DELTA STATE UNIVERSITY 

Unit Strategic Plan and Annual Report -- Academic Year 2008-09
_______Academic Unit      __X____ Administrative/Support Unit
I. Unit Title: Office of Procurement and Auxiliary Services



School/College or University Division:  Finance & Administration

Unit Administrator: Samuel L. Washington
II.
Educational Program Learning Outcome Assessment Plan: Not Applicable
III. Goals 

-- For the Current Year 
A.
Goal # 1:  Develop and implement policies and procedures for conducting contracts management functions for the university, provide necessary training to departments

1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Conducted training sessions with faculty/staff to inform them of new procedures

3. Actual Results of Evaluation:  More contracts are being routed through this office, some templates are now in place

4. Use of Evaluation Results:  Continue to refine and develop contract review procedures
B.    
Goal #2: Develop and implement policies and procedures for conducting risk assessment on the campus, and provide timely and relevant feedback to campus departments and to the administration to minimize exposure


 1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Conducted training sessions with faculty/staff to inform them of risk function




3. Actual Results of Evaluation:  Departments have begun to forward questions and concerns to this office for response

4. Use of Evaluation Results:  Continue to refine and develop risk management policies and procedures
C.  
Goal # 3:  Develop and implement policies and procedures to ensure that DSU vehicles meet state and IHL parameters for safe operation


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  
2. Evaluation Procedure(s): Met with Facilities Management Director to begin planning for upgrade and replacement of vehicles

3. Actual Results of Evaluation:  Several older vehicles sold at auction, remaining vehicles will be inspected routinely

4. Use of Evaluation Results:  Continue to review vehicle conditions and repair/replace as needed
D.
Goal # 4:  Move campus to maximum utilization of online functions of Banner and Form Fusion (online requisitions, E-purchase orders)


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  



2. Evaluation Procedure(s):  Conducted training sessions on Banner input and procurement policies

3. Actual Results of Evaluation:  Online requisitions are increasing, direct-pay requisitions are still too numerous

4. Use of Evaluation Results:  Refine training materials and continue training to stress full usage of Banner system
E.
Goal # 5:  Integrate shipping and receiving function into the Procurement Office and provide supervision to coordinate receipt of packages and delivery to the campus


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Held initial talks with Facilities Management Director to begin integration

3. Actual Results of Evaluation:  No change due to change in Director’s position at Facilities Management

4. Use of Evaluation Results:  Will meet with new Director to continue dialogue
F.
Goal # 6:  Train office staff to prepare individuals for increased responsibility within the Procurement Office


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Conducted staff meeting/training on as-needed basis
3. Actual Results of Evaluation:  Staff have gained better understanding of policies and laws pertaining to procurement processes

4. Use of Evaluation Results:  Developing a plan of replacement within the office should a need arise
G.
Goal # 7:  Meet expectations of Vice President of Finance & Administration


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]



2. Evaluation Procedure(s):  Meet regularly with VP for feedback and instruction

3. Actual Results of Evaluation:  Successful performance evaluation 

4. Use of Evaluation Results:  Identify areas to improve upon and continue to improve performance
-- For Coming Year(s) 

A.
Goal # 1:   Update contracts management policies

1. Institutional Goal(s) supported by this goal: 
 SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]


2. Evaluation Procedure(s):  Conduct training workshops

3. Expected Results:  Campus-wide recognition and usage of contract review processes 

4. Anticipated/Intended Uses of Evaluation Results:  More centralized control of contractual obligations for the university
B.     Goal #2:  Update emergency management procedures

1. Institutional Goal supported by this goal:

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]

2.  Evaluation Procedure:  Meet with campus police, Facilities Management Director to formulate procedures


3.  Expected Results:  Updated hierarchy and procedures for emergency management on campus


4.  Anticipated/Intended Uses of Evaluation Results:  Better control and coordination during emergency situation

C.  
Goal #3:  Integrate shipping and receiving function into the Procurement Office and provide supervision to coordinate receipt of packages and delivery to the campus

1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Meet with new Facilities Management Director to begin integration

3. Expected Results:  Integrate Property and Receiving functions

4. Anticipated/Intended Uses of Evaluation Results:  Better control of equipment being properly identified before delivery

D. 
Goal #4:  Meet expectations of Vice President of Finance and Administration


1. Institutional Goal which was supported by this goal: 

SP Goal # 3:  [The university community will benefit from better communication, effective operational and administrative systems, an optimal work environment, and a performance-responsive reward structure.]  

2. Evaluation Procedure(s):  Meet regularly with VP for feedback and instructions

3. Expected Results:  Better understanding of expectations

4. Anticipated/Intended Uses of Evaluation Results:  Increased opportunities for advancement

IV. Data and information for department:  
Brief Description and/or Narrative of programmatic scope:  Provide guidance and direction for university in all matters of procurement and risk management
Comparative Data (enrollment, CHP, majors, graduation rates, etc):  Requisitions, Purchase Orders, Contracts
Grants, Contracts, Partnerships, Other Accomplishments:  N/A
Economic Development initiatives and/or impact:  N/A
Diversity Compliance Initiatives and Progress:  Monthly Minority Vendor Reports, Minority Vendor Outreach
Committees reporting to unit (Committee records archived in _________ ):  None
V.    Personnel:          
Noteworthy activities and accomplishments:  Dianne Serio, Accounts Payable Analyst, received MBA from DSU during Fall Commencement 
New position(s) requested, with justification:  None 
Recommended change of status:  None
VI.
Degree Program Addition/Deletions and/or Major Curriculum Changes:      

Changes made in the past year:  N/A

Recommended changes for the coming year(s):   N/A
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