would appear that the CBO's are involved in
policy making (Table 4-18) and perceive that they do
play a role in influencing policy decisions. It is

important to note, however, that they do not see
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themselves exerting "undue" influence. One may draw the
conclusion, however, that the involvement in policy
decisions, as they influence total college operations,
including academic and student personnel functions, is

more important to CBO in the smaller college than to the
CBO in the larger college (over 5,000). A CBO from a large
college commented that he "didn't care what they (the
academic and student personnel functions) did, as long as
they had sufficient finances to meet the obligations."

It would seem that the most appropriate placement
of the CBO in the organization would be in a staff
position with line responsibilities for his functional
areas. His primary focus should be on keeping an
accurate account of available revenues and, when policy
affecting expenditures is being discussed, he should
provide assistance in determining the best way to
utilize these revenues.

Perhaps a communication gap is partially respon-
sible for a lack of understanding as to what functions
are performed by the chief business officer. Each busi-
ness officer was asked to return a copy of his job
description with the questionnaire. Less than half
returned a job description or indicated that they had
a formal job description. Most of those that were

returned did not give explicit descriptions of their
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job responsibilities. Perhaps the absence of a formally
prepared description is an indication of a lack of
communication.

Colleges of a larger size tended to demonstrate
less involvement of the chief business officer in direct
supervisory and/or active participation in executing the
functions. It is likely that the larger the college the
greater the number of support staff to handle detail
and, therefore, the more involvement of the chief busi-
ness officer in broad supervisory responsibilities,

Since budgeting has policy and long-~range plan-
ning considerations, it would stand to reason that policy
formulation and long~-range planning, in this study con-
sidered as separate functions, would also be placed high
in terms of essentialness and time demands. The fact
that they were not can only be assumed that the president
considers himself as the formulator of policy for board
of trustee action.

With the advent of unionism collective bargaining
was mentioned frequently as involving great amounts of
time. 1In a state where collective bargaining is the
rule rather than the exception, the chief business
officer must spend considerable time either acting as
the agent for the board of trustees, or if not, then

acting as a resource person for the chief negotiator.
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Topics for Further Research

As frequently tends to be the case, many research

efforts raise more questions than they answer. This

would also seem to be true with this study. Several

areas emerged where related research might possibly

strengthen the findings.

(1)

(2)

(3)

A comparison should be made of the chief business
officers' functional responsibilities in the
public, independently operated community junior
college with those functional activities of his
counterpart in private junior colleges and/or
community junior colleges operating under the

jurisdiction of a K-12 board of trustees.

A similar study, using the same questionnaire
format, could be expanded to determine what
would be the ideal functional involvement and
functional interrelationships of the chief

business officer.

A more detailed study might be done to determine
the functional competencies required of the

chief business officer. 1In this study, a pre-
liminary list of functional skills was identified
which might be expanded and clarified for pur-
poses of determining the reliability and validity

of the findings.



(4)

(5)

(6)

97

A comparison of the functions performed by the
chief business officer might be conducted to
determine similarities of functional responsi-

bilities with K-12 business managers.

A comparison of the responses given to the
functions policy making and leadership indi-
cated that the perception of the president 4dif-
fered considerably from that of the chief busi-
ness officer. Further research may be in order
to determine the conceptualization process of
each group as they responded to these two

functions.

A study designed to include a larger sample of
multi~campus operations would increase the

reliability of the findings in this study.
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APPENDIX A

QUESTIONNAIRE SENT TO THE CHIEF

BUSINESS OFFICERS

A STUDY T0 ESTABLISE AND CLARIFY THE FUNCTIONS AND SKILLS
REQUIRED OF
SELECTED MICHIGAN COMMUWITY COLLEGE CHIEY BUSINESS-FINANCIAL OFFICKRS

Response Cuide to Part I

Please fFold Out and Read Instructioms

98
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TEE DESCRIPTION
Or THE FUNCYION

RESPOMSE GUIDE FOR PART 1 OF THE INVENTORY

2Im

THE ESSENTIALNESS
OF THE FUNCTION

3.00

THE ASSIQRMENT
OF THE PUNCTION

4.00

m -

How would you judge the
accurscy of the statemsnt
pertaining to this func-
tiom?

HBow would you judge the
sssentialness of the stated
function to the operaticn
of your college?

Your assignment in relat .on-
ship to the activities
associated vith this fus:-
tion is best descridbed as

How would you messure your
time spent in activities re-
lated to this fwmction?

1l = 1s wot a function ot
your isstitution. (1If
1 is mot a fuaction,
procsed to the maxt
stated functiom.

2 = Accurate as stated

3 - Accurste with slight
mdification required

4 - Accurate with ssjor
modification required

5 = Insccurste

If magware 3, 4 or 5 vere
given, plesse modify the
!-ctiuusmdﬁu
commsnts are requested.

1 -~ Bighly essential
2 - Esseatial
3 - Sonsvhat essestial

4 = Kot ssemtial

KEY
1 - Brosd Supervision
2 - Direct Supervision
3 - Assisting is Supervision

4 = Active participetion with
w0 Supervision

5 - Occasional Comtridution
6 - Not lavolved

1 - Extensiwe
2 =~ Considersble
3 - Som

& - Little

5 « Nome

66



instructions

Pav: !

Part [ consiscs v s otatement describirg a function thought to be performsd by the chief businese-financial
officer, Please Tesd the statemert and ;rovide on the snswer sheet the status of ‘he function at your collepe:
your evalustioz of if° essentialness; viur invoivement in executing the function; md, time demands.

Examples:
3 - 1 2 2
The Accounting Functicn Description Essentialness Assignaent Time Demands
Comments:
— ———
The Faculty and Staff Housing Function Description Essentialness Assignmsut Time Demands
Commants:
The Student Loan Function Description Rssentialoess Assignasnt Time Demands

Comments: Responsibilities extend bayond just the "loma" sspect. In-
volved in keeping records for other student finsncial aid:
state scholarships, Law Enforcement Educatiom Prograa (LEEP),
work study aad others. .

TURN TO PAGE 1

00T



Page 1.

1.

THE ACCOUNTING FUAICTION - Those activities parformed by the chief finsncial officer designed (1) to meintain
sa accursts record of al fimascial transactions (2) to clessify sccounts according to the Accoumting Memual,
State Departmeat of Bducation 1969, (3. to record and report all financial tramsactions by account, (4) utilise
a standard sccountfng terwinology, ari (5) to esteblish intermal coutrol and sudit procedures. 1llustrated

Assignassts: Prepare mouthly fiunsmcial report . . . prepare ammusl financial report . . . provide cost/bensfit
compariscn data . . . Teceive and account for all funds . . . ete.

2.

THE AUDITING FUNCTION -~ “hoss activitiss performed by the chief finsmcial officer designed (1) to insure proper
accounting of revesws received to the sppropriste fumd accomt, (2) to imsure asccuracy in the accounting of
axpenditures to the sppropirate capemditure sccount (3) to imsurs proper accowmting of inter fund sccoumt trame-
actions, (4) safeguard sasets of the college, (5) to check accuracy and reliability of accounting data, (6) to
promote operaticaal efficiency, (7) to reduce errors and discourage misuse of fumds. Illustrsted Assignmente:
Prepare all documents for suditing by extermal auditor . . . establish controls so that no one person should bave

complete comtrol over all sspects of finmmcisl transsctions . . . prepare statemsnts mnd supporting achedules for
the anawal finmmcial report . . . ete.

3.

THE SOMDING FUNCTION - Those activities performed by the chief financial officer designed (1) to insure that the
college will be recompensed if mn employss or a comtractor fails to perform his obligations; snd (2) to insure
that losses due to the dishooesty of am employse will be recovered. Illustrated Assignments: Securing performsmce
paysent bonds vhen retaining contractors . . . securing boods for staff handling large sums of momey . ., . etc.

THE BUDGETING YUMCTION - Those activities performed by the chief financial officer designed {1) to identify in
cooperation with the chief scademic officer and chief student persomnel officer desired programs (2) to assist
the president and the board in determining allocation policies, (3) to notify state and local support agencies

of finsncial needs, (&) to prepare budget in keeping with the long-range financial plan. Illustrated Assigements:
Estimate current funds revenue and expenditures . . . prepare budget request foX state support agencies . . .
prepare snnual budget needs for college . . . prepare long-range financial needs of college . . . etc.

THE CAMPUS PLANNING FUNCTTION: Those activities performed ty the chief financial officer decigned (1) to develop
and/or maintain a plan t-at will permit an ovderly and useful improvement end rehabilitatior of plant faciliries
and land, (2) to oversee the implementation of changes to facilities and land. Illustrated Assignuects: Analyze
current space utilizetion . . . obtain projected requirements for changes in ousbers of student3 and staff . . .
assist in obtainiug reliavle professicnals {axchitects & engineers) . . . sevve on a campus 7lanning committee

. . . etc,

T01



RESPONSE PATTERRS

Page 2.

1. DESCRIPTION ESSEFTILLNESS ASSIGMENT TIME DEMANDS
COMMENT :

2, DESCRIPTION ESSENTIALWESS ASSIGQOENT TIME DEMANDS
COMMENT:

3. DESCRIPTION ESSENTTALNESS ASSIGNMENT TIME DEMANDS
COMMENT ¢

4. DESCRIPTION ESSENTIALNESS ASSIGNMENT TIME DEMARDS
COMMENT :

S. CESCRIPTION ESSENTIALNESS ASSTGNMENT TIME DEMANDS

COMMENT:

(A



Page 3.

THE COLLECTION OF STUDEM. FEES FUNCTION: Those activities performed by the chiaf financial officer designed to
sssist the registration ifice in assuring accuracy and safety in the collection and accounting of gll tuitiom

snd fees. Illwstrated :+signmsmts: Ll-.cate nscessary equipment and staff in registration area . . . hire security
guards . . . check a1l « -llections wi -h credit hour registrations . . . ete.

7'

THE COLLECTIVE BARGAINIL. FUNCTION: Those activities performed by the chief financial officer designed (1) to
assist the board of trusrees, whether by dirsct or indirect involvemsnt, {n establishing the vorking conditions
for faculty, custodial, .:d clerical staff through the negotiation process, (2) to exscute the terms of the nego-
tiated agreemsnt reducin. grievances and conflicts to a minimum level. Illustrated Assigmments: Directly res-
pensible for representir the board of trustees . . . calculate and determine the cost of the negotiated agree-
zent . . . do salary cc ' studies of persoms in similar positions . . . etec.

THE DATA PROCESSING SFRVICES FURCTION: Those activities performed by the chief financial officer designed

(i) to facilitate an oruerly collection of pertinent data (2) to develop a system that provides immediste
retrieval of data (3) tc serve the college community (instructional, student and financial areas). Illustrated
Assignments: Writes prourams for collection and dissemination of data . . . prepares payroll checks . . . pre-
pares monthly budget reports . . . prepares and disseminstes grade reports . . . ete.

THE ENDOWMENT AND FUND MANAGEMENT FUNCTION: Those activities performed by the chief financial cfficer designed
{1, to preserve the principal domated to the college, and (2) through investment to obtain the greatest in-
terest return for college use. Illustrated Assigmments: Estabiish policies to insure integrity is maintained
with donors . . . establish procedures for use of funds a8 investment potential . . . etc.

10.

INE FACILITIES UTILIZAT N FUNCTION: Those activities performed by the chief financial officer designed to
insure effective and ef - .lent use of ccliege facilities. Illustrated Assignments: Identify space tvpe,

size and number of stude t stations . . calevlate percentage use of space (hours used per week - weekly
stuaent station use) . . etc.

€01



Page 4.

6.  DESCRIPTION ESSENTIALNESS ASSTGNMENT TDE DRMARDS
COMMENT :

7.  DESCRIPTIOR ESSENTIALNESS ASSTCRMENT TOHE DENANDS
COMMENT :

8. DESCMIPTION ESSENTIALRESS ASSIGREDNT TE DOwDs
COMMENT:

$. DESCIPTION ESSENTIALRESS ASSTCIRGNT TR DOSAUDS
COMMENT:

. 10. DESCRIPTION ESSDITIALIESS ASSICRMENT THE DBMANDS

Vot



Page 5.

il.

THE FACULTY AND STAFF HOUSING FUNCTION: Those activities performed by the chief finan: lal officer designed ro
insure adequate housing 1s made avaiiable for faculty, professional/sdwinistrative anc support staff. Illustrated
Assigoment: Purchase or lease housing units . . . mssintain property as needed . . . p.rchase insurance for proper~
ty and occupant protection . . . establish policy guidelines for determining occupsntc . . prepare procedural
guideiines for use of property by occupant . . . etc.

———m e s e - e - —

[ 34
P

THE FFUERsL RELATIONS FURCTION: Thosc activities performed by the chief financial officer designed (1) to be
knowledgeable of possible federal support for college programs, (2) to have an adequate knowledge and understand-
ing of requirements for federai gssistance, and (3) to maintain adequate records complying vith federal reporting
requicements. Illustrated Assijuments: ‘'Prepare forms requesting federal assistance . . . establish accounting
procesures complyisz with feders! guidelines . . . make periodic audits of federal expenditures . . . complete
federa. forus (HEGIS) requestin; firancial information . . . establish guidelines for use and disposal of federal
equipneznt . . . eLc.

13.

TRE FOOD SERVICE FUNCTION: Those sctivities performed by the chief financial officer designed (1) to provide
reasonably priced quality food for comuting students and staff, (2) to provide food service for special groups
entertained oo campus. Illustrated Assignments: Identify student food likes and disitkes . . . purchese and
mintain food preparation equipmsnt . . . provide staff . . . compare food prices with nearby retail outlets . . .
reports of nusbers of studeats served, numbers of seals served, and cost per msal serv:i . . . etc.

14.

TRE FUXD RAISING FUMCIION: Those activities performed by the chief financial officer designed to bring revenue
iato the college in addition to revemue received from regular sources i.e. local tames, state aid, tuition.

Illustrated Agsignments: Prepare for éistribution of fissncial need . . . establish :ccomting procsdwres to
haodle revenuss . . . Bake periodic reports of collactions and disbursemsats . . . et:.

15,

TEE INFPORMATION SYSTIMS FUNCIION: Those activities performed by the chie’ financial ofticer designed (1) to
facilicate the accamlatiocn of voluminous rasdom informstion quickly and accurately, (2) to provide storage of
the collacted data in a central repository, (3) to provide a system for snalysing snd !{sseminatimng the data
effactively and efficiently. Illustrated Assigmments: Payroll records . . . Inweatory control amd reorder

notices . . . allocation of payments to intersst and principal . . . budget msnagement . . . accounts paysble
- L] » .tcl

SOT
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11. DESCRIPTION TSSOTIALIESS ASSTGRENT TS DRMARDS
COMMENT:

12. TDEsChPriON ESSOMIALIESS ASSICRENT TOE DRGIDE
COMMENT :

13. TSGIITIN TSTTIALIRSS ASEIoRENT TH& thaios
COMMNT:

14, DESCHIPTION TSSETIALIESS ASSIGRENT Tk DaaDs
COMSNT :

.15.  DESCRIPTION TSEOTIALNESS ASSTRTNT TIE DDMARDS

90T
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TEE INSURANCE FUNCTION: Thoss activities performed by the chiaf finsncial officer designed (1) te {asure that the
college is protected against perscnal 1isbility claims, (2) to insure that damage to amd/or loss of college proper-
ty wvill be replaced at minimm cost to the college. 1Illustrated Assignments: Determine type and asowmt of {n-

surance required . . . provide imput to coordinator responsible for protection of persons and property . . . to
reduce hazards to perscns sad potemtial loss of property . . . select insurance carrier . . . ete.

17.

TEE INVESTMENT FUNCTION: Those activities parformed by the chief financial officer designed to insure that all
Widle" incoms is returning additional fncoms to the college. Illustrated Assignments: Secure the services of
s competent investment advisor . . . identify funds that have income for investment . . . be acquainted with

state snd federal regulations for investment of public funds . . . sssist governing board in determining invest-
ment policy . . . ete.

18.

TEE INVENTORY FUNCTION: Those activities performed by the chief fimsmcial officer designed (1) to maintain

sn accurate record of the value of all physical plmt snd equipmeut sssets for purposes of replacement in case
of loss by fire or thaft, (2) to maintain accurate records of equipment received from special gifts end federal
grants requiring pariodic sudits. Illustrated Assigoments: Establish policies and procedures for emecuting
guidelines . . . perform an smnual {nwventory L .. . develop a manual of standarized terminology . . . pre-
pare snnual listing of obsolets or non-fumctional equipment for sale by bid . . . ete.

19,

THE LEADERSHIP FUNCTION: Those activities perforwed by the chief financial officer designed (1) to cooperatiwvely
daternine vith staff the goals and objectives of the buisness operations and (2) to stimulate the cooperation smd
participation of the staff in reaching the stated goals and objectives effectively and efficiently., Illustrated
Assignments: Bold steff meetings for dewveloping goals and objectives . . . develops plans for increasing subor-
dinaste motivation . . . provide opportunities for subordinates to grow and mature . . . etc.

Az

zo.

THE LEGCISLATIVE FUNCTION: Those activities performed by the chief finmncial officer designed (1) to maintism
open and effective commmication with legislators and the legislative pro:ess, (2) to provide every opportunity
for the college to benefit from legislatiwe sctioms, (3) to propose and support legislation that will be
beneficial to the college. Illustrated Ass ts: Perscnal coutacts with legislators representiag the college

. + . maintaining knowlsdge of proposed snd pemding legislation . . . maintaining contact with legislative staff
mabers . . . ste,

LOT
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16.  DESCRIPTION ESSENTTALNESS ASSIGIRMENT T DEMANDS
COMMENT:

17.  DESCRIPTION ESSENTIALNESS ASSICIRMENT TDE DOWNDS
COMMENT :

18,  DESCRIPTION ESSENTIALIESS ASSTGRGENT TIME DEMANDS
COMMENT :

19,  DESCRIPTION ESSENTIALNESS ASSTGENT TDE DEMANDS
COMMENT :

20,  DESCRIPTION ESSENTIALNESS ASSTCRMENT TIME DEMANDS

80T
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21. THE LONG RANCE PLAMNING FUMCTION: Those activities performed by the chief financisl officer designed (1) to
provide the college with smticipated expenditure requiremsnts for facilities, staff end related activities and
(2) to assist the collegs in making exrenditure commitments in keeping with amticipated revenues. Illustrated
Assignuents: Obtain long ramge data nertsining to amticipated increase in property value . . . prepare long

range revenus projactions . . . obte.n loug range cost of living data . . . prepars an snalysis of cost/revenue
factors . . . stc.

22. THE MAINTERANCE OF BQUIPMENT FUNCTION: Those activities performed by the chief financial officer designed 1)
to insure that all equipmsnt used for instructiomal purposas is in working condition and (2) to insure that all
squipsent used for building and grounds maintensnce is availsble in working conditfion. Illustrated Assignwsuts:
Provide a well equipped shop for msking equipment vepairs . . . maintains a list of servicessn in the commmity
+ + . keeps records of all equipment repairs and msintenance activities . . . obtains service contracts for
costly items and large groups of items (typewriters) . . . ete,

2). THE MAINTEMANCE OF FACILITIES FUNCTION: Those activities performed by the chief financial officer designed (1)
to insure proper functioning of mschamical equipment, (2) to maintain sesthetically plessing and attractive study,

learning, and work aress, (3) to provide a system of preventative msintenance. Illustrated Assignments: Minor
plumbing, electrical, and woodworking maintenance . . . etc.

60T

2%, THE MAINTEMANCE OF GROUWLS FUNCTION: Those activities performed by the chief financial officer designed (1) to
provide an sesthetically pleasing and attractively landscaped campus, (2) to insure safs and convenient walking

surfaces. Illustrated Assignments: Mow lowns . . . resove saow from valkways and parking sress . . . cultivate
shrubs and plants . . . ete.

!S. THE PAYROLL FUNCTION: Those activities performed by the chief financial officer designed (1) to insure that
personnel recelve their pay in the sppropriate amownt and as scheduled (2) to provide all informstion required
by federal and state taxing and retiresent agencies. 1llustrated Assignments: Prepare and distribute psyroll
checks . . . prepare W2 forms . . . prepare forms for retirement and social security payments . . . etc.
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. DRSCRIPTION ISSDIT1 ASSICRENT TR DEMAMDS
COMMENT ;

22. DESCRIPTION ESSENTIALNESS ASSICRENT TIME DEMANDS
COMMENT :

. DESCRIPTION ESSENTIALNESS ASSICRENT TIME DENANDS
COMMENT :

24, DESCRIPTION ESSENTIALNESS ASSIGRMENT TIME DEMANDS
COMMENT :

15, DESCRIPTION ESSENTIALNESS ASSICHMENT TIME DEMANDS

e

oTT
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26,

THE PERSOMNEL MAMAGOMENT FUNCTION: Those activities performad by the chief finamcial officer designed (1) to
provide a corp of compatent support staff, (2) to provide a system for recruitmsot, use, and developmsnt of
staff, (3) to maintain a high level of staff morsle. Illustrated thn: Becruiting and screeaing appli-

cants . . . establishing training rad supsrvisory programs . . . d ing salary and vage plans . . . maintain
personnel records . . . ete.

7.

THE POLICY PORMULATION FUNCTION: Those activities performed by the chief financial officer designed (1) to
assist the chiaf edministrator in {dentifying snd preparing policy recommsndations for board of trustees action

(2) and, to tramslate board policies into operational procedures and guidelines. Illustrated Assigiments:
Includes budgetary development and budget expenditure control . . . serves as & r of the chief adaministra-

tor's poliey formulating cabiost . . . ste.

28.

THE PROTECTION OF PERSOMS AMD PROPERTY FUNCTION: Those activities performed by the chief finmmcial officer
destigned (1) to insure the ultimmte safety for the physical well-being of students, staff, and mewbers of the

commmity, (2) to reduce damage to amd theft of college cvmed property. Illustrated Assigmments: Establish
a security force . . . estsblish system for periodic checks of facilities . . . develop inwentory coutrols
. . » .tcl

29.

THE PUBLICATION SERVICES FUNCTION: Those activities performed by the chief finsncial officer designed to
provide a system of reproducing accursately and expediently: Tests, brochures, college newspaper, and other
related materials. 1llustrated Assignmente: Purchases and maintains graphic reproduction equipmsnt . . .
establishes procedures for processing staff requests . . . prepares analysis of graphic reproduction costs

. . . maintains records of departmentsl coets snd allocates to the appropriate expenditure fumd account . . .
etc.

TEE PURCRASING FUNMCTION: Those activities performed by the chief financial officer designed (1) to insure
that faculty and etaff have ready access to supplies and aquipment without hindering the tsaching and service
activities of the college, (2) to insure that the greatest scomomy of college funds is schieved, (3) to insure
that purchasing procedures will protect the integrity of the governing body and staff of the college.
Illustrated Assignments: Establish bidding procedures . . . develop standards for equipment and supplies . . .

aalncain records of purchase orders, vendors, price inforsstion, etc. . . establish procedures for disposing
surplus equipment and supplies . . . etc.

11T
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26. DESCRIFTION ESSENTIALNESS ASSIGAERT TINZ DEMANDS
COMMENT :

27, DESCRIPTIOR ESSENTIALMESS ASSI TIME DEMANDS
COMMENT :

28. DESCRIPTION ESSENTIALNESS ASSLGOENT TIME DEMANDS
COMMENT :

29. DESCRIPTION ESSENTIALNESS ASSIGRMENT TIME DEMANDS
COMMENT:

30. DESCRIPTION ESSENTIALNESS ASSIGNVENT TIME S

COMMENT:

AN
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3.

THE REAL ESTATE PROCRAM FUNCTION: Those activitiss performed by the chief financial officer designed (1Y to
locate and puzchass property for expamsion and/or relocation of collsge facilities and (2) to purchase rroperty

that may bring fimsncial bepefit to the college through lessing or selling for a profit. Illustrated Assignments:
Purchase property . . . maiutains property . . . reats or lesses property . . . etc.

TuR SALARY AMD WACK DETEMNINATIUN FUNCTIUN: fThose sctivities performed by the chiaf finsncial officer Jesigped
to secure sad retain & cowpstent staff by paying salaries competitive with local businesses and other

institutioss engaged in educatiomal activities. Illustrated Assigeemsats: Assesbles snd amalyzes selccted
data . . . etc.

3.

18K STUDEWT ACTIVITY FUND %%.3 Those activities perforwed by the chief fisancial officer designed to
essist student operated orssmisations ia maia ' received and ex

penditures msde. 3 Dul.hmtu. m?- eﬂomw&dth €o systes . . .
perfora periodic t + « « provide pariodic fwad status Teports . . . ete.

€T1T

L)

L4

!

TR STUDENT BOUSING FUMCTION: Those sctivities performsd by the chief fimancial officer designed to provide

suitable housing accomodations ca campus for students living Deyond a reasomsble commuting distemce. Illustrated

%&: laspongidble for staffing ssd providing food aad msintensmce services . . . collaction of housing
rges . . . solving problems cooperatively with the studeat parsonnel staff . . . ete.

THE STUDENT LOAN FUNCTION: Those activitias performed by the chief finsrcisl officar designed (1) to insure
complimce with federal, state and dosors regulations and requiremsnts and (2) to work cooperatiwely with the
chief fissmcial aid officer in maiataining accurate sccomnting of fumds received sud spemt, Illustratet

Assigpmsats: Complate end file forms and reports with sppropriate agemcies . . . establish sppropriate s-.count-
ing procedutes . . . ete. ’
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31.  DESCRIPTION ESSENTIALNESS ASSICRRENT TG DENANDS
COMMENT :

32.  DESCRIPTION ESSENTIALMESS ASSTQNEINT TIME DEMANDS
COMMENT :

33.  DEsCxIPTION TSSENTIALIESS ASSTGRENT
COMMINT:

%, TECKPTIoN TSSENTIALIESS ASSIGeENT TR DDANDS
COMENT:

35,  DESCRIPTION ESSENTIALNESS ASSTCRENT TDE DRMANDS

Vit
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3.

THE STUDENT STORE - BOOKSTORE FUMCTION: Those activities performed by the chief fingncial officer designed to
provide a nacessary and convenient service to students, faculty and staff. Illustrated Assignwents: Conduct
periodic supply inventory . . . comduct market analysis to determine customer needs . . . conduct cost compari-
son vith nearby retail outlets . . . etc.

37.

THE TRAMSPORTATION FUKCTION: Those activities performed by the chief financial officer designed to provide an
efficient and effective means of transporting staff, classes, athletic teams and others to and from their
designation. Illustrated Assignments: Establish procedures for routine vehicle msintenance . . . establish
procedures for requasting and returning vehicles . . . develop emergency procedures . . . purchase appropriate
liability insursnce coverage . . . establish guidelines snd regulations for operating vehicles . . . prepare
cost analysis of wvehicles driven . . . etec.

Other: Plesse list other fumctions that you 2.

perforn. 1f tiwe permits, provide s brief descrip-
tion and give illustrated sssigrments.

43,

3.

40.

45,

41,

‘6.

S1It
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DESCRIFTION

ESSENTTALNESS ASSTCRENT

TIIE DEMANDS
COMMENT :

37.  DESCRIPTION ISSEFTIALRESS ASSTCRGENT TIME DEMANDS
COMMENT :

PLEASE POLD RESPONSE GUIDE
AND
CONTINUE TO PART II - PAGE 17
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23 JII - FUNCTIONAL INTERRELATIONSEIPS

Page 17.

} P
Bow should the chief business-finzncigl officer be incorporated into che organizat. 1l stru-ture? What functional interr

tizaships snould he have with othar staff?
and observations to juige vhether the ideas

ness=firanzial officer.

please check the appropriate box.

1o wvhom should he be vesponsibie? You are asked o draw upon your expereince

gresented hare are sppropriate functional fnterrelationships for the chief bus:
As you read each {tem, do vyou agree thet the statement is appropriate?

As you judge each statems

Functiocoal Interrelationships

;
1

Opiniom

5.10 Locus of Power

The chief business-financial officer should:

3.30 Circle of Influsnce
5.1
5.32
5.33

5.11 hold a staff position, d ]
5.12 mepoxt diractly to the president. O D
5.13 report to the executive vice-president, O —d
5.14 report to the acsdemic desn. C O
5.1% report to the beard of trustess treasurer. [::] D
5.20 Rank The chisf business-finamcisl officer should have:
5.21 higher organization status then the chief scademic officer. C C
5.2 oqual orgenizaticnsl status with the chief scademic officer. O O
5.23 faculty rank | (|
a O
o «a
O O

The chisf business-finsacial officer should be:
s mamber of tha adwinistrative councils.
a member of staading sad/or spectal study committess.

s consultant to those offices responsible for obtaining finmm-
clal support.

000 |ooo |looooo |

5.40 aftnicion of Role
5.41

sl‘z

5.43

The chief business-financisl officer should:

ba & neutral independent separate from the actusl study of
ismediste problems.

be concerned vith providing direct sssistance in development,
evaluation end control of operatioms.

be comcerned with operational problems but be free of identifi-
cation with sny specific institutional policy or actica.

ooo
ooo

god
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Page 18,

®art II1 - REQUIRED SKILLS

What skills should be required of the chief business and finsncial officer if he is to parform the required functions sstis

factorily?! As you read each item, do you agree that the idea presented is am appropriate skill requirement for the chief

busivess-financial officer in your commmity collsge?

cating degres of importamcas.

As you juige sach statemsnt, please chack the appropriate box iadi-

Bequired Skills

Not
Isportant Isportamt

Yory

Important Opin

6.00 Skills

6.01
6.02
6.03
6.04
6.05
6.06
6.07
6.08
6.09
6.10
6.11
6.12
6.13
6.14
6.15

6.16

In ordar to amecute the stated fuactions the chief busisess-

financisl officer should possess skills in:
accoumntiag.

sbalysis.

budgeting.

legal matters.
iovestment.
leadership. .
legislative relatioms.
loog range plamning.
negotiating.
organizing.

personnel

mansgement .

policy forsulatiom.

public relatiouns.

public speaking.

parsuasion.

technical

report writing.

DoooopoOooODoOOODOODO

D DooDOoDoOoOo0oOoononon

00D0D0O0O0ODO0O0O0ODOO0D0
0 oo0oOoO0ooooOocoooong

Please add my others you feel sres importaat.

8TT



"‘. 19.

Part IV - SUPPLRENTARY DATA

7.11
7.12
7.13

7.4

7.15

7.16

7.18

7.19

Your Orgamizational Title

Years of smperience in present type of work (mot positiom)

Yall 1972 Besd Count Enrollmsnt (please check one) ,
] tess than 2,000 [T] 2,000 o 5,000 (] 5,001 co 7,000 ] ewer 7,000
Institution type

D $ingle Compus ] weicet Campus

Location of Main Campwe

[] urban Setting [CJ won-Urben Setting
In-Servics Trainiag Programs:

If s major university vere to provide in~service training programs for purposes of upgrading the
skill requiremsuts of chief business financial offfcers, list in order of priority thoss aress
that you would consider most valusble to you personally. Ixample: (1) Legislative relations, (2)
insurance programs, ()) salary and wage determination.

1. ‘.
2' s.
3. . 6.

Do you have s written job description ( ) Yes { ) WNo; Please include if enswer is yes,

Would you like to receive an sbstract of this study? ( ) Yes ( ) Ko

Name Address

Please return any information that you feel might be supportive of this study. Your response will
te appreciated.

6TT



APPENDIX B

QUESTIONNAIRE SENT TO THE PRESIDENTS



PART 1 - DETERMINING VUNCTIONAL AREAS OF RESPOMSIBILITY

The board of trustess, presidmmt and staff depend extmmsively ou the services performed by the chisf businese~
f#insacial officer. You ave ssked to draw wpon your supericacss and cbeervetisas teo juige whether the functioa
o8 fdantified is eppropriate for the chief buhuo—!h-ehl officer to perform. As you €
plesse chock the gppropriate box.

Part I A - IDENTIFICAZION OF THR FUNC-
TION =~ Would you say the fumction
idencified 18 a functien pecfermsd at
your college,

Is Is Vot
TUNCTION Poerforand Performad M!u-l

1,00 The Accownting Pumctiom

1.01 The Auditing Fumctiom

1.02 The Bounding Fuanctiom

1.03 The Budgeting Functioa

1.04 The Caspus Plaaning Punctioa

1,05 Tha Collection of Student
Teas Function

1,08 The Collective Bargaining
Puaction

1.07 The Data Processing Services
Funceion

1.08 The Endowvment Yund Manage-
msut Function

1.09 The Facilities Utilfsation
Punction

1.10 The Faculty and Staff Hous-
ing Punction

1.11 The Federasl Rslations
Punction

1.12 The Food Ssxvice Puaction

1.13 The Pwd Raisiag Function

1.14 The Informaticn System
Function

1.15 The Insurance Puncecion

1.16 The lovewtmant Fun~tion

1.17 The Inventory function

1.18 T™he Lesdership Puaction

1.19 The Legislative Function

oi|0|j0o|ojooooojo(oio|ojo|0|oo|o
o000 oo@|oj0Io|00|0|0(0|0(0|0

siojlololololo|ololo|lolom|ololo]io|olololo
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FUNCTION

121

ARB Fueve VN = NOELE YOU Say the fume~
tion identified is & fumstion porforn-

of st your osllage.
| O Is Wet

Performed Perforasd Parferund

1.20 The Long Renge Plaming
Pumction

1.21 The Maintsamnos of Bquip-
ment Function

1.22 The Maintenance of Facili-~
ties Function

s

1,23 The Huinteoance of Grounds
tunction

1.26 The Psyroll Function

1.25 The Parsonnel Managemant
function

1.26 ihe Policy Formulation
function

1.27 The Protection gf Persons

and Property Fumection

The Publications Services
Funccion

» The Purchasing Mmectien

-]
[}

1.30 The Real Estate Frogram
Punction

—— -

Tha Salary aud Wage Dater-
minution Function

1.32 The Student Activity Fund
Faiction

- —

1.33 The Scudent Housing Function

1.% The Student Loan Puncticn

1.35 The Student Score - Book-

store Function

1.38 The Trangportation Fumclion

olololololololololololololololo
olololoploopplplololololololo

gigjojopooopojo|o|o(o|o|(o|o

FUNCTION

Part I B - THE RSSENTIALNESS
low would you judge the esees!
atated fusction to the opera

Bighly

Essential Essential

888

|

i

E
ER
ls
E

3
|

———

2.00 1 ¢ Accounriag Funct’oa

2.0] 1n4 Auditing Functlion

2.0 fuo Bundiog Panction

2.03 lie Budgeting Panctlion

2.04 Tha Campus Planning Puaction

rmrEm. F ¢ g —

2.05 The Colluction nt Student
Fess Punction

2.06 The Collective Bargaining
Function

00100000
0|0(0(0]0|00

0 0100|000

0 0|0)0|0|0 |0



* 2.10 The Yaculty end Staff NHous~-

- 2,20 The Lomg Rangs Plasming

122

Pazt 1 B (Comt.) = THE ESSENTIALNESS OF THE
TUNCTION = Now would you juige the ssseatial-
ness of the function te the sparation of your

collapge?
Righly Somsvhat Not
PURCTION Essential Rssentisl Essential Essential

2.07 The Data Processiag Services
Paaction

2.08 The Badowment Fund Manage-
amt Fmction .

2.09 The Facilitise Utilisstiocn
Tunction

ing Pumction

2.11 The Pederal Relatioms Pumctiom

2.12 The Food Service Nhmction

2.13 The Pwad Raising Vunction

2,14 The Information System
PFanction

2.15 The Insurance Pumctioa

2.16 The Investmsat Puaction

2.17 Tha Iaventory Pwmction

2.18 T™he Leadershiy Punction

2,19 The legislative Punction

Pmmetion

2.21 The Maiatemance of Equip-
asnt Pmection

2.22 The Mainteasnce of Pecilities
Paaction

2.23 The Maiatenmce of Growmde
Tmction

1,24 The Payroll Punction

1.23 The Perecunsl Menagemsut
Pmaotion

2,26 T™he Policy Formulaciod
Faction

12.27 Tha Protection of Persous
asd Property Functioa

2.28 The Publications Servicas
Punction

1.29 The Purchasing Fumction

2.30 The Rsal Estats Program
Panction

2.31 The Salary end Vage Deter-
slustion Pwmction

vyppopppe@poopioopoiocicp|Djop|00pj0|o|o|0
Jjpooupejopopooppooooiooooiopioiolo|u
jjggpoopoocpoocpc|jo0pojojop|(00ololo|o|o
Jopooci;oppojopiooiop|o|ooio|oo|o|oioio

2:32 The Student Activity Pund
Pmecticn



the fumctisn to the eporstien of your eollegst
Sghly Semsuhet et
PUNCTION Bsomatisl Bsssatial Hsseatial Beseatisl
. ude: Bousin,
3 paction o = - - 0
2.34 The Student Loam Pumction D D D D
. ude - Book-

233 kere Fumctton (- -] [ -
2.3 The Tramaportation FPunction D D G D

FUNCTION

PART I C - THE ASSICIMENT OF THE FUNCIION - VWeuld you say that
relationship of the chief businses-finmmeial offfcer to the

e bost . dascrided ass

Dirvect

iIs

1
ﬁ
!

Oc. ssiomsl

Swpervision Supervisiom Swpervision Comtriiwtiom

|

3.00 The Accounting Function

O

3,01 The Auditing Funccion

3.02 The Bunding Punction

3.03 The Budgating Yunction

3.04 The Campus Plauning Function

3,05 The Collaction of Studeat
Yeaa Punction

3.06 The Collective Bargsining
Fuiction

3.07 The Data Proceseing Services
Fuaction

3.08 The Endowment Fund Manage-
sent Punction

3.09 The Pacilities Utiliszatioa
Punction

3.10 The Faculty sad Staff Hous-
ing Function

3.11 The Pedetal Relations FPunction

3.12 The Pnod Service FPunctiom

3.13 The Pund Raising Function

3.14 The Information Systew
Punction

3.13 Tha Insurance Punctien

3.16¢ The Investmsat Punctiom

3.17 The laventory Punctioa

3.18 The lasdarship Punctiom

ciop|0oCoopopooo|o|oio|nio

aioid|0|o)d|o;io00o00|oiao

g0 oo00000o|o|o|o|o|0

olololololololololollolololololololo

ololololplolblolololololollololaloln
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Pazt I G (Omat.) - THE ABSIONDENNT OF THE PUICTION - Weuld you say that the
asetgned velaticnship of the chiaf busimsse-finmmciel offieer co the fumec-
tisn esuld be best deserided as:

Mestotiop  Pareicip. .
e N T T i
3.19 The Legislativa Function am ]l ' 3 (- (B O]
3.10 The Long Rangs Flamaing . - - I (] -
3.2 The Malatenmes of Beuts- - C -] . 3 -
i = - o [ e R e =
3.23 The Maiatemance of Orvunds O Ol | = [ -
3.24 The Payroll Pumction = J (- - (. c
3.15 The Perscanel Hesagemeat - - - | (] (.
Y O O o o o o
37 The Protestics of Fapomn - (s - -] = |-
S i = N = N =T =T =T =
1.1 The Purchastng Puncticn o o o o o o0
%30 The Meal Ratate Progrem o O ] - J |
MEERSEN o o o o o o
e ~ N = T~ T = A — N =
LB 'l':‘:‘“tlll-t Nowsing - - = 4 O C
3.3% The Srudest Lees Pwmctics - Ol = - O (|
PRI o o o o oo
3.3 The Traneportatfos Pusction 1 Cl ) (. = 1

Pert I D -~ THE TINE DRMANDE OF THE FIAMICTION - From your ob-

servation vhat would you say are the time demends ou the chisf

businese-financial officer in performing the ststed function?
PUNCTION Eutensive Considersble

4.00 The Accomting Pemctios

Little

4.01 The Awliting Pmctisn

4.02 The Beading Pmetion

4.03 The Budgeting Pumction

4.04 The Conpus Plesming Pumction

4.05 The Csllostien of Student
e Pmeticn

0 [ojo|ofolo
0 plofojolofr
ooplopl

0 ool

0001000

!



chosrvattion vhat would you say ave the tiss demmnds e
the chisf bustnsse~finsmetal offiesry ia perfermiang the etased
funstion?

FONCTION Extensive Considersble Somn Littls Roms
4.33;:;::1.-1.. - = I 0o =
4.3 The Studssit Loan Pwmctien = - . 0 0
4.35 The Student Steve - Dook-

. Store Pumetion (- (- (| |/ ()

- 4.36¢ The Tremeportatios Pumction

- -] -] - =

II - FNCTIONAL DNTERAELATIONSHIPS - Now should the chisf business-finsmcisl officer be incorporsted iato
orgmisstisnal strucuture? What fusctional isterralatiomnships should he have with other staff? To vhom
s bo respensible? Yeu are ssked to drav upos yowr esperiesce aad obesrvatiocms to Judge vhether the
presented have are apyropriste fumctionsl interrelatiomships for the chief busimsss-financial officer.
t::.‘ eneh fitem, ‘:: you agres that the statemsnt is sppropriste? As you judge esach statement, please

S

Yo
Functional Intarrelstiomshipe Agres Disagres Opindon
35.10 Locus of Power The chief finsacial officer should:
. 5.0 hold a ataff positioa. C 3 (.
s.12 report directly to the president. O [ (.
5.13 vepoet to tha emscutive vice-presi-
dent. - (I 3
5.14 report to the scademic desa. D D (-]
5.13 repert to the board of trustses
- treAsuEar. ° e D D D
5.20 Rask The chief financisl officer should haves
5.21 higher organisation status thasn the
chiaf academic officer. (] - (I
S.22 oqual orgamisational etetus with
the chief academtic officer, 3 ] (-
5.23 faculty ramk. D D D

5.30 Carcle of Isflusase The chief fimancial officer should be:

5.9 s masber of the adainistrative
coumeils.

5.32 s samber of standing and/or speciasl
otudy committess.

3.3 s consultamt to those offfices Tes~
ponaible for ocbtainiag fimsmcisl
support.

0o
0
0

3.40 Definition of Rele The chief financial of ficer shoulds

S.41 be a neuwtral indapemdent separate
frem the actual study of immsdiate
problens.

.42 be concernad with providiag dirsct
assistenes ia developmsat, evelu-
atisn and centrol of operaticas.

5.43 be cencerued with eperatiosal
probleme but be free of identifi-

tien with specific tastite~
“u-ll nuey-:t action. D D D

0 0
o o
0 O




FUNCTION

126

Part I D (Comt.) ~ THE TIMR DEDAANDG OF THE FUMCTION -
a8e

your obsasvation vhat weuld yeu
the chiaf businsse-finsnstisl
function?

Extensive Considarable

b

i
!

i

4.06 The Collective Bargaining -
Function

4.07 The Date Processing Service
Punction

4.08 The Endownent Fund Manage-
meat Punction

4.09 The Facilities Utilization
Function

4.10 The Paculty and Stuff Hous-~
ing Funcrion

4,11 The Faderal Kelationg Function

4.12 The Food Service Function

4.13 The Fund Kaising Function

4.14 The Informstion System
Function

4.15 The Insurence Punction

4.16 The Investmsnt Punction

4.17 The Inventory Function

4.180 The Lsadership Punction

4.19 Tha Legislative Function

4.20 Tha Long Renge Planning
Function

4,21 The Maintenance of P.juip-
st Punction

4.22 The Maintenanca o! Factlfiries
Fui.ctica

4.23 The Maintenance -t Urounds
function

4.24 The Payrall funcrlon

4,25 '-r:u Personnel Manageuwent
Punction

%.26 The Policy Pormulaction
Function

4.27 The Protection of Persoans
and Property Function

4.28 The Publications Services
Punction

4.!9 The Purchasing Function

4,30 Tha Raal Estate Program
Punction

4.31 Tha Salary end Vage Dater-
nination Punction

4.32 The Student Activity Puad
Punction

pop |oojoiojoc|cpijooooopooeooooio|olo
oo oo opopoodo0D0oo|0DDIDIDDIDIEoIo|0
DDD_DDDDDDDDDDD.DDDDDDDDDDDDDig
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APPENDIX C

GLOSSARY--FUNCTIONS PERFORMED BY COMMUNITY
COLLEGE CHIEF BUSINESS OFFICERS

DEFINED AND ILLUSTRATED



8¢T

) ) ‘ m’ﬁ

1.

. 2

TEE ACCOUNTING FUNCTION ~ Those activities parformed by the chief financial officer designed (1) to maintain
an sccurate record of all financial tramsactiocas (2) to classify accounts sccording to the Accounting Msmusl,
State Department of Bducation 1969, (3) to record and report all financial tramsactions by account, (#) utilisze
a standard sccoumting terminology, and (35) to establish internal comtrol and audit procedures. Illustrated

Assignments: Prepare mouthly financial report . . . prepare snnual finsncial repert . . . provide cost/benefit

comparison data . . . receive and account for all funds . . . ete,

2.

THE ADDITING FINCTION - Those activities performed by the chief financial officer designed (1) to insure proper
asccounting of revenue received to the appropriate fund account, (2) to fnsure accuracy inm the accounting of
expenditures to the appropirate expenditure account (3) to insure proper accounting of inter fund account trams-
sctions, (4) safeguard assets of the college, (5) to check accuracy and reliability of accounting data, (6) te
promote opsrational efficiency, (7) to reduce errors snd discourage misuse of funds. Illustrated Mnigne::
Prepare all documents for suditing by external auditor . . . establish controls so that no one person should Bave

complete control over all aspects of finsucial transactions . . . prepare statements and supporting schedules for
the annual financial report . . . etc.

i

TEE BOMDING FUNCTION ~ Those activities performed by the chief finsncial officer designed (1) to insure that the

college vill be recompensed if s employee or a contractor fails to perform his obligations; and (2) to insure

that losses dus to the dishonesty of an employee will be recovered. Illustrated Assignments: Securing performance
payment bonds when retaining contractors . . . securing bonds for staff handling large sums of money . . . ete.

4,

TEE BUDGETING FUNCTION -~ Those activities performed by the chief financial officer designed (1) to 1demtify ia

coopecation with the chief acedexic officer and chief student parscunel officer desired programs (2) to assist
the president and the board in determining allocation policies, (3) to notify state and local support agencies

of financial needs, (4) to prepare budget in keeping with the long-range financial plan. Illustrated Assignments:
Estimate current funds revenue and expenditurss . . . prepare budget request for state support agencies . . .
prepars annual budget needs for college . . . prepsre long-rangs financial needs of college . . . etc.

[}

THE CAMPUS PLARNING FPUNCTION: Those activities parformed bty the chief financial officer designed (1) to develop
sd/or meintsin & plam that will permit am orderly and useful ixprovevent and vehabilitation of plant facilities
and land, (2) to oversee the implementstion of changes to facilities and land. Illustrated Assignments: Analyze
current space utilization . . . obtain projected requirements for changes in nusbers of students snd staff . . .

assist in obtaining relisble professionals (architects & engineers) . . . serve on a campus planning committee
- . L] .:c.

O XIaNIdddv
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!.( ‘ U
THE COLLECTINMN OF STUDENY FEES FIRICTION: Those activitics performed by the chief financial officer desipgned to
assist the cegistration office jn assuring accuracy and safety in the collection and accounting of all tuition

and fecs. Illustrated Assignments: Locate necessary equipment and staff 4n rcgistration area . . . hire sceurity
guards . . . check all collections with crcdit hour registrations . . . etc.

THE COLLLCTIVE BARCAINIRC FUNCTION: Those activitics performed by the chief financial officer designed (1) to

ass{st the board of trustees, whether by direct or indirect involvement, Iin establishing the vorking cenditiens
for faculty, custodial, and clerical staff through the ncpotiatien process, (2) to exccutc the teres of the nego-
tiated aprecrent reducing gricvances and conflicts to a miniwum level. Illustrated Assiprreonte: Directly rex-
ponsitle for represcnting the board of trustees . . . calculate and determine the cost of the ncgotiated agree-
went . . . do salary cost studies of persons in similar positions . . . etc.

THE DATA PROCESSING SERVICES FUNCYION: Those activitics performed by the chief financial officer designcd

(1) to facilitatc an orderly collection of pertinent data (2) to develop a system that provides imrediate
retrieval of data (3) to serve the college community (instructional, student and financial areas). Illustratel
Assignments: Writes programs for collection and disscmination of data . . . prepares payroll checks . . . pre-
pares monthly budget reports . . . prepares and disseminates grade reports . . . etc.

TUE ENDOWHENT AID FUMD MARAGEMENT FUNCTION: Those activitfes performed by the chief financial officer designed
(1) to preserve the principal donated to the college, and (2) through investment to obtain the greatest in-
terest return for collepe use. Illustrated Assipnments: Establish policies to insure intcgrity is maintained
with donors . , . establish procedures for use of funds as investment potential . . . etc.

10.

f

THE TACILITIES UTILIZATION FUNCTION: Those activities performed by the chicf financial officer designed to
insure effective and efficicnt use of college facilitics. Illustrated Ass’poments: Identify space type,

sizc and nuzber of student stations . . . cslculate percentage usc of space (hours used per weck - weckly
student staction usc) . . . ete.

621
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11.

"\ —

THE FACULTY AND STAFF HOUSING FUNCTION: Thoss activitfes performed by the chief financial officer designed to
insure adequate housing is made available for faculty, professional/administrative and support staff. 1Illustrated
Assignment: Purchase or lease housing units . . . maintain property as needed . . . purchase insurance for proper-
ty and occupant protection . . . establish policy guidelines for determining occupants . . . prepare procedural
guidelines for use of property by cccupant . . . etc.

12.

THE FEDEBAL RELATIONS FUNCTION: Those activities performed by the chisf finmmcial officer designed (1) to be
knoviedgesble of possible federal support for college programs, (2) to have an adequate knovledge and wmderstand-
ing of requirements for federal assistance, and (3) to maintain adequate records complying vith federal reporting
requirements. Illustrated Assigoments: Prepare forms requesting federal assistance . . . establish accounting
proceduras complying with federsl guidelines . . . make periodic audits of federal expenditures . . . complete
federal forms (HEGIS) requesting financisl information . . . establish guidelines for use and disposal of federal
equipment . . . ate. )

11

THE FOOD SERVICE FUNCTION: Those activities performed by the chief financial officer designed (1) to provide
reasonably priced quality food for commuting students and staff, (2) to provide food service for special groups
entertained on campus. Illustrated Assigneents: Identify student food likes and dislikes . . . purchase and
saintain food preparation equipment . . . provide staff . . . compare food prices with neardy retsil outlets . . .
reports of numbers of students served, nusbers of msals served, and coet per ssal served ., . . etc.

14.

THE FUND RAISING FUNCTION: Those activities performed by the chief financial officer designed to bring revenue
into the college in addition to revenue received from regular sources i.s. local taxes, state aid, tuition.
Illustrated Assignments: Prepare for distribution of financial nsed . . . establish accounting procedures to
handle revenues . . . mske periodic reports of collections snd disbursements . . . etc.

L

lsl

3

TRE INFORMATION SYSTEMS FUNCTION: Those activitiss performed Ly the chief finsacial officer designed (1) te
facilitate the accumulation of voluminous random informstion quickly snd ar.curately, (2) to provide storage of
the collected data in a central repository, (3) to provide a systems for snalyzing and disseminsting the data
effectively and efficiently. Illustrated Assignments: Payrcll records . . . laventory control sand reorder

notices . . . sllocation of payments to interest snd principal . . . budget msnagemsmt . . . accounts paysble
« .« . stc.

0€T
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THE INSURANCE FUNCTION: Those activities performed by the chief financial officer designed (1) to fmsure that che
college is protected against personal liability claims, (2) to insure that dazage to and/or loss of college proper-
ty will be replaced at minimm cost to the college. Illustrated Assignoents: Determine type and amount of in-
sursnce required . . . provide fnput to coordinator responsible for protection cf persons and property . . . teo
teduce hazards to persons and potential loss of property . . . select insurance carrier . . . etc.

17.

THE_INVESTMENT FUNCTION: Those activities performed by the chief financial officer designed to insure that all
Vidle" income is returning additional income to the college. Illustrated Assiguments: Secure the services of
& competent investment advisor . . . identify funds that have income for investment . . . be acquainted with

state and federal regulaticns for investment of public funds . . . assist governing board in determining invest~
ment policy . . . etc.

-

18.

THE INVENTOXY FUNCTION: Those activities performed by the chief financial officer designed (1) to maintain

an accurate record of the value of all physical plant and equipment assets for purposes of replacement in case
of 10ss by fire or theft, (2) to saintain accurate records of equipment received from special gifts and federal
grants requiring periodic audits. Illustrated Assigonments: Establish policies and procedures for executing
guidelines . . . perform an annual inventory sudit . . . develop a manual of standarized terminology . « + pYE-
pare snnual listing of obsolete or non-functional equipment for sale by bid . . . etc.

19.

THE LEADERSHIP FUNCTIOR: Those activities performed by the chief finsncial officer designed (1) to cooperatively
deternine vith staff the goals and objectives of the buisness operations and (2) to stimulate the cooperation and
participation of the staff in reaching the stated goals and objectives effectively and efficiently. Illustrated
Assignments: Hold staff meetings for developing goals and objectives . . . develops plans for increasing subor-
dinate sotivation . . . provide opportunities for subordinates to grow and wature . . . ete,

4

20.

THE_LEGISLATIVE FUNCTION: Those activities performed by the chief financial officer designed (1) to maintisn
open and effective commynication with legislators and the legislative pro.ess, (2) to provide every opportunity
for the college to benefit from legislative actious, (3) to propose and support legislation that will be
beneficial to the college. Illustrated Assipnments: Persooal contacts with legislators representing the college

+ « » maintaining knowledge of proposed and pending legislation . . . maintairing contact with legislative staff
mecbers . . . etec. .

TET
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THE LONG RANGE PLANWING FUMCTION: Those activities performed by the chief financial officer designed (1) teo
provide the collage with anticipated expenditure requiremsnts for facilities, staff and related activities end
(2) to assist the college in making expenditure commitments in keeping with enticipated revenuves. Illustrated

Assignments: Obtsin long range data pertaining to mmticipated increase in property value . . . prepara loag

range revenue projecticns . . . obtain long range cost of living data . . . prepare an analysis of cost/revenue
factors . . . ete.

—p——

22.

THE MAINTENARCE OF BQUIPMENT FUNCTION: Those activities performed by the chief financial officer designed (1)
to insure that all equipment used for instructional purposes is in working condition and (2) to insure that all
squipment used for building snd grounds maintenance 1s availsble in working condition. Illustrated Assignwents:
Provide a wll equipped shop for making equipment repairs . . . maintains a list of servicesen in the commmity
+ » « kaeps records of all equipment repairs and msintensnce activities . . . obtains service contracts for
costly items and large groups of itess (typewriters) . . . etec.

23.

THE MAINTEMANCE OF FACILITIES FUNMCIION: Those sctivities performed by the chief financial officer dasigned (1)
to insure proper functioning of mechanical equipment, (2) to msintyin sesthetically pleasing and attractive study,

learning, and work aress, (3) to provide a systea of preventative msintenance. Illustrated Assignwents: Minor
plunbing, electrical, and woodworking maintenance . . . etc. .

24,

THE MAINTEMANCE OF CROUNLS FUMCTION: Those activities parformed by the chief financial officer designed (1) to
provide an assthetically pleasing and attractively landscaped cempus, (2) to insure safe and convenient walking

surfaces. Illustrated Assignments: Mow lawns . . . remove snov from valkwvays and parking areas . . . cultivate
shrubs and plants . . . ete. .

THE PAYROLL FUNCTION: Those sctivities performed by the chief financial cfficer designed (1) to insure that
personnel receive their pay in the appropriate amount snd as scheduled (2) to provide all information required
by federal and state taxing and retirement agencies, Illustrated Assigrments: Prepare and distribute payroll
checks . . . prepare ¥-2 forms . . . prepare forms for retirement and social security payments . . . ete.

CET
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THE PERSONNEL MAKACEMENT FUMCTION: Those activities performed by the chief financial officer designed (1) to
provide a coarp of competent support staff, (2) to provide a system for recruitment, use, and development of
staff, (3) to maintain a high level of staff morale. Illustrated Assigoments: Recruiting snd screening appli-

cants . . . estsblishing training and supervisory programs . . . developing salary and wage plans . . . maintain
personnel records . . . etc.

27.

THE POLICY FORMULATION FUNCTION: Those activities performed by the chief financial officer designed {1) to
assist the chief administrator in identifying and preparing policy recommndations for board of trustees action
{(2) and, to translate board policies into operstiomal procedurss and guidelioes. Illustrated Assignments:

Includes budgetary development snd dudget expenditure control . . . serves ss a member of the chief administra-
tor's policy formulating cabinet . . . etc.

28,

THE PROTECTION OF PERSONS AND PROPERTY FUNCTION: Those activities performed by the chief financial offfcer
designed (1) to insure the ultimate safety for the physical well-being of students, staff, snd mesbers of the

cosmmity, (2) to reduce damage to and theft of collage ownad property. Illustrated Assignments: Establish

& security force . . . establish system for periodic checks of facilities . . . develop inventory controls
- L - .tcl

2’.

THE PUBLICATION SERVICES FUNCTION: Those activities perforsed by the chief financial officer designed to
provide a system of reproducing accurately and expediently: Tests, brochures, college newspsper, and other
related mgterials. Illustrated Assignments: Purchases and maintains graphic reproduction equipment . . .
establishes procedures for processing staff requasts . . . prepares analysis of graphic reproduction costs

« = « maintains records of departmental costs and allocates to the sppropriate expenditure fund accomnt . . .
.tc.

L

b

THE PURCHASING FUNCTION: Those activities performed by the chief financial officer designed (1) to insure
that faculty and staff have ready access to supplies and equipment vithout ".indering the teaching and service
activicies of the collage, (2) to insure that the greatest economy of college funds is achieved, (3) to insure
that purchasing procedures will protect the integrity of the governing bv.dy and steff of the collage.
Illustrated Assignments: ZEstablish bidding procedures . . . develop standards for equipment ané supplies . . .

maintain records of purchase orders, vendors, price information, etc. . . establish procedures for disposing
surplus equipment and supplies . . . etc.

£EET
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THE REAL ESTATE PROGRAM FUNCTION: Those activities performed by the chief financial officer designed (1) to
locate and purchase property for expansion and/or relocstion of college facilities and (2) to purchase property

that mey bring financial benefit to the college through leasing or selling for a profit. Illustrated Assigonwents:
Purchase property . . . maintains property . . . rents or lesses property . . . ete.

THE SALAIY AMD WAGE DETERMINATIUM FUMNCTIUN:

Those activities performed by the chief financial officer designed
to secure and retain a competent staff by paying salaries competitive with local businesses and other

institutions engaged in educationas activities. Illustrated Assiguements: Assembles snd analyzes selected
dsta . . . etc,

3.

THE STUDENT ACTIVITY FUND FUNCTION: Thoee activities performed by the chief finsncial officer designed to

assist student operated and funded organgzations in maintainine am sccurate record of fu\ received and ex-
penditures wade. Illustratad Assignments: Design accounting systes compatible with the college system . . .
perform periodic audit chacks . . . provide pariodic fund status veports . . . etc.

THE STUDENT HOUSING FUNCTION: Those activities performed by the chief financial officer designed to provide
suitable housing accomodations co campus for stulents living beyoud a reasonable commuting distance. Illustrated
Assignments: BResponsible for staffing and providing food and maintenance services . . . collection of housing
charges . . . solving problems cooperatively with the student personnel staff . . . etc.

"

THE STUDENT LOAK FUNCTIOW: Those activities parformed by the chief finsncial officer designed (1) to insure
cospliance with federal, state and dovors regulations and requiresents and .2) to work cooperatively with the
chief financial aid officer in msintaining accurate accounting of funds received and spent. Illustrated
Assignments: Complete and file forms and veports with sppropriate agenc’es . . . establish appropriate account-

ing procedures . . . atc.

PeET
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36.

THE STUDENT STORE - BOOKSTORE FUNCTION: Those activities performed by the chief fimanciai officer designed to

provide s necessary snd cofivenient service to students, faculty and staff. Illustrated Assignments: Conduct
pariodic supply inventory . . . conduct sarket analysis to determine customer needs . . . comduct cost compari-
son vith nearby retail outlets . . . stec.

3.

THE TRANSPORTATION FUNCTION: Those activities parformsd by the chief finencial officer desigued to provide mn

efficient and effective means of transporting staff, classes, athletic tesms snd others to snd from their )
designation. Illustrated Assigneents: Establish procedures for routise vehicle maintenance . . . establish
procedures for vequasting and returning wehicles . . . develop smergency procsdures . . . purchase sppropriaste

liabilicy insurance coverage . . . establish guidelines and regulstions for operating wehicles . . . prepare
cost analysis of wvehicles drivem . . . etc.

SET
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APPENDIX D

Interview Guide for
Michigan Community College
Chief Business-Financial Officers

Part I - Functions

Several weeks ago you responded to a questionnaire that

listed 37 fun'ctions thought to be performed by the commu-

nity college chief business-financial officer and were asked

to identify, in addition to the 37 stated functions, any

others that you felt were appropriate. Among the responses
received were eight items. As I read each of the following
functions would you please indicate whether ypu feel they

are in fact appropriate functions., A yes or no answer
will suffice. If the function is performed by you also
indicate. Please feel free, however, to make any com-

ments that come to mind.

a. Board Relations: Function - Preparation of materials, abide
by the bylaws and policies, meet with the board as a whole

and with subcommittees, attend board meetings.

b. GCollege Services Function ~ Telephone services, mail re-
ceiving and distribution.

c. Professional Development Function - Contact with professional

colleagues, attendance at seminars and conferences, meetings
with state officials, participation on local and state pro-
feesional committees, serve as a consultant, publish.

d. Public Relations Punction - Liaison with locally elected

officials icounty treasurer, etc.) membership in service
organizations (Kiwanis, Rotary, American Business Club),
Liaison with state officials, process citizens complaints. -

e, The Construction Function - Supervise construction activities,

maintain liason with architects, contractors, and vendors.

f. The Cashier Punction - Collection, receipt, deposit, banking
operations.

8. Reporting Function -~ State, Federal, intra-institutional.

136
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The Borxrowing Function - Capital bonding, tax anticipation
notes.

Part II - Functional Interrelationships

The following items pertain to your functional interrelatianships
in terms of policy involvement and contact with college staff.
The responses requested are expected to strengthen and support
the information already provided in the questionnaire.

1,

2.

3.

4.

a. Do you perceive that you are in a position to influence
crucial policy decisions?

b. Do you in fact influence crucial policy decisions?

Do you perceive that, to the level that you are responsible
for managing the financial operation of the college, you
exert "undue" influence on the academic and student personnel
programs?

Should you, in your role as chief business-financial offi-
cer, be involved in the formulation of policies affecting
all of the college, including academic and student person-
nel functions? Please explain your answer.

In your daily activities what five (5) people in rank order,
by title, do you most frequently come in contact with?
(Exclude your' secretary.)

Part III - Trdining Requirements

An area of primary importance is that of the need for you to

be constantly aware of changes that are occuring in your pro-.
fessional field. The following questions seek insight into:
functional areas that you felt inadequate to handle because of
your -college (formal) training; significant changes in function-
al responsibilities that have occurred within the last five (5)
years and; efforts made to keep you properly and adequately
informed.

1.

2. .

3.

As you think back to your responses about the importance of
the 37 stated functions which of these do you perceive you
were least prepared to handle because of your formal (college)
training?

Coupareh to five years ago or since you began in your present
position, what significant changes of an important nature
have occurred that affect the execution of your responsibilities?

What effort do you make to keep yourself up-to-date with
your fggctional responsibilities (periodicals, seminars,
conferences, etc.)?
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Participants

Dr. Frank Blackford
Business Administrator
Macomb County Community College

Mr., Robert D. Bradley
Dean of Business Services
West Shore Community College

Mr. David C. Briegel
Vice-President of Business Affairs
Southwestern Michigan College

Mr. Thomas H. Cole
Controller
Kellogg Community College

Mr. Michael Crovella
Business Manager
Delta College

Mr. Edwin O, Dwyer
Dean of Business Affairs and Treasure
Monroe County Community College

Mr. Robert Grahm
Business Manager
North Central Michigan College

Mr. William E. Jelneck
Dean of Business Operations
Washtenaw Community College

Mr. Wally Nikkel
Vice-President Business and Financial Affairs and Treasure

Oakland Community College

Mr. Herbert Ostrander
Dean of Business Affairs
Kirtland Community College

Mr. Michael Ouwerkirk
Business Manager
Northwestern Michigan College

Mr. Donald P. Troyer
Comptroller
Jackson Community College
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SOUTHWESTERN MICHIGAN COLLEGE
Dowagisc, Michigan

May 24, 1973

Mr. Russsll R. Waltmire
Busingss Manager
Gensses Community College
Flint, Michigan 48803

' Dear Russell:

As you well know, there is a dearth of material regarding the fufictions performed
by community cpllege chief business-financial officers. [ am plsased that Fred Whims
has selected this twpic for his dissertation. Fred has discussed with me the need
for your assistance in helping him complste his study.

1 realize that you may be sxtremely busy at this time; however, a study of this .
nature would be extremely valuabls in incrsasing our understanding of the functions
we parform. Fred has spent many hours reviewing existing litsrature. Based on
his findings a questionnaire has been developed for the purposs of obtaining our
concspt of the functions that we perform, our supervisory responsibilities and the
ameunt of time that we spend executing. In sddition, he is also sseking to obtain
information r-.udlng the typu of skills that are necessary to perform our functional

responsibilities.

Stu Olmmstsad, John Cuthbertson and Paul Jones assisted Fred in developing thll
questionnaire. The study is limited only to oolleges with independant boaxds. The
time rsquired to fill out the questionnairs should not excesd 45 to 50 minutes. Fred
has promised 0 provide each of us with copies, so that we might better understand
and have knowledge of our activities.

1. therefors, urge your cooperstion in this matter.
Sincerely,

David C. Briegel, Presidant
Michigan Community Collegs Business Officlials Assoclation

DC®: do

P.B.: The presidenis sre also being asked to participate in this study for the
purpose of gaining information regarding.their knowledge of what we,
the chief business-financial officers actuslly do. The study is not
dasigned to evaluats our performance. Fred is sseking to determine
if the prasidonts' concept of ocur functional responsihilities is similar
to that perceived by us,

139
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MUSKEGON COMMUNITY COLLEGE

P.O. BOX 6829 « MUSKEGON, MICHIGAN +« 49443

OFFICE OF THE
PRESIDENTY

May 29, 1973

Dear

My pasi experience working in the state budget office and serving as acting J=an for
business affatrs for Muskegon Community College (six months) comvinced me that the
functional responsidbilities of the chief business-financial officer wers far more
axtensive snd comprehensive than wmost people reslisze., Therefors, 1 selected for my
dissertation ressarch the topic, "A Study to Establish and Clarify the Punctions

and Skul-' Required of Sslected Michigan Comsunity College Chief Business-Fimsmcial
Officers.' . T

Preliminary to the development of the questionnaire, I reviewed the literature
_available thet pertained specifically to the discussion of the chief businass-finan-
/cial officer and the functions which he performed. It did not teks long to die-
cover that there wes very little information thst related epecifically to your job.
What information does exist is primarily written about the K-12 and university amd
college chief business-financial officers. Based on information gsthered regarding
aress of involvement, as identified in the literature, I have prepared a quastiomnaire
listing 37 functions that I perceive to be performed by you. However, vhat I do not
know is tha degree of accuracy of the statement nor do I fully understand the smount
and type of involvement in each. 1 sm, thersfore, ssking for your sssistance. S$ince
the K-12 ~ junior college systems are excluded from the study, Johm Cuthbartsom, Stu
Olmstead and Paul Jones were asked to assist in the pra-testing of the instrument.
They indicated that the smount of time required to fill ocut the questionnaire should

not exceed 40 to 45 minutes.

1 would appreciate receiving your response vithin one week after receipt- of -the
questionnaire. Concomitant with having you fill out the questioomaire, I am also
asking that the president at your institution f1ll out a similar questionnaire, ex~
presaly for the purpose of obtaining his perception of what functioms you, the chief
business-financial of ficer, perform. It is not designad mor is the intent to elicit
responses that would evaluate your capability to perform the fumction.

Copies of the result will be mede available to you. Again, may 1 stress that _the
success of this study is dependent upon your respouse, since only 25 commumity colleges
are involved. Thank you for your cooperstion. ' -

Sincerely,

/

Frederick R. Whims
Executive Dean

MRW:do



141

-— MUSKEGON COMMUNITY COLLEGE

P.O. BOX 629 « MUSKEGON, MICHIGAN +« 49443

OFFICE OF THE
PRESIDENT

June 18, 1973

My past working experience in the state budget office and serving as actiag deam for busi-
nees affairs for Muskegon Commmity Collags (six momths) convinced se that the fumctional
responsibilities of the chief businese-financial officer were far more sxtensive and :
comprashensive than woet pecple realine. Therefore, I selected for my dissertatioa re-
search, the topic, "A Study to Esteblish and Clarify the Functions and Skills Required

of Selected Michigsm Commumity College Chief Business-Financial Officers.”

Preliuinary to the davelopment of the questionnaire, 1 reviewed the literature that
partained specifically to the discusaiom of the chief business~finamcial officar amd the
functions which he performsd. What information exists is primarily writtea sbout the K~
12 and umiversity and college chief business-financisl officers. 3ased ca informstiom
gathared regarding areas of involvemsat, ss idemtified in the literature, a questiomnaire
was preparad listimg 37 functions that were perceived to be performsd by the chief busi-~
nese-financisl officar. However, what is not known is the degrees of accuracy of the
description mor is the emount and type of imvolvemsat known. BSince the K-12 jwmior
college systems are excluded from tha study, Presidents Narbert Stowtesburg snd Framk
McCarthy wers asked to sesist in the pre-testisg of the iastrumsat. They iudicated that
dcu ssownt of time required to fill out the quwestionnaire should mot excesd 30 to 35
autes.

Concomitant vith having you f1ll out the quastiommaire, I aa alec asking that the chief

businese-financial officer st your imstitutioa fill out a siatlar questiommairve. The

queatioanaire s not designed nor is the istemt to slicit responses that would place you

& a'! mt:tu of evaluatiang the chief businese-financial officer's capability to perfors
unction.

Copies of the rasults will bs made availebls to the chief businses-fimsuctial officer.
Agatin, msy I stress that the success of this study is dependent upom your responss, simce
ouly 25 commmity colleges are iavolved. Theak you for your cooperstiom.

Sincerely,

Fredarick R. Whims
Executive Deam

T An
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June 18, 1973

Dear

With the rapid growth in the development of the commumity college, the
responsibilities assumed by the chief administrative officer and his
immediate subordinates, (vice presidents and deans) has created a void
in our understanding of the functions, tasks, responsibilities and skill
requirements for these individuals. Formerly, one of these individuals,
the chief business officer was responsible for many functions that were
shared with the chief business officer for the K-12 junior college dis-
trict. With the advent of independent commmity colleges, and their
rapid growth, the functions presently performed by the chief business-
financial officer may have been influenced and wmodeled after the K-12
system and four-year colleges and universities. As a review of the lit-
erature would indicate, there is a dearth of material regarding the
functions performed by the chief business-financial officer in the commu-
nity college. This is particularly true as we begin to identify the
functions performed by a chief business-financial officer employed by asn
independent governing board.

In order to better understand this issue, PFred Whims has selected &
dissertation topic entitled, "A Study to Establish and Clarify the Punc-
tions and Skille Required of Selected Michigan Commmity College Chief
Business-Financial Officers."” I believe that this study will be extreme-
ly valuable in assisting commumity college administrators to better
understand the functions now performsd by the chief business-financial
officer. Your cooperation is of the utmost importance since he is asking
the chief business-financial officers to slso complete tha questionnaira.
One of his primary concerns is to obtain your perception of the role of
the chief business-financial officer in your college. The responses from
you, are not for the purpose of "evaluating® the chief businsss-financial
officer's capability to perform his functions. '

Presidents, Frank McCarthy and Herbert Stoutenburg, have sssisted Pred in
developing the questionnaire. Since the questionnaire is developed in a
check 1ist format, the length of time to complete should not exceed 30 to
35 minutes. The success of Fred's study is vitally dependent on your
support and cooperation. I would, therefore, urge that you support him
in this endeavor.

Sincerely,

Dr. Robert D. Cahow, Executive Secretary
Michigan Commumity College Association
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MUSKEGON COMMUNITY COLLEGE
‘ P. O. Box 629 . Muskegon, Michigan . 49443

OFFICE OF THE
. PRESIDENT

|
|

June 18, 1973

Dear

I need your help. During the first week in June I sent to you
a questionnaire for your response. As was indicated in the cover
memo, your response to the questionnaire is extremely important
since I am surveying only 25 chief business-financial officers.

As of now, I have had good response, but with a little effort can
have a 100 percent return. Several have indicated that they would
like to have the results of the findings. 1 will attempt to have
the new data compiled and ready for you at the July meeting at
Shanty Creek. However, I must have the questionnaire by June 25.

Perhaps you have misplaced your questionnaire. If so, please cail
(616) 773~9131, Extension 312.

stnf:Efly.
{/‘ /{cx&/

Frederick R. Whims
Executive Dean

FRW:do
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MUSKEGON COMMUNITY COLLEGE
P. O. Box 629 . Muskegon, Michigan . 49443

OFFICE OF THE
PRESIDENT

July 23, 1973

Dear

The responses to my questionnaire seeking information regarding the functions
performed by community college chief financial and business officers have been
very good (only two quesionnaires have not been raturned). The presidents

have responded almost as well - 21 of 25.

One vital part of my study remains, that of interviewing individuals that have
participated in filling out the questionnaire. Many answers cannot be obtained -
through the questionnaire technique and a follow-up interview helps immeasurably
to obtain missing information or providing further explanation where needed.

1 am asking your assistance in this matter. The time required should take no
wre than 45 minutes to one hour. For _convenience purposes, I would like to
arrange 8 time with you at Shanty Creek during the business officers' con-
ference. I will be there Wednesday morning and stay through Thursday evening.
In order to conserve time and to seek the best responses, I would like to have
the interview sessions consist of three or four business officers in a group
setting based on size of institution. Perhaps open time after business, during
lunch or before the dinner hour would serve our purposes best. If this is
agreeable, your cooperation would be greatly appreciated.

Sincerely,

Frederick R. Vhims
Executive Dean

RW:do

P.5.: Croupings of under 2,000 head count - R. Graham, L. Alperovitz, R. Bradley,
D. Briegel, and E. Dwyer

2,000-5,000 head count - D, Troyer, R. Chick, R. Keessen, and W. Jelneck
Over 5,000 head count - M. Crovella, B. Newman, F. Blackford and W. Nikkel
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APPENDIX F

TARBLE PF-1
A VERIFICATION OF FUNCTI(ONG FREAFORMED FY THRE COMEWITY COLLEGE CRIEF BUSINESS OFFICER
AS MEITIONED BY THE FRESIDENTS AND DUSIMESS OFFICERS
-

' Is Is Mot
Fumctions by Performed Performad
Resource Category | [ % No. 3
Campue Plamning . Pres 14 38 10 42
3.0, 21 9 2 9
Information Systems Pres. 14 58 10 42
3.0, 21 91 2 9
Long Range Plamning Pres, 15 63 9 17
B.0. 23 100 - .=
Policy Yormulation Pres. 18 75 6 25
_____ . B.0. 23 100 - -
PROCUREMENT
Collection of Student Fees Pres, 21 a8 3 12
'COI 23 1“ - bl
Yederal Relations Pres, 13 54 11 46
.nO. 23 lw hadd -
Fund Raising Pres. [ | 3 . 16 67
B.0. 1?7 74 6 26
Legislative Pres. 13 sS4 11 46
B.0. 19 83 [ 17
Purchasing Pres. 23 96 1 4
o B3.0. 22 96 1 4
ALLOCATION
Budgeting Pres. 26 100 - -
3.0, 23 100 - --
Collsctive Bargaiming Pres. 20 a3 & 1?7
3.0, 22 96 1 4
Facilities Utilisation res. 13 63 9 1?7
3.0, 21 9 2 9
Payroll Pres. 23 96 1 &
l.ﬂ. 23 lw - bk
Salary and Vags Determination Pres. 22 92 2 8
e e '-o- 23 ‘w hatd -
FISCAL MAINTRRANCE
Acsomting Pres. 22 92 2 8
..o. ” 1” - --
ANGNISTRATIVE SERVICES
Dats Pres. 14 58 10 42
B.0. 17 74 6 26
Food Servisce Pres. 20 [ k] 4 17
B.0, 20 L} 3 13
Nublication Barvices Pres, 10 42 14 58
= 3.0. 14 6l 9 k]
Student Activity Fuad Pres. 17 n 7 2
3,0, 22 96 1 4
Stadent Nous ing Pres, 5 21 19 79
3.0, & 17 19 a3
Student Loam Pres. 17 n 7 29
3.0, 21 91 2 9
Student Store-Bookstore Fres. 20 a3 4 17
3,0, 20 [ ) 4 3 13
Tramsportation Pres. 18 73 6 235
o ) 3.0, 1?7 74 6 26
PROPERTY MAINTERANCE
Invemtory Pres. 21 - 3 12
.0, 23 1wo - -
Maintenance of Equipment Pres. 19 79 5 21
3.0, 22 %% 1 4
Malatenamce of Facilities Pres. 19 7 5 21
3.0, 21 2 2 9
Maintenmnce of Grownds Pres. 19 7% 3 21
3.0, 21 ) 2 ]
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TABLE F-1 - Continmed

Is Ias Mot
Fumctiong by Perforuad Performed
Resource Category No. % No. ]
STAFF? MAINTERANCE
Faculty and Staff Nowsing Pres, 4 7 20
3.0, 6 26 17
Personnel Managiment Pres. 17 n 7
» 3.0, 22 96 |
DEVELOPMENT ®
Zndowment Fund Managament Pres 13 54 11 46
3.0, 19 a3 &
Investment Pres, 22 92 2
3,0, 23 100 -
Real Bstate Pres. 13 3 9
3.0, 14 61 9
Lesdership Pres. 18 73 6
3.0, 22 9% 1
PROTECTION.
Auditing Pres. 20 a3 4
'.0. n m hadd
Bonding Pres. 19 79 5
3.0. 21 91 2
Insurance Pres. 23 96 1
'.o. 23 lm -
Frotection of Persons amd Property Pres. 20 ] &
3.0, 20 87 3

N = 24 - Presidents
N e 2% - Business Offticers



TABLE -2
A COMPLETE TABULATION OF RESPONSES PERTAINING TO THE ESSENTIALNESS OF THE FUNCTIONS
FERFORMED 3Y THR COMMAMMITY COLLEGE CHIEF BUSINESS OFFICERS

~ Righly ‘Eseential “Somewhat "ot " Total So Ozdaion
Faaction by Essential Bseential Bssantial Rssponses ¥ot Performed
——Bapduxce Category $ 2 LI $ 2 ¢ 2 ()
PLANNTEG
Campus Planning Pres. 17 S0 7 % -_— - - - 14 10
3.0, 7 N 12 57 2 10 -— - 21 2
Infelsmation Systems Pres. 7 6 43 1 7 - - 14 10
B.0. 12 87 s & - - - - ) 2
Long Ramge Planning Pres. 38 9 4 7 3 2 -— - i3 9
3.0, 10 43 11 48 2 9 - - 23 -
Policy Formulation Pres. 12 & 6 1 - e - - 18 6
PROCURRMENT
Collection of Student Fess Pres. 1 » 2 9 1 S -_ = n 3
3.0, 13 % 10 &3 -_— - - = 23 -
Tederal Relations Pres. ¢ 5 38 1 8 1 8 13 n
3.0. 5 2 14 61 . 4 17 - - 23 -—
Fund Raiging Pres. 2 25 } ¥ 2 25 1 12 8 16
B.0. 2 1 10 % 4 2 1 6 17 ]
Lagislative Pres. s B 7 54 1 8 - = 13 11
3.0, ¢ 1 11 61 j § ] -— == 18 L]
Peichasing Pres. 19 83 4 17 - e -_— - 23 1
3.0. 14 64 8 3% -_— - - - 22 1
ALLOCATION
Budgeting Pres. 24 100 -— - -_— .- - e 24 -
Collactive Bargaining Pres. 13 &5 6 1 5 -— 20 4
B.0. 14 67 ¢ 128 1 5 -_ - 21 2

Lyl



TABLE F-< Continuad

Highly Essential Somewhat Fot ~Total No Opinion
Function by Essential Essential Essential Responses  Wot Performsd
Resource Category §F 2 F X | I § 2 # #
Facilities Ucilization Pres. 6 37 8 50 2 13 — - 18 8
B.0. 3 14 14 ? ¢ 19 — - 2 2
Payroll Pres. 20 9 2 9 - - 22 2
B.0. 15 68 7 32 -— - - - 22 1
Salary & Wage Determination Pres. 16 64 6 27 2 9 - .- 22 2
3.0, 6 26 15 65 2 9 - == 23 -
FISCAL MAINTEMANCE
Accounting Pres. 21 95 1 5 -— - - - 22 2
ADMINISTRATIVE SERVICES
Data Processing Pres, 7 50 7 S0 -— - -— a= 14 10
B.0. s 29 12 11 - - 17 6
Tood Service Pres. 10 50 9 &5 1 5 - = 20 4
B.0. 4 2 11 55 5 25 - - 20 3
Publication Services Pres. 2 2 6 60 2 2 -— - 10 14
3.0. 2 1 7 50 5 3% -— - 14 9
Stedent Activity Fund Pres. 7 41 7 4 3 18 — - 17 L
B.0. 2 9 13 59 6 27 1 5 2 1
Student Bousing Pres. 2 & 3 &0 -— e -— - 5 19
B.0. -_— - 3 100 — - -— - 3 20
Studant Losn Pres. 8 & 7 4 2 12 - == 17 7
2.0. 4 19 13 N 2 10 - 21 2
Student Store-Bookstore Pres. n s 9 45 - -= -— - 20 4
3.0. 4 20 13 65 3 15 - - 20 k)
Tramsportation Pres. 4 2 11 61 3 -_— - 18 ]
B.0. 1 6 11 65 5 29 -_— .= 17 é

sVl



“PABLE F-2 Continued

Highly Essential Somswhat ot " Total o Opinion
Function by Bssantial Essential Bsseatial fespousss Het Parferms:
— (X L .2 t 3 . f g
PUIRIRTY MAINTEMANCE
Inventory Pres. 14 67 7 33 ~— - -— - 21 3
Maintenance of Equipment Pres. 1s 79 4 2 - - - - 19 5
3.0, 4 18 15 68 3 1 -— - 22 1
Maintenance of Facilities Pres. 16 7% 5 16 -_— - -— - 19 5
3.0, S 24 15 n 1 -_— - n 2
Maintenance of Grownds Pres., 14 74 5 2 —_— - - e 19 S
3.0, 3 14 15 n 3 - .- n 2
STAFY MAINTENANCE
Faculty & Staff Beusing Pres. 1 25 2 % 1 25 -— == 4 20
3.0, -_— e 1 17 1 17 4 66 6 17
Personnsl Management Pres, 12 n 5 B - - - - 17 )
AESOURCE DEVELOPMENT
Eadowment Fund Menagemeat Pres, 4 33 4 13 3 25 1 8 12 12
3.0. in ? 350 6 23 — - 18 L
Iavestaent Pres, 15 1 32 - - - .- 22 2
3.0. P » 13 % 1 § -_— e 23 -
Raal Rstate Pres. 6 & & 27 2 1 3 15 ]
3.0. 1 7 6 43 7 % -— 1 ]
Leadership Pres, 13 76 & 2 - - -_— e 17 7
3.0, 16 N 4 18 2 9 - - 22 1

6vl



-Apple F-2 Coptinued

Highly Tasential Somewhat ot Tocal  Wo Opiaion
haction by Essential Essential Heseatisl Rempouses Net Pacformed
Rasource Category $_3 | I ¢ 2 g 2 X | N

MSTECTION
Avditing Pres, 18 % 2 10 - - - .- 20 s
Bonding Pras. ) U [ S 26 — - - - 19 S
3.0. 9 43 12 57 -_— - - e 21 2
Insurance Pres. 17 %% 6 26 -_— - -— .- 23 1l
Protection of Persons Pres. 10 % 8 &0 2 10 -— - 0 4
3.0, 7 35 12 60 1 5 -— - 20 3

0ST



TABIE °F-2

A COMPIETE TADULATION OF RESPOMSES PFERTAINING TO THEK TIME DENANDS ERQUIRED TO EXECUTE

THE FUNCTIONS FERFOBED BY TNR COMMUNWITY COLLEGE CHIRF BUSINESS OFFICKRS
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Exteasive

Pumctions by

%

]

4

1

#

lnm%ry_

[
[ 2]

o~

=1

.

Pres
B.0.

Campus Maoning

- 34

O~

Information Systems

2’

n‘

~ -

L3 )

8
1 5

Long Range Plasaing
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TABLE F-3 Coptinued

Total
Functious by Extensive Considerable Some Litele Noue Raspovses
Regource Category . __% &2 $d 3% I ) ' 8 J
ALLOCATION
Budgeting Pres. 15 58 10 42 e - R R — 2%
B.0. 12 52 9 3 2 ] o == - - 23
Collective Bargaining Pres. s 10 &7 5 2 1 s - - 2
B.0. S 24 12 57 3 1 5 - .- 21
Pacilities Utiliszation Pres. - = 2 1 9 & 2 I 1 7 ) 73
3.0. R 1 5 7 1 11 52 2 10 21
Payroll Pras. 4 18 12 55 s 23 1 & .- .- 22
3.0, e o= 6 27 10 45 6 27 - .- 2
Salary & Wage Determinations Pres. 2 9 8 3 12 sS4 == == - - 22
5.0. e e 5 22 16 70 2 8 .. .= 23
FISCAL MAINTEMACE
Accounting Pres. 8 3 11 So 3 14 .- == -~ - 22
3.0. s 22 13 56 5 22 ar w= - - 23
ARMIFISTRATIVE SERVICES
Data Processing Pres. .. we S 3 6 & 1 7 2 14 14
3.0. an  we & 23 8 & s - - 17
Yood Services Pres. s a= 9 &5 8 & 3 13 .. ) 20
3.0. 2 10 1 L) 11 55 5 25 1 S 20
Publication Services Pres. - .- 2 20 3 X 3 3 2 20 10
B.0. - a- - =a S ¥ 6 43 sy 21 14
Student Activity Fund Pres. es  =- 1 6 12 Nn 3 n 1 6 17
B.0. s e e a= 10 45 9 4 3 14 22

¢sT



TARLE. F-3 Coptinued

Totsal
Fuuctions by Extensive Considerabls Soms Little Bene Bacponses
—Jsource Category f 3 $_ 3 4 1 4 .2 | I 3
Studemt Housing Pres. = == 3 60 2 &0 -- - - - | §
3.0. o o= 1 25 1 25 2 % - == &
Student Loan Pres. o == s 29 s 9 2 12 1 6 17
B.O. e = 1 5 10 & 9 & 1 S 21
Student Store-Bookstors Pres. -— e= 8 40 11 55 1 5 .- .- 20
3.0. . e= 2 10 10 30 7 35 1 5 20
Transportation Pres. ee o= & 22 11 61 2 1 1 5 18
3.0, = w= 1 6 ? 5 6 35 1 6 17
PROPERTY MAINTENANCE
Invemtory Pres. 1 3 6 29 12 57 2 9 -= .. 21
3.0, - ea 5 22 9 » 9 » - - 23
Maintensuce of Bquipment Pres. 1 s 9 27 1 % 1 s 19
5.0. =  we 3 1n 11 %0 7 32 1 5 22
Maintenance of Facilities Pres. 1 S 10 S2 6 31 1 S 1 5 19
B.0. -n  os 4 1 12 5 6 26 1 & 23
Maintenance of Grounds Pres. 1 S 11 58 S 2 1 5 1 S 19
3.0, .. we 3 14 11 52 5 2 2 10 21
STAFT MAIFNTERANCE
Paculty & Staff Housing Pres. - es -- - 3 75 1 25 == - &
3.0, = e - - 3 50 1 1 2 » 6
Personnel Management Pres. 3 n ? 41 6 35 1 é - .- 17
B.O. 2 9 5 23 10 45 4 18 1 S 22

€ST



ARIR 7-3 Contioued

Tetal
Penctions oy Extemsive Counsidereble Soms Little Hone
~——lagourCe Gatego~_ 3 ¢ 3 | B 2k $ 2 §
DEVRLOPSE % .
Endowment Fund Manager :at Pres. . == 1 8 3 2 9 & - - 13
3.0. e =e 3 1 9 S0 6 1 - - 18
lovestment Pres. 2 9 10 48 9 43 e w= - - 21
B.O. 1 4 7 3 12 52 3 1 -- -- 2
Resl Estate Pres. 2 13 & 27 3 2 5 1 1 7 13
3.0. . e . - 6 43 7 50 1 7 14
Lesdership Pres. & 22 10 55 3 v 1 5 - .- 10
3.0. S 23 9 41 6 27 2 9 - - 22
PROTECTION
Mmditing Pres. & 20 10 50 s 25 1 5 - - 20
8.0. 2 L J 8 % 11 48 2 9 - - Y 5
Sonding Pres. 2 10 3 16 s & 4 21 1 ] 19
3.0. Ly e  a= 1 5 10 & -- - 21
Insurance Pres. 2 9 10 43 9 ¥ 2 9 - - 23
3.0, 2 9 s 9 » 3 13 - - 23
Protected Persons & Property Pres. 1 3 s 23 8 & 4 20 2 10 20
3.0, .- = 4 20 1 5 3 15 2 10 20

1 408



ETABLE P-4
A COMPLETE TABULATION OF RESPONSES PERTAINING TO THE FUNCTIONAL ASSIQNMENT

OF THE COMMUNITY COLLEGE CHIEF BUSINESS OFFICERS

Broad Direct Assist in Active Partic. Occasional o Opinios.
hmctions by Swpervisisn Oupsvisien Swpwmvisissn e Supesvisisn Castribatise et Postonnnd .
Aesouree Catagery 1 & 2 g » § Z @ l g fF 2
PLAMNING
Campus Planning Pres. 3 2 2 14 7 5 2 14 - -
B.0. 6 29 2 9 8 3 4 19 1 S
Information Systems Pres, & 29 2 14 i 4 29 - -
B.0. 9 & s B 3 -— - 5
Loag Rasge Planning Pres. 2 1) 2 13 6 &0 33 - =
3.0, 6 26 8 3 3 1 5 22 1 4
Policy Formmlation Pres. 3w 3 1 6 33 - -_ 6 33
3.0, S 22 5 22 6 26 7 30 -— -
PROCUREMENT
Collection of Studeut Fees  Pres, 12 87 S 2 2 9 2 9 - - -
T, 3.0, 12 5 5 22 k D & ] - - 3 1n - -
Federal Relations Pres. I3 3 3 LI } § i 8 2 15 ~ o= 11
B.0. 8 3 4 17 7 2 9 1 4 1 & -
Pund Raising Pres. 1 12 1 12 1 12 1 12 1 12 3 % [ ) 16
3.0, 4 24 I v & % 1 6 5 - 6
Legislative Pres. 1 8 k & & 1N 3 23 2 15 - 11 4§
3.0, — - 2 1 2 1 8 & é 1 -— - 18 3
Purchasing Pras, 12 52 11 48 - - - - -— == - o 3 1
3.0, 12 54 10 &6 - -— -— - - -— = 22 1

GST



~MIRNLE P~4 Gontinued
A OOMPLETE TABULATION OF RESPOMSES PERTAINING TO THE FUNCTIONAL ASSIGIMENT

OF THE COMMIMITY COLLEGE CHIEF BUSINESS OFFICERS

——dl
Broad Direct Assist io  Actfve Partic. Occasiocnsl Tt Total . We Opiniem.
Penctioes by Swpervisics Swpervisien Supervision Ne Supasvisies Omatridatien Jewelved IT- ot Dantamnl)
Ressuree Categery f T & § g o fF 2 » f X o § 30 $ 30 ¢ .
ALLOCATION
Budgeting Pras, & 25 17 1N 1 4 - - S — - - 2% -—
B.0. s 22 16 60 2 9 2 9 - - —_— - 23 -—
Collective Bargaining Pres. 5 25 7 35 6 2 10 —_— - — - o 4
3.0, 3 4 5 % 4 19 8 » 1 5 — - 21 2
Pacilities Utilization Pres. s 1 4 27 5 13 -— - - - 1 7 15 9
3.0, & 1 -~ - 1 1 3 24 1 5 Fa 2
Payroll Pres. 14 64 7 % 1 4 -— -— - - - - 22 2
3.0. 15 &8 6 27 — - -— -— 1 ] - - 22 1
Salsry & Vage Determination Pres. s 2 6 5 23 5 23 1 4 -— - 22 2
B.0. 7 7 % s 22 3 1 ) § 4 - - &} -—
FISCAL MAINTEMANCE
Accoumting Pres. 12 5S4 10 &6 -— - - -— -— -— -— - 22 2
3.0. 12 S2 s 3 1 4 -— -— 1 [} ~— = 23 -
ADMINISTRATIVE SERVICES
Data Processing Pres. 6 4 3 2 3 23 1 7 1 7 -_— - 14 10
3.0, 7T 4 I & 2% 3 17 -— — -— - 17 6
Yood Service Pres. 9 45 8§ &0 2 10 1 S - - -— - 20 &
3.0. 15 75 2 10 2 10 1l 3 -— -— - - 20 4
Publication Services Pres. 2 20 2 20 2 20 2 20 -— -— 2 20 10 14
3.0. 6 M 1l 7 - = 2 14 2 14 i a 14 10
Student Activity Fund Preas. 5 29 & 7 41 1l 6 -— -— -— 17 7
3.0. 10 46 2 9 3 i -— -— & 18 3 14 22 4

98T



.

OF THE COMMNMITY COLLECE CNIEF MJSINESS OFFICERS

" ¥RBLE F~4 Contisued
A COMPLETE TABULATION OF RESPONSES PERTAINING TO THE FUMCTIOWAL ASSICMMENT

Sroad  Direct Assist in  Actfve Partic. Occasfomal  Wet  Total . Mo Opinfes
Punc:lons by Supecvisicn Sepesvision Ne Supwevisien Cestribetiss Iswived w—-tw

Bescurce Category § X » § ¢ f 2o § 3 o 4 %0 § 3 ’
Student Nousing Pres, 1 2 S0 1 25 - - -— - - - 4 20
3.0. 2 % - .- 1 25 -— —_ 1 25 -— - & 19

Student Loan Pres. s 3 2 3 2 2 13 1 7 1 7 15 4
3.0. 17 2 9 5 % 2 9 S 24 -— - a 2

Student Store~Bookstors Pres. 9 &5 10 50 1 5 -— — - - - e 20 4
B.0. 4 7 3 15 1 5 1 5 -— - 1 L] 20 3

Traassportation Pres. 6 1 10 3% 1l S - -— -— - 1 S 18 6
».0. 11 2 12 2 12 -— - 1 6 1 ¢ 17 6

FROPERTY MAINTEMANCE

Iaveatory Fres. ? 43 10 48 -— - 2 9 -_— - -— .- a1 3
5.0. 14 61 7 9 1 & 1 4 — - -— - 23 -

Haintenance of Equipment Pres. 10 %5 8 & - - -— -— - 1 5 19 5
3.0, 16 7N 2 9 3 -— -— -— 1 & 22 1

Mainteasnce of Pacilitias Pres. 0 5 8 & - - - . 1 5 19 ]
3.0. 14 66 4 19 1 S 1 s -— - 1 S 1 2

Maiutesance of Grounds Pres. 10 353 8 42 - - - - - == 1 5 19 5
3.0. 13 62 5 1 5 -_ e -— - 2 9 i} 2

STAYY MAINTENANCE

Paculty & Staff Housing Prea. 1 23 2 % 1 25 -— -— — - -— - 4 20
3.0. 1 2 2 &0 -—_ - -— - -— - 2 & 5 18

Persowmsl Management Pres. & 2% 9 52 2 12 - - 2 1 - - 17 7
3.0. 10 46 3 1 5 2 2 9 1 4 1 4 22 1l

LST



~TAREE P-4 coativued
A COMPLETE TABULATION OF RESPONSES PERTAINING TO THE FUNCTIONAL ASSIGWMENT

OF THE COMMDWITY COLLEGE CEIEF MISINESS OYFICERS

Broad Direct

Pumctisc- Yy Supervisicn m O-vh::u e '
Resouree - itagety 4 &1+« ¢ £ ¢ F z L I § x @ f X ’
BEVELOPMENT
Eodowvment Fund “inagement Pres. 2 13 5 3% 3 -— -— 2 15 1 8 13 11
Iovestasat Pres. 6 7 14 6 1 4 1 6 -— - - - 22 2
3.0. & 17 14 61 2 9 I 1 - - -— e b k] -
Real Estate Pres. 5 13 s 1 - o= - - A 27 1 7 15 9
3.0. 3 2 & 29 2 14 2 14 3 a - = 14 9
Laadership Pras. 3 & s 28 1 6 [ 3 22 -— - - o= 18 é
B.0. 8 3 11 50 1 4 1 4 1l 4 - - 22 1
PROTECTION
Anditing Pres. 106 50 8 &0 1 S ) § 5 - - 20 4 20 4
3.0. 12 352 I | ) 1 4 - - 1 & - - 23 -—
Bonding Pres. 7 N 10 53 1 L] 1 5 - - - - 19 s
3.0. 10 45 9 4 3 1 - - -— - - - 22 1
Insurance Pres. s 22 17 74 — .- 1 4 - - -— - &) 1
3.0, 7 12 s2 ) § & 3 13 -— .- - == 23 -
Protection of Persoms & Pres. 8 40 s 25 4 20 1 5 1 5 1 5 20 &
Propecty B.0. 10 S0 3 15 4 20 1 5 - - 2 10 20 4

8ST



APPENDIX G

A PARTIAL LISTING OF LITERATURE PERTAINING
TO THE FUNCTIONS PERFORMED OF CHIEF

BUSINESS OFFICERS



APPENDIX G

TOPICS PERTAINING TO THE FUNCTIONS IDENTIFIED AS PERFORMED
BY

COMMUNITY COLLEGE CHIEF BUSINESS OFFICERS

Function: .Accounting

Anderson, E.I’,, "Differential Costs of Curricula in Comprehensive
Jr. Colleges," Doctoral Dissertation, University of Illinois,

1966,

Walters, D.L., "How to Know Instantly What You Can Afford:
Encumbrance Accounting,” School Management, August, 1969,
pi 35-6.

Function: Auditing

Duren, James Randall, Auditing Jr, College Districts in California,

University of California, Los Angeles School of Education,
June 1964, pp. 265,

Function: Bonding

Shockley, E., "Developing Practices Concerning General Obligation
School Bonds and Capital Outlay Financing,'" Association of
School Business Officials, United States and Canada, 1964,

Vol. 50, p. 89-99.

Smith, John A., An Appraisal of School Bond Campaing Techniques,

University of Southern California, Los Angeles, 1953,

Stollar, D., "How to Prepare a Bond Prospectus', Nation's Schools,
76, September, 1965, p. 68-69.

Function: Budgeting
Cope, Robert G,, Budget Formulas and Model Building, Massachusetts

University, Amherst, Office of Institutional Studies, May 6, 1968,
P. 15, '

"Cost Cutting is Vigorous on Many Campuses,'" College Management,
Volume 6, Number 1, January, 1971, pp. 16-17,

"Criteria for Public Investment in the Two-Year College: A Program
Budgeting Approach".

DuFresne, R.A., "The Big Budget Mystery," College Management. Volume 5,
Number 8, August, 1970, p. 23.

159
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Dwyer, E.O., "Cost Accounting an Aid to Budget Preparation and Control
in Community College Business Management, "Association of School
Business Officials," 1966, Volume 52, pp. 452-455.

Fly, Walter L., "A Critical Analysis of the Budgeting, Accounting,
and Reporting Procedures of the Public Junior Colleges of
Texas with a Projection of Practices Designed to Promote
Uniformity," Dissertation, University of Texas, 1964.

Hobson, J.W., "Educational Planning: The Basis of a Good Financial
sudget," Association of School Business Officials, 1966, Volume 52,

pp. 301-304.

Jennings, Emery C. (Dissertation), "PPBS: A Model for ita Implementation
in Comprehensive Community Colleges," University of Denver, 1969,

Koenig, H.E., A Systems Model for ement Plannin d Resource

In Institutions of Higher Education: Final Report, Michigan State

University, Division of Engineering Research, September 30, 1968,
p. 497.

Lindner, W.K., "Reporting on the Budget," Association of Business
Officials, 1966, Volume 52, pp. 456-459.

Manatt, R.P., "Cost Analysis of Selected Education Programs in the
Community Colleges of Iowa,"” Journal of Education Research,

Volume 63, pp. 66-70.

Morrell, L.R,, "A Look at Program Budgeting', Educational Record,
Summer, 1969, pp. 286-289,

Nikkel, W.H., “Administration and Control of the Budget," Association

of School Business Officials, 1966, Volume 52, pp. 304-306.

Function: Collection of Student Fees

“Students: Key to Funding," College Management, Volume 5, Number 5,
M‘y, 1970. pp. 26-29.

Function: Collective Bargaining

"Collective Bargaining in Michigan Community Colleges,"” Journal of

Colleges and Universities, Personnel Association, May, 1970,
volm 21’ pp. 33"'49-

"Collective Bargaining with the Faculty,'" College Management,
Volume 5, Number 8, pp. 16~-17.

Gianopulos, J.W., "College Administrator and Collective Negotiations,"

College and University Business, May, 1970, Volume 49, pp. 71-72,
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“Unionization," College Management, July, 1970, Volume 5, Number 7,
pp. 14-15,

Function: Data Processing Services

Nixon, John W., "Computer Conversion,'" College Management, Volume 5,
Number 2, pp. 33~35,

Function: Endowment Fund Management

Burnett, Collins W., A, Barbara Sprague, "Management of Endowment
Funds," College Management, April, 1973, Volume 8, Number 4,
pp. 37-39,

Function: Federal Relations

"Federal Programs for Higher Education: Needed Next Steps,"
Education Record, Spring, 1969, Volume 50, pp. 155-165.

Green Edith, "Federal Education Programs Have Become a 'Growth
Industry',"” College Management, Volume 5, Number 10, October,

1970, p. 2.

Mensel, R,F,, "Federal Support for Two Year Colleges: A Whole New
Ballgame," Junior College Journal, Spring, 1969, Volume 40,
pp- 14-19.

Wakefield, Rowan A, and Others, Sources of Federal Support for Higher
Education: Experimental Systems for a National Information

Network, State University of New York, Albany, 1968, p. 132,

Function: Food Service

"Feeding the Student Body," College Management, Volume 5, Number 7,
July, 1970, pp.26-28,

Flanagan, Thelma, School Food Purchasing Guide, 1968, p. 144,

Function: Fund Raising

Devine, Thomas F,, Corporate Support for Education: Its Bases and
Principles, Catholic University Press, Washington, 1956.

Elkins, F.S. and Clyde E., Blocker, "Philanthropic Support of Private
Junior Colleges,'" Junior College Journal, November, 1966,
Volume 37, pp. 28-31.

Fisher, Glenn W, and Robert P. Fairbanks, "The Politics of Property

Taxation," Administrative Science Quarterly, 12 (1), June, 1967,

pp. 48~71.
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“Funds for Junior Colleges and Students,"” American Education,
December, 1968, Volume 5, pp. 30-31,

Odell, William R,, Gifts to the Public Schools, New York City, 1932,

Olson, Roger F., "Fund Raising: Lots or Little, the Techniques the
Same,'" College Management, August, 1966, p. 15.

Reeder, Ward G., Campaigns for School Taxes: A Manual for Conducting
Such Campaigns, The MacMillan Company, New York, 1946,

Function: Information System

pillon, Jr,, James D., "Instant Info,'" College Management,
Volume 5, Number 6, June 1970, pp. 15-17.

Dykeman, Francis C., Financial Reporting Systems and Techniques,

Falcon, William D., Reporting Financial Data to Management,
Oliver, F, E., "Revising the 'Bible' of Business Administration,"

College and University Business, June, 1970, Volume 48,

Number 6, pp. 51-53.

Priscilla, Thomas W,, "Financial Reporting Should be Related to
Institutional Purpose,' College and University Business,
June, 1970, Volume 48, Number 6, pp. 54-56.

Wiche, Objectives and Guidelines of the WICHE Management Information

Program, May, 1969, p. 31l.
Function: Insurance

Allen, Clifford H., "How to Manage a School Insurance Program,"
American School and University, June, 1965, Number 37,
PP. 41-42,

Allen, Clifford H., School Insurance Administration, MacMillan,
New York, 1965,

“"Campus Unrest Spurs Insurance Hike," College and University Business,
September, 1970, Volume 49, p. 19.

Function: Investment

Markstein, David L., "Earning Money with your Cash Balance,"
College Management, Volume 5, Number 3, March, 1970, pp. 33-34.

Russell, Judith, "Grades Create Fund to Offset Inflation," College
Management, Volume 4, Number 4, April, 1970, pp. 30-31,
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Tripp, "How to Get More Dollars From Your Investment,” College
Management, Volume 2, Number 8, August, 1967, p. 12,

Function: Leadership

Bacon, A.L, and J.W, Leslie, "Output = Input?," College and
University Journal, Fall, 1970, Volume 9, pp. 5~15.

Flocco, Edward C., "An Examination of the Leader Behavior of School
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APPENDIX H
QUESTIONNAIRE

e chief business officer in the comprehensive community coilege is thought to perform
. number of functions, An assumption is made that each of these functions can be classifi
into one of nine categories which depict the chief business officer as being a resource

oT.
isted below are the nine categories, Definitions are attached for your information and

sistance. Please enter in the space, behind each function, the number of the resource
ategory that best fits the function classification.

xample: [ Accounting | 4
Auditing 9
Bonding 9

1though a function may have activities which qualify it for more than one category, select
nly the one category which best suits the characteristics of the function.

Resource Maintenance = Property
Resource = Procurement Resource Maintenance - Staff
Resource Allocation Resource Development

Resource Maintenance - Fiscal 9 Resource Protection

Resource -~ Administrative Services

Resource Planning

O~

;
:

FUNCTION RES PONS

Legislative

Long Range Planning
Maintenance of Equipment
Maintenance of Facilities
Maintenance of Grounds
Payroll

Personnel Management

Policy Formulation
Protection of Persons and Property
Publication Services
Purchasing

Real Estate

Salary and Wage Determination
Student Activity Fund

Student Housing

Student Loan

Student Store-~Bookstore
Transportation

ollective Bargaining

ata Processing Services
ndovment Fund Management
acilities Utilization
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Jury of Experts That Determined Placement of

Functions within Resource Catqgories

Dr. Max Raines
Professor
Michigan State University

Dr. Thomas E. McClung
Budget Analyst
Michigan Bureau of the Budget

Mr. Robert Endriss
Budget Analyst
Michigan Bureau of the Budget

Mr. Robert Chick
Dean for Business Affairs
Kalamazoo Valley Community College

Mr. Bruce Neuman
Dean for Business Affairs
Lansing Community College



lé68

A Tabulation of Responses Placing Functions into Broad Man-
agement Resource Categories by Jury of Experts :

Percentage
Response
Resource Planning
Campus Planning 100*
Information Systems 40
Long-Range Planning 100
Policy Formulation 80
Resource Procurement
Collection of Student Fees 80
Federal Relations 100
Fund Raising 80
Legislative 80
Purchasing 80
Resource Allocation
Budgeting 80
Collective Bargaining 40*
Facilities Utilization 80
Payroll 40"
Salary and Wage Determination 80
Resource Fiscal Maintenance
Accounting 100
Resource Administrative Services
Data Processing 80
Food Service 100
Publication Services 80
Student Activity Fund 80
Student Housing 80
Student Loan 60
Student Store-Bookstore 100
Transportation 80
Resource Property Maintenance
Maintenance of Equipment 100
Maintenance of PFacilities 100
Maintenance of Grounds 100*

Inventory 40
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Tabulation Continued

Percentage
Response
Resource Staff Maintenance
*

Faculty and Staff Housing 40*

Personnel Management 40
Resgource Development

Endowment Fund Mgt. 40"

Investment 60

Real Estate 60*

Leadership 40
Resource Protection

Auditing 80

Bonding 80

Insurance 100

Protection of Persons and Property 100

®
Writer cast tie-breaking vote
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