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Administrative and Support Units
Mission and Objectives Development Worksheet
	Business Office – Yap Campus
	
	Fall 2008 – Spring 2010

	Unit/Office/Program
	
	Assessment Period Covered

	
	
	June 25, 2008

	
	
	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.

Goal #9 Provide for continuous improvement of programs, services and college environment.




	Administrative Unit/Program Mission Statement (First present a philosophical statement related to your units/program/office followed by a listing of the services you provide):

Mission:  To provide quality fiscal services to students, faculty, staff and other stakeholders at Yap Campus 
· Responsible to total fiscal management functions for Yap Campus

· Perform all accounting duties 
· Maintain income/expenditures and budgetary control account for all operations of the campus including CRE account

· Serve as purchasing/receiving agent, prepare necessary documents for employee payroll, time and attendance report, prepare reconciliation statement, financial statement and reports including a financial monthly report
· Assist in development of the annual budget and administer the adopted budget for the campus

· Review documents authorizing expenditures for compliance with existing legal procedural requirements, 

· Reconcile appropriation account with monthly statement, gather statistical and account data needed for management of the campus

· Take trial balance and prepare financial report and statements

· Verify, reconcile and adjust fiscal inventories

· Review and approve timesheet for the campus

· Post, reconcile and analyze general ledger account

· Verify cash receipt report and deposit slip

· Assist in evaluation of other employees as assigned 

· Supervise bookstore operation 
· Perform other duties as assigned




	Administrative Unite/Program Objectives: 

	Objective 1: Improve and maintain an accurate and updated students accounts          
Strategy 1:  Update all student accounts

              2:  Reconcile with Business Office at the National Campus to ensure accuracy

              3:  Distribute statements to all students each semester

	Objective 2: Improve and maintain revenue, expenditures and budgetary control account of all operations of Yap Campus
Strategy 1:  Verify, post, and update all transactions, including receivables, payables, collections, Pell transfers, and other grant transfers.
              2:  Review and post all purchase orders submitted to business office for certification.
              3:  Complete and submit to business office receiving reports of orders received.
              4:  Post, update all transactions for the Campus Imprest Account, and request for replenishment.

             5:  Verify, post, and update all transactions for the campus bookstore relating to purchase and sales (POS database).
             6:  Improve and maintain a complete and accurate inventory of assets for Yap Campus.


	Administrative Objectives Should be Constructed Based on Currently Existing Services:



	Name of Unit will
	Provide

Improve

Decrease

Increase

Provide quality 

etc. (see Bloom’s taxonomy)


	Name of Current Service

	Client
	… will be satisfied with
	Name of Current Service



	Students attending
	AES Services

Tutoring 

Academic Advising

Workshops

will

Counseling Services

Etc.
	Verb+ objective 

Improve

Increase

Understand

Etc.
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	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):

Ensure sufficient and well managed fiscal resources that maintain financial stability.




	Administrative Unit/Program Mission Statement :
To provide quality financial services to students, faculty, staff and other stakeholders at Yap Campus 




	Administrative Unite/Program Objectives: 

	1. Improve and maintain an accurate and updated students accounts                  

2. Maintain revenue, expenditures and budgetary control account of all operations of Yap Campus 


	Evaluation questions
	Data sources
	Sampling
	Analysis

	Are the student accounts verified and updated?


	· Statements from Business Office

· Enrollment List/SIS
· PELL, FSEOG, SEG Transfer Memorandum

· Daily Collections (Cash receipts)
· Charge slips

· Withdrawal slips
	All documents


	Descriptive statistics

	Are all financial documents accurate & updated?
	· Expenditures log
· Collections

· Financial statement 

· Budget appropriation (enrollment projection)
	All Documents


	Descriptive statistics


Timeline

	Activity
	Who is Responsible?
	Date

	Objective 1:

1.  Update all student accounts
2. Reconcile with Business Office at the National Campus to ensure accuracy

3. Distribute statements to all students each semester

Objective 2:

1. Verify, post, and update all transactions, including receivables, payables, collections, Pell transfers, and other grant transfers.

2. Review and post all purchase orders submitted to business office for certification.

3. Complete and submit to business office receiving reports of orders received.

4. Post, update all transactions for the Campus Imprest Account, and request for replenishment.

5. Verify, post, and update all transactions for the campus bookstore relating to purchase and sales (POS database).

6. Improve and maintain a complete and accurate inventory of assets for Yap Campus.


	Fiscal Officer

Fiscal Officer, SCD, State campus Accountant
Fiscal Officer

Fiscal Officer

Fiscal Officer

Fiscal Officer, Bookstore Clerk, SCD
Fiscal Officer, SCD

Fiscal Officer, Bookstore Clerk, Bookstore Manager

Fiscal Officer, Bookstore Clerk, Admin. Asst., SCD
	Summer 2008

Fall 2008

Summer 2008
Summer 2008

Summer 2008

Summer 2008

Summer 2008

Fall 2008

September 2008


Comments:
