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ADMINISTRATIVE UNIT REVIEW 2009
	1. Name of Unit:
	Business Office

	
	

	2. Employees in Unit and their Titles:
	David Monroe, Executive director of Finance an Information Systems

	
	Jesse Perloff, Assistant Controller

	
	Nadia Klausing-Hall, Payroll Specialist

	
	Vicki Ball, Accounts Receivable Specialist

	
	Thuha Nguyen, Account Payable Specialist

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	The mission of the Business Office is to provide staff and students with the necessary services to fulfill their financial obligations. We do this by processing financial transactions in a timely manner, properly interpreting Board Rules & College Procedures as well as DOE, GAAP, and GASB requirements.
The Business Office has had turnover in the following positions in the past year; Controller and Account Payable Specialist.  


	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	The Business Office provides the following services to other units at the College:
· Budgeting guidance and oversight.

· Payroll Services

· Receivables and Payables Services

· State Reporting

· Grant Management

· Auditory Compliance

· Processing of all student finances

· Processing of Student Refunds including Financial Aid



	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	Electronic distribution of 1098’s and W2’s was implemented in Fiscal Year 2008-2009.
The implementation of electronic 941 filing will be completed in Fiscal year 2009-2010

Budget status and transfers will be available to budget manager via the FKCC portal in the Spring 2010.

Electronic Time sheets is still in development and is anticipated to be available by June 2010.
For fiscal year 2009-2010 the Banner Budget module was used to enter the annual budget.  This reduced staff time to enter it manually.



	6. Explain your satisfaction with your assessment of your 08-09 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	I am satisfied with the achievements made in the 08-09 plan. Even though all outcomes were not met the, Business Office still completed some goals despite the turnover in the department.  In the 08-09 year the Business Office had turnover in three positions and still was able to maintain superior customer service as well as reporting deadlines.



	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	The Business Office was sufficiently staffed in the past year.  I do have some concerns about the later part of 2009-2020 as well as next if FKCC enrollment continues to increase.
 


	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in next this year’s (2009-2010) or next year’s (2010-2011) annual plan to promote continued growth. 

	2009-2010
           This year we plan on implementing the Budget Self Service module in the Banner Finance System.  This will greatly improve internal customer service as it relates to departmental budgets.

          This year we plan on reviewing and updating as many procedures as we can to ensure they meet current standards set forth by SACS and FDOE.

2010-2011

         Additional personnel resources may be needed if student enrollment increases. 

        Further streamline departmental operations and review process to determine efficiency.



	9. This Unit’s operations are:

	
	
	
	

	
	Strong
	Please explain:
	

	

	X
	Moderate
	Please explain:
	

	

	
	Weak
	Please explain:
	


	10. Please indicate your overall recommendation for this program:

	X
	Continue with current operating plans
	Please explain:
	

	

	
	Incorporate new objectives/outcomes into current 2009-2010 plan
	Please explain:
	

	

	
	Include identified future needs in the spring planning for 2010-2011
	Please 
explain:
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