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MEMORANDUM 
 
Date   March 21, 2005 
 

 TO:  Division of Administration and Finance  
   Program Effectiveness Committee (PEC) Members 
 
   Raoul Freeman 
   Donn Silvis 
   Larry Gray 
   John Epps 
   Linda Wise 
  
 FROM:  Kathleen Hughes, Chair 
   Program Effectiveness Committee 
 
 SUBJECT: Program Effectiveness Committee (PEC) Hearing for FY 2005-06 
   Tuesday, March 22, 2005 at 2:30pm in SBS E220 
 
 
 The University Budget Committee (UBC) issued a revised call to the divisions regarding the assessment planning 
 and budget process for College Year 2005-06.  It noted that, although the Governor’s Proposed Budget Allocation 
 has included new growth funding for 2005/06, the campus would not have new funds to allocate in 2005/06.  
 The new enrollment growth funds provided for in 2005/06 as well as potential Home Depot Center funds will be 
 allocated to cover the 2004/05 on-going budget shortfalls and the deficit from the shortfall in State University Fee 
 Revenue in 2004/05.  UBC further stated, because there are no new growth funds to allocate for 2005/06 the 
 committee stated that it is not necessary to go into a budget allocation or reduction process.   
 
 The information being requested of the divisions/PECS is the following: 
 
 1. Summary review of programs in the divisions. 
 2. Divisional Fiscal Update. 
 3. Future Plans for the Division – how will division cover costs without new funds? 
 
 Attached are the departmental Program Effectiveness and Budget Reports; and, the Vice President’s divisional 
 fiscal report.   Additional information will be provided to you at the meeting tomorrow.  George Pardon, Vice 
 President of Administration and Finance will make the presentation on behalf of the division.   I look forward to 
 seeing you at the hearing.   If you have any questions, please contact me, ext. 2420.   Thank you. 
 
 Kathy 

 



Administration and Finance 2005/2006 PEC Report

04/05 One time funds used for reduction 430,318.00        

Identified Divisional On-going Reductions taken in 04/05

Divisional Operating Expenses 127,900.00        
Reduction in Positions
Acct Clerk-A 26,964.00          
Doc Processor (ASC I) 30,576.00          
IT Consultant 48,000.00          
Custodian 24,672.00          
Reprographics Mgr 50,784.00          
Benefits Credit 28,959.00          
Reduction Identified 337,855.00        

One-Time reduction carried forward into 2005/2006 92,463.00          

On-going operational needs for 2005/2006
Telephone Switch Equipment Service Contract 39,744.00          
Smart Classrooms Upkeep and Maintenance 34,547.00          
Repair  Faculty and Staff Computers 30,000.00          
Nonresident alien tax compliance software license 3,350.00            

Total on-going operational needs for 2005/2006 107,641.00        

Total on-going resource needs for 2005/2006 200,104.00        *

*    To be funded from positions held vacant in 2004/2005.

Upgrade computers for Faculty & Staff 400,000.00        
Digital Media Materials 20,000.00          
Digital Media Equipment 25,000.00          
Network Security Analyst Position 65,000.00          

510,000.00        

It is recognized that UBC doesn't have funds to allocate this year.  The items below are 
important items for the university and would like UBC and the campus community to 
be aware of these needs and fund them once funds become available.

Divisional Fiscal Update

Future Plans for the Division

Unfunded Campus Needs

For 2005/06 the Division of Administration and Finance will fund the on-going 
resource needs of approximately $200,104 from position held vacant in FY 2004/05.  
The Division will manage its resources and to do its part in meeting the required FTE 
target for FY 2005/06.  There are unfunded needs related to PeopleSoft.  A loan has 
been taken but there are still many unknown costs in relation to this project. 

9/16/2005



DIVISION OF ADMINISTRATION AND FINANCE 
PROGRAM EFFECTIVENESS AND BUDGET REVIEW PROCESS 

for Fiscal Year 2005-2006 
 

Accounting Services 
 
1. Mission Statement 

 
“The Accounting Services office is dedicated to providing a range of responsive, 
customer-oriented financial services to students, employees and vendors of the 
University.” 
 
While this statement is accurate, it does not completely describe the mission of this 
office.  Accounting Services also has a responsibility to comply with applicable mandates 
of CSU, State, Federal and other outside entities in performing its functions.  It is the 
proper and reasonable balancing of the requirements of these external customers with the 
desires of our internal (campus-based) customers that serves as the total mission of 
Accounting Services. 
 

2. Goals 
 
Accounting Services has several basic goals: 

 
1. To collect on a timely basis fee and other revenue from all persons to whom the 

University provides services, or who otherwise provide funds to the University. 
2. To deposit such collections timely and accurately. 
3. To issue and/or disburse payments to those persons who provide services to the 

University, and to do so timely and accurately. 
4. To issue and disburse, on a timely and accurate basis, payments to students of the 

University who receive financial aid, or who have overpaid for services they have 
received from the University. 

5. To record financial transactions related to the receipt, disbursement, or transfer of 
University funds timely and accurately. 

6. To regularly analyze and reconcile University financial records to ensure their 
ongoing accuracy. 

7. To regularly prepare and issue/submit financial reports, and offer advice and 
training that provide desired or required information to the department’s internal 
or external customers. 

 
3. Functions  

 
The functions performed by Accounting Services may be classified in the following 
general categories: 
 
Accounts payable (including travel) 
General ledger accounting 
Financial reporting 
Student financial aid and fee refund disbursements 
Billing and Collections 
Accounts receivable  
Cashiering 

 



 
4. Services performed to carry out function.  Identify if service is campus only or serves 

external constituents (i.e. Chancellor’s Office, off-campus organizations, etc.).   
 
Services Performed Due to Internal Customers’ Needs 

(These services directly benefit or affect on-campus constituents – students or employees) 

 
Payment of employee travel advances and claims 
Process and issue student financial aid checks 
Process and issue student fee refunds 
Issue student fee billings 
Collect on past-due student accounts 
Maintain student Perkins Loan records 
Receive/process payments from students or employees 
Provide advice or assistance to students or employees 
Process student installment payment plan documents 
Submit past-due student/employee accounts to Franchise Tax Board 
Process fee waivers for students 
Process/distribute employee payroll checks 
Issue quarterly financial reports to campus departments 
Issue annual tax documents (Form 1098-T) for students 

 
Services Performed Due to Campus-Wide Customers’ Needs 
(These services are of benefit to campus constituencies, but in a general manner) 
 
Prepare journal entries for expense/revenue/transfers 
Process on-campus department chargebacks 
Record financial transactions in automated systems 
Update and maintain automated systems 
Monitor and invest idle trust fund cash 
Request drawdowns of Federal and State financial aid funds 
Reconcile financial aid disbursement accounts with U.S. Dept. of Education 
Reconcile general ledger accounts to subsidiary detail 
Reconcile revenue and expense accounts with State Controller’s records 
Prepare reconciliations of fee revenue to student enrollment 
Reconcile bank statements 
Prepare annual audited financial statements for campus 
 
Services Performed Due to External Customers’ Needs 
(These services are required to be performed by external entities) 
 
Pay vendors for goods and services received 
Prepare quarterly submission of FIRMS data to Chancellor’s Office 
Issue annual forms 1099 to vendors and IRS 
Prepare bank deposits 
Remit cash collections to State Treasury 
Assist in annual preparation of FISAP report to U.S. Department of Education 

 
 
 
 
 



5. Recognized measurements/benchmarks. 
 

• Data collected as to time taken to make a payment for a completed Purchase 
Order. 

• Data collected as to timely reimbursement of completed travel requests. 
• Campus customer satisfaction survey. 
• Data collected on collection of monies for unpaid accounts. 
• Annual financial audit performed by external auditors. 
• Chancellor’s Office FISMA audit conducted every two years. 

 

Improvement efforts have included: 

 

• Installation of Web Credit card payment software.  Previously payments made 
over the web had to be processed manually by the Cashier’s Office. 

• Installation of a new Voice response system that allows us to view charges and 
make credits back to credit cards much easier.  Previously payments made over 
the phone were processed manually by the Cashier’s Office. 

• Expanded use of BRIO to assist campus units and Accounting Services personnel 
in analyzing data. 

• Installation of a Cashiering system in Cashier’s Office.  Prior to implementation 
the office did not have a Cashiering system.  Now the Cashier’s office can receipt 
and enter information offline if Banner is down. 

• Implementation of a standard expenditure transfer form.  Prior to implementation 
the general accounting area received information from campus departments 
regarding expenditure transfer requests in no standard format.  The new form 
captures all of the necessary information. 

• Modification of APS screens to capture data better and streamline the workload 
for the Accounts Payable staff.  These improvements include modification to 
screen 157 to prevent omission of revolving fund; modification to 166 to provide 
more detail regarding data entered for payment of invoices; creation of 11A 
screen to sort AP voucher from newest to oldest and also allow lookup by invoice 
or PO number; creation of the 10U screen which allows lookup by a date range; 
Creation of screen 10S which prevents display of Social Security  number. 

 
6. Function/service that could have a perceived need for increase of efficiency. Identify 

ways to increase efficiency.  
 

Service/ Function 
 

Ways for department 
to Improve Efficiency of 

Service/Function 

Ways for Campus to Assist 
Department in Improving Efficiency of 

Service/Function 
 

 
1.  Student fee billing - process is 
time-consuming and subject to 
inaccuracies.  Not all students 
receive formal notification of how 
much they owe, and their 
admissions and financial aid status 
is frequently uncertain. As a result, 
students may be billed in error. 

 
2. Processing of vendor payments 
by Accounts Payable – many 

 
Eliminate the issuance of paper 
student fee bills; use e-mail or 
require students to access Banner 
Web or Voice Response 
applications to find out what they 
owe 
 
 
 
Accounting and procurement staff 
must meet on a regular basis to 

 
Implement previously purchased Touchnet 
software that creates email billing statements.  
This requires the assistance of IT personnel 
and is currently on the list of projects. 

 
 
 
 
 
A combination of increased use of the 
campus procurement card and better 



invoices are received that are not 
supported by purchase orders and 
receiving documents, which 
requires A/P staff to do additional 
time-consuming research to 
determine validity of invoiced 
amounts prior to payment. 

 
3.Student financial aid and refund 
checks are printed and mailed; this 
process is time-consuming, costly, 
and subject to lost mailings which 
result in delayed re-issuance of 
checks to students 
 
4. Parking pass distribution-
Currently all parking passes are sold 
or distributed from the Cashier’s 
Office.  This results in long lines 
during the first 2 weeks of the term  
due to students having to wait in 
line to receive their parking pass. 
 
 
 
 
 
5. Processing of check payments 
over the web.  Currently students 
can only pay via credit card over the 
web.   
 
 
6. Allowing students to enter in the 
Installment Payment Plan (IPP) via 
Toroweb. 
 
 
 
7. Providing validation stickers to 
all students. 
 
 
 
 
 
 
8.Automate the upload of CSU 
Mentor credit card payments 
 
 
 
9. Streamline the processing of 
contractual invoicing. 

review problems and determine 
solutions to reoccurring problems 
 
 
 
 
 
 
Accounting Services has 
investigated the use of direct 
deposit for financial aid and refund 
checks. 
 
 
 
Accounting Services has 
investigated the use of the web to 
sell parking passes prior to the start 
of the semester.   The passes could 
then be mailed directly to the 
recipient rather than having 
everyone stand in line.  The 
downside to making the pass 
available online is the additional 
cost of mailing of the parking 
passes. 
 
By allowing students to pay via 
check over the web the campus 
could reduce down the cost of 
credit card discount fees. 
 
 
Currently cashier’s has to manually 
setup every student on an IPP.   
 
 
 
 
Either outsource or discontinue the 
use of the validation sticker.  
Currently we have to check to see 
if the student has paid their fees 
before issuing a validation sticker 
 
 
 
Currently the Cashier’s office 
manually posts the mentor 
payments to the individual 
student’s AR accounts 
 
Currently there is no 
standardization in the way that 
contractual invoicing occurs.  
Often accounts receivable isn’t 
even aware of the contract until a 
department asks where the money 
for the contract is deposited.   

communication to vendors and the campus 
community regarding the purchasing and 
payment procedures and requirements. 
 
 
 
 
 
Implement previously purchased Touchnet 
software that creates direct deposit file that 
interfaces with Bank of America - this would 
require involvement of IT personnel and is 
currently on the list of projects. 
 
 
Possibly outsourcing the entire project and 
thereby passing the cost of mailing onto the 
online purchaser. 
 
 
 
 
 
 
 
 
 
Implement previously purchased Touchnet 
software that allows ACH payments to be 
deposited to Bank of America - this would 
require involvement of IT personnel and is 
currently on the list of projects 
 
Implement previously purchased Touchnet 
software that allows students to enter into the 
IPP via the web.  This would require IT 
personnel and is currently on the list of 
projects. 
 
Find another alternative or discontinue the 
use of the validation sticker.  This is not 
reflective of the status of the student’s 
account and when direct deposit is 
implemented only students paying in line 
will receive a sticker.  We currently do not 
mail validation stickers 
 
Create interface with download to automate 
the insertion of detail codes in Banner.  IT 
programmer resources need. 
 
 
Better communication between procurement 
and AR staff.  Making sure that accounts 
receivable is aware of the billing needs of 
each contract and any UBIT revenue is 
identified when the contract is issued.  
Creation of standard sets of terms for the 
contracts would streamline the billing 
process and allow more automation to occur.  

 



 
7. Resource need(s) for Fiscal Year 2005-06.  Indicate if request is one-time or on-going.  
 

Resource Needs 
(one-time & on-going) 

Justification 
& University Goal Link 

Impact if Request 
Is not Allocated  

 

 
None 

 
 

 
 

 



DIVISION OF ADMINISTRATION AND FINANCE 
PROGRAM EFFECTIVENESS AND BUDGET REVIEW PROCESS 

For Fiscal Year 2005-06 
 

BUDGET ADMINISTRATION AND FINANCIAL REPORTING 
 
1. Mission Statement 
  

Our Mission is to create and provide high quality, efficient support and planning services of 
financial resources as an integral part of the campus community and in support of the CSUDH 
strategic priorities. 
 

2. Goals 
 

• Maintain a service oriented approach to assist our customers with their financial resource 
management needs. 

• Establish a partnership with our customers to develop a working environment characterized 
by respect, integrity, and trust. 

• Respect diversity and its importance in our overall culture and specifically at Dominguez 
Hills. 

• Provide training and support to our customers on the financial reports and systems. 
 

3. Functions  
 

To manage the campus budgets effectively and efficiently in order to secure and maintain the 
fiscal integrity of the University. 
 
Responsible for planning, development, and administration of funds appropriated to CSU 
Dominguez Hills.  Provide support to understand and administer budget allocation.  
Responsible for providing our customers assistance in the preparation, analysis, and 
management of the University’s financial resources while supporting the University’s strategic 
priorities. 

 
4. Services performed to carry out function.  Identify if service is campus only or serves external 

constituents (i.e. Chancellor’s Office, off-campus organizations, etc.).   
 

1. FIRMS Budget Submission - campus and Chancellor’s Office 
2. Budget Development and Allocation - campus and Chancellor’s Office 
3. Campus Budget Plan Financial Reporting - campus and Chancellor’s Office 
4. Campus Budget/Finance Committees – campus 
5. Financial Evaluation and Assessment of Current Year – campus  
6. Customer Service - campus and external 
7. Budget Process and Financial Reporting Workshops – campus 
8. Budget Reconciliation with the Chancellor’s Office - campus 
9. Financial Review and Year End Reporting - campus and Chancellor’s Office 
10. Mid Year Status Assessment - campus and Chancellor’s Office 
11. Salary Compensation Analysis – campus 
12. Allocation Order Posting/Reconciling/Detailing with memos - campus 
13. FRS Maintenance, Reporting and Training – campus 
14. SAT Review and Processing – campus 



15. Budget Transfers – campus 
16. Special Projects – campus 
17. Divisional BRIO Reporting and Data Extraction – campus 
18. CIRS Reporting and Data Extraction – campus 
19. Centrally Monitored Utility Database – campus and Chancellor’s Office 
 

5. Recognized measurements/benchmarks. 
 

• Measure the timeliness, accuracy and volume of Chancellor’s Office reporting. 
• Account for the frequency, number and accuracy of budget transfers processed. 
• Evaluate the quality, frequency and comprehensiveness of Financial Reporting. 
• Gauge the timeliness and inclusiveness of Budget Development and Budget Allocation. 
• Research comparable institutions’ budgetary and financial reporting models. 
 

6. Function/service that could have a perceived need for increase of efficiency. Identify ways to 
increase efficiency.  

 
Service/ Function 

 
Ways for department 

to Improve Efficiency of 
Service/Function 

Ways for Campus to Assist 
Department in Improving Efficiency of 

Service/Function 
 
1. Financial Information 
 
.  
 
2. Budgetary Policies  
.  
 
. 

 
Continue to improve the 
comprehensiveness and quality of 
financial information. 

 
Develop more detailed budgetary 
policies, which are accepted and 
approved by the university 
community. 

 

 
Determine what financial information the 
general campus constituent seeks. 

 
 

Determine what budgetary policies the 
university community feels are needed. 

 
 
7. Resource need(s) for Fiscal Year 2005-06.  Indicate if request is one-time or on going. 
 



         Resource Needs 
(one-time & on-going) 

Justification 
& University Goal Link 

Impact if Request 
Is not Allocated  

None 
 

  

 




