DELTA STATE UNIVERSITY 

Unit Strategic Plan and Annual Report -- Academic Year 2010-11
____Academic Unit      _x___ Administrative/Support Unit
I. Unit Title:
Procurement & Auxiliary Services


School/College or University Division:  Finance & Administration

Unit Administrator: Beverly Lindsey
Program Mission: The Office of Procurement and Auxiliary Services’ mission is to ensure an efficient and effective procurement process for university goods and services; timely payment of university financial obligations; and the management and reduction of risk through the procurement of property, liability and other insurance coverage.
II.
Student Learning Outcomes Assessment Plan / User Outcomes Assessment Plan – N/A
Table II:  User Outcomes (primarily non-academic units):
	TABLE II – User Outcomes



	A. User Outcomes
 What outcomes does the unit measure to demonstrate unit achievements and improvements (what does a user gain or learn from the unit’s services?)

	B. Data Collection & Analysis

1. What assessment tools and/or methods will you use to determine if user outcomes are met?  2. Describe how the data from these tools and/or methods will be/have been collected.  

3.Explain the procedure to analyze the data.
	C. Results of Evaluation

What were the findings of the analysis?  
	D. Use of Evaluation Results

1.List any specific recommendations.
2. Describe changes or procedures that are proposed or were made/ are being made as a result of the user outcome assessment process.

	Requisitions will be processed to purchase orders within five business days of receipt.
	Requisitions will be tracked on a spreadsheet from receipt to purchase order date.
	To be implemented in 2011.
	If turnaround times are not achieved, the process will be re-engineered.

	Payment requests will be processed and checks written within three weeks of being received.
	Payment requests will be tracked on a spreadsheet from receipt to check writing.
	To be implemented in 2011.
	If turnaround times are not achieved, the process will be re-engineered.

	
	
	
	


III. Goals 

-- For the Current Year 
A.
Goal # 1:  Implement a contract/agreement policy and procedure process


 



1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness

2. Evaluation Procedure(s): Conduct training workshops and establish central contract/agreement filing system.

3. Actual Results of Evaluation: New Director and VP Finance & Administration postponed development for one year.

4. Use of Evaluation Results:  In process.
B.
Goal # 2:  Complete update of emergency management procedures


1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness

2. Evaluation Procedure(s): Meet with campus police, FM Director to finalize procedures

3. Actual Results of Evaluation: Emergency management procedures transferred to Police Department & Facilities Management

4. Use of Evaluation Results:  In process.
C.
Goal # 3:  Complete training on accounts payable, purchasing, and risk management functions


1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness
2. Evaluation Procedure(s): Meet with Comptroller, Vice President, System Procurement Managers, and IHL Office of Risk Management on policies and procedures
3. Actual Results of Evaluation: Training program continues as needed.

4. Use of Evaluation Results: process.
-- For Coming Year(s) 
A.
Goal #1: Implement a contract/agreement policy and procedure process

 



1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness

2. Evaluation Procedure(s): Conduct training workshops and establish central contract/agreement filing system.
3. Expected Results of Evaluation: Campus administrators will have a better understanding of how to process contracts and agreements.

4. Use of Evaluation Results:  Contracts and agreements will be more efficiently processed..
B.
Goal #2: Re-engineer equipment inventory control processes

 



1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness

2. Evaluation Procedure(s): Conduct inventory training workshops and field verify existing inventory
3. Expected Results of Evaluation: Campus will have reliable inventory counts.

4. Use of Evaluation Results:  Inventory counts and values will be updated on financial statements and provided to the State Auditor’s office.
C.
Goal #3: Implement direct deposit of travel reimbursements

 



1. Institutional Goal which was supported by this goal: SP#4.  Enhance institutional effectiveness

2. Evaluation Procedure(s): Research technical and operational procedures necessary to direct deposit travel reimbursements.
3. Expected Results of Evaluation: Campus personnel will receive reimbursements directly in their bank accounts.
4. Use of Evaluation Results:  Less staff time will be spent processing travel reimbursement checks.
D. Goal # 4:  Review and update university travel policies with University Accounting. 
1. Institutional Goal(s) supported by this goal – SP Goal #4: Enhance institutional effectiveness:  DSU will improve and communicate effectively its financial, physical, and resource capacities, demonstrating efficiencies in programs and services.


2.   Evaluation Procedure(s):  A comprehensive review and updating of travel policies and procedures will be completed in the 2011-2012 academic year.    

3.  Anticipated Results of Evaluation: University staff will have a better understanding of applicable travel policies and procedures.  

4. Use of Evaluation Results:  New travel policies will be implemented, improving efficiency

IV. Data and information for department:  
Brief Description and/or Narrative of programmatic scope:  Procurement & Auxiliary Services processes all accounts payable and travel reimbursements, issues all purchase orders, conducts procurement processes for items greater $20,000, conducts and/or provides technical assistance on RFPs, and maintains a central file for all institutional contracts and agreements.
Comparative Data (enrollment, CHP, majors, graduation rates, etc.).  Add all Strategic Plan indicators as applicable to your unit (identify them with SP goal numbers).
Diversity Compliance Initiatives and Progress:  Procurement & Auxiliary Services will work with the new Diversity Officer on purchasing university goods and services from minority contractors.
Economic Development Initiatives and/or Impact:
Grants, Contracts, Partnerships, Other Accomplishments:
Service Learning Data (list of projects, number of students involved, total service learning hours, accomplishments, etc.):
Strategic Plan Data (see Appendix C of the Guidelines)

Committees Reporting To Unit (Committee records archived in ________):  
V.    Personnel:          
Noteworthy activities and accomplishments Ms. Beverly Lindsey is in her second year as Director.  Beverly attended 96 hours of purchasing continuing education classes to begin her certification as a purchasing professional.  Beverly will continue to work toward this certification in 2011-2012. Diane Serio, an Accounts Payable Analyst in the office transferred to the Art Department.  Ms. Annie Garcia was hired to replace her.  Kathy Givens was promoted to Senior Accounts Payable Analyst.   
New position(s) requested, with justification: 
Recommended change(s) of status:
VI.
Degree Program Addition/Deletions and/or Major Curriculum Changes:      

Changes made in the past year:

Recommended changes for the coming year(s):   
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