Worksheet: Administrative #2

Administrative and Support Units
Assessment Plan
	Business Office/Bookstore
	
	2008

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	1/31/2008

	(    ) Summative Assessment
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	Mission: Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.

	Strategic Goal (which strategic goal(s) most support the services being provided):

Goal 6: Ensure sufficient and well-managed fiscal resources that maintain financial stability.




	Administrative Unit/Program Mission Statement :
To provide the college’s financial services to students, employees, vendors, governments, agencies and other institutions.

· Handling of students’ subsidiary ledger

· Ensuring accuracy of students’ financial records

· Preparing of Promissory notes, aging of accounts receivable

· Collections of outstanding amounts

· Monitoring of purchases and inventory of assets

· Assisting Campus Director with the preparation of the campus-wide budget.

· Overseeing and maintaining the overall operations of Pohnpei Campus Bookstore.
· Preparing receiving reports, sales transactions, charge and inventory listing.

· Keeping and maintaining files of records for internal/external audit purposes




	Administrative Unit/Program Objectives: 

	Objective 1: Financial records are provided to National Campus within the required timeline.


	Objective 2: Obligating documents are controlled and submitted to National Campus 5 working days from date of submission by offices.



	Objective 3: Statement of accounts is readily available to respective students.


	Objective 4: Cash Receipts and collections are received and deposited intact in the bank.



	Objective 5: 


	Evaluation questions
	Data sources
	Sampling
	Analysis

	Did Pohnpei Campus Business Office/Bookstore provide Financial records to the Business Office National Campus within the required timeline?
	· Revenue Reports/Enrollment

· PCTI Monthly Reports

· Inventory Listing

	Transmittal Sheets to Business Office
	Descriptive Statistics

Content Analysis

	Are obligating documents controlled and submitted to National Campus 5 working days from date of submission?
	· Purchase Orders
· Letter Orders

· TA’s

· Special Contracts for Part-time staff & faculty-Personnel
· Contractual-non personnel
· Housing Contracts

· Receiving Reports
	Transmittal sheet to Business Office
Incoming Mail Log sheet.
	Descriptive Statistics

Content Analysis


	Can Students check their accounts at any time and be sure that their accounts are correct?

	· Student Ledger sheet
· Statement of Account

· Promissory Notes
	Develop log sheet for incoming students to check their accounts
	Descriptive Statistics

	Did Pohnpei Campus Business Office and Bookstore deposit the day after receiving collection?
	· Cash Receipt Reports
	FY 2007-2008 Summary Cash Report
	Content Analysis

	
	
	
	


Timeline

	Activity
	Who is Responsible?
	Date

	Develop log sheet-Incoming students to see their accounts
	Fiscal Officer and Account Clerk
	February 2008

	Draft Evaluation Report
	Fiscal Officer
	August 2008


	Final Evaluation Report
	Fiscal Officer
	September 2008
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