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FROM THE EXECUTIVE VICE PRESIDENT FOR ADMINSITRATION, COO & CFO

The Office of the Executive Vice President for Administration
and its ten affiliated units consist of Financial Services;
Government and Community Relations; Human Resources;
Information  Technologies; Institutional Support Services;
Planning, Budget and Analysis; Police Department; University
Policy; Safety and Risk Services; and Athletics. Striving to provide
the highest quality of services to the University of New Mexico,
our Office and its affiliated units impact nearly every student,
faculty, and staff member. Our Office promotes efficiencies and
supports the University’s core mission through collaborative and
responsible stewardship of public, human, business, and facilities

resources.

In alighment with UNM’s 2020 ision and Strategic Plan, our Office
strives to “Ensure Financial Integrity and Strength” through
transparent and effective fiscal leadership and accountability. Our
Oftice works hard to refine processes, promote efficiencies, and
provide excellent service in order to advance the vision of our
flagship institution. I am proud of the work and dedication of
these ten units and the more than 1500 regular employees who
staff them. Enjoy reading about their accomplishments, current
projects, and future plans in these annual reports.
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MISSION
The Financial Services Division aligns its Statement of Mission with UNM2020:

The Mission of the Main campus Financial Services Division is to provide sound stewardship of
UNM’s fiscal activities while meeting the needs of students, faculty, and staff who are engaged in
teaching, research and community service activities at UNM.

The FSD’s ongoing commitment serves to:

e Educate students, faculty, and staff about the compliance requirements associated with
various UNM, state, local, federal, and agency policies concerning financial expenditures.

e Stay abreast of the latest in accounting standards and regulations, and apply those to its
business practices.

e Deliver accurate, timely, and useful financial reports to UNM Leadership, and government
constituencies.

e Actively support and document best business practices for all UNM financial activities in
order to remain in compliance and to prevent audit findings.

VISION

Division Culture:

e Integrity and high quality services.

e Accountability and social responsibility.

e Respect and effective communication.

e Customer service focus for students, faculty and staff.

e Recruitment of highly trained professional accounting, management, and procurement
experts.

Financial Performance:

e TFiscal transparency through accurate and timely financial reporting.
e Tiscal year end processes that are seamless and cause the least disruption.
e Accuracy of financial data through vigilant Banner Finance maintenance and upgrades.

e Continual improvements to WebFocus reporting tools, and Banner Finance data stores, to
enhance end-user friendliness.
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Executive Summary

The Division of Financial Services continued its commitment to accountability, excellent customer
service, and fiscal responsibility during the fiscal year ending June 30, 2014. The Main Campus
Financial Services Division has continued to work closely with the HSC financial services staff, to
ensure consistent application of policies and procedures. During the course of the fiscal year, the
Division has diligently applied federal and state regulations and maintained a system of thorough
internal controls that supported a strong bond credit rating and a clean audit opinion.

Below is a partial list of events and accomplishments demonstrating the Division’s on-going
commitments to outstanding service and transparency. Additional information can be found in the
individual reports that follow this overview.

1. The University Controller participated in Executive Cabinet meetings and as part of the
UNM 2020 Vision, the concept of Responsibility Oriented Management was introduced and
enlisted involvement of the Finance Systems Management department to develop new
Executive Summary reporting capabilities.

2. The Bursar’s Office implemented enhanced communications regarding student
disenrollments and holds, and implemented a cost saving means of financial aid refund
distributions.

3. The VEBA Advisory Committee was formed and met regularly to discuss the VEBA Trust,
investment options, VEBA account balances, and progression in selecting an investment
advisor.

4. Banner Finance & Payroll Upgrade 8.8, which included Banner Accounts Receivable
Upgrade 8.4.4, was successfully implemented.

5. The LoboTime Steering Committee worked regularly with the LoboTime core
implementation team for a successful implementation by November 2014.

6. The Institutional Compliance Committee was established in June 2013 for the purpose of
establishing a formal compliance program for addressing coordination of compliance
activities across UNM constituencies.

7. 'The Public Private Partnerships (P3) committee was established to assess potential long-term
contractual relationships between public sector and private sector entities.

8. The University Controller worked with the Budget Office and other stakeholders on the
Branch Campus Administrative Fee Task Force.

Other projects and activities that have occupied significant portions of the University Controller’s
time and effort include the following:

Annual External Audit
Budget Allocations
Capital Projects Accounting and Fees
Federally Approved Misc. Fringe Benefit Debt and Investment Advisory Committee
Direct Deposits — Financial Aid Disbursements
Emergency Operations Ctr. Training and Events
ERP Steering Committee
Executive Cabinet
Internal Outreach:
Quarterly Manager Meetings and Goal Assessments

4
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Service Award Distribution
Legislative Priorities and Appropriations
Monthly Update Meetings w/Exec Staff:
Athletics
CIO and Director of Applications: Information Technologies
Interim VP Human Resources
Quarterly Executive Sponsor Meetings (LoboTime)
St. Executive Officer for Finance and Administration/HSC
VP Financial Review
MSU and Compensation Issues
PCI Compliance, Work Group
Strategic Goal Setting
Union Dues/Deductions contract issues
UNM Foundation
Various Internal Audit Responses
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Overview

For the Financial Services Division in general:

Elizabeth Metzger, CPA completely adjusted to the role of University Controller for Main
campus reporting directly to the EVP for Administration.

The Division completed a mini-reorganization through the appointment of Julian Sandoval
to the title of Director, Contract & Grant Accounting, Finance & Payroll Systems.

As part of the UNM 2020 Vision, the concept of Responsibility Oriented Management was
introduced. Finance Systems Management rolled out to VPs and senior management the
ROM metrics reporting tool. This tool incorporates historical trend analysis data for
strategic planning, forecasting, and other decision-making needs.

UNM LoboTime was partially implemented volunteer departments.

Hyperion was demised and WebFocus/MyReports was implemented.

The Bursar’s Office implemented enhanced communications regarding student
disenrollments and holds, and implemented a cost saving means of financial aid refund
distributions.

The University’s F&A Rate for Research and Other Sponsored agreements was successfully
negotiated following preparation and submission of the F&A proposal to the DHHS, our
federal cognizant agency.

The Retiree Healthcare Task Force was convened and met regularly to identify solutions to
the University’s unfunded retiree healthcare liability. A result is the newly formed Voluntary
Employee Beneficiary Association (VEBA) Advisory Board, created to monitor and invest
the trust funds.

Banner Finance Upgrade 8.7 was successfully implemented which included the new travel
process necessitated by revisions to Policy 4030.

The LoboTime Steering Committee worked regularly with the LoboTime core
implementation team toward a goal of successful implementation by November 2014.

The Institutional Compliance Committee was established in June 2013 for the purpose of
establishing a formal compliance program for addressing coordination of compliance
activities across UNM constituencies.

The Public Private Partnerships (P3) committee was established to assess potential long-term
contractual relationships between public sector and private sector entities.

The University Controller worked with the Budget Office and other stakeholders on the
Branch Campus Administrative Fee Task Force.
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Bursar

Accomplishments & Significant Developments FY13-14

Within the past year TouchNet Marketplace, an eCommerce payment solution for UNM has
nearly tripled in transaction volume and has experienced over 117% revenue growth and is
up $6.96 million from the previous fiscal year. This growth has in large part reduced the
University’s PCI compliance (Payment Card Industry) scope by reducing our risk of
exposure.

Given the high demands necessary for PCI Compliance, the UNM Cashier’s Department
has acted in the best interest of the University by migrating customers online to safely
process their credit/debit card transactions. Since this change, online payments inclusive of
ACH, debit and credit card payments, have increased.

The Bursar’s Office has partnered with peerTransfer which specializes in international
tuition payment solutions. peerTransfer allows for acceptance of payments from students in
the currency of their countries of origin, without the fees typically charged by most financial
institutions.

Restructured the Enrollment Cancellation process to make it more intuitive for students and
parents, and UNM staff working with these customers. The new process will be easier to
understood and explain. It will also allow students to pay for their semester charges over
time without the threat of disenrollment before classes begin.

Through many thorough and painstaking meetings, work sessions and training groups, the
Bursar’s Office collaborated with Information Technologies and the student groups to
reorganize the Bursar’s Website and enhance the LoboWeb experience.

Contract & Grant Accounting

Developed process to notify funding agencies of the department’s compliance with OMB
circular A-133.

Analyzed and prepared the University’s rate for miscellaneous fringe benefits and submitted
it to the cognizant federal agency. The rate was successfully re-negotiated and re-approved.
Completed the following financial reviews and audits:

NM Department of Transportation on site review FY13 awards.

NSF audit on program income funds.

NSF cash validation audit.

CYFD FY13 on site review various awards.

o UNM’s A-133 audit FY14.

Successfully completed the conversion of NSF awards letter of credit draw to the new ACM
cash system.

©)
©)
@)
@)

Cleared and approved old zero dollar PCard transactions (transactions for the past three
years).

Credit, Collections, and Merchant Services

Monitored Payment receipts from a $27 million loan to Lobo Development Corp. at a 3%
interest rate, beating market rates by ~ 100bps.
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e Developed and issued a new combined Banking and Merchant Card Services RFP; and
evaluated respondents in order to select a new banking partner.

Finance Systems Management — Operation Support Team, IT-Reporting, Network Support

e Successfully closed the 10th fiscal year in Banner Finance.

e Planned and coordinated the 7th integrated Fiscal Year end close with Banner Human
Resources/Payroll and Budget modules.

e Participated in the planning, scheduling, maintenance and support of the fifth and sixth
online Banner Effort Certification (EC) reporting that went live in January 2012, including
the development of setup and load scripts for key EC tables for pilot groups identified.

e Trained and transitioned HR Banner module security to Human Resources.

e MyReports Enterprise BI/Reporting Tool Implementation for Finance and Payroll

e Oversaw the implementation of Hyperstage Column Oriented Database for faster query
response times.

e Managed Finance report development, maintenance, reconciliations, and continued
enhancements using WebFOCUS and ePrint; MyReports allow user-driven criteria to be
used to generate reports as of the previous day’s close. Effort Certification ePrint reports
are published weekly and incorporate book-marking to select specific indices that have been
built into the reports.

e Managed application upgrades including Workflow 8.1, WebFOCUS 8002, ODS 8.4.1 and
Banner.

e Implemented Enterprise Reagent Manager in conjunction with Safety and Risk Services.

e Implemented Contract Director.

e Revamped FSD entire backup process with new backup software (SEP Sesam), new backup
server (Sobex), and new backup SAN device (Dell DI.4000) to improve FSD disaster
recovery process.

e Installed and configured a Server 2012 as a Remote Desktop server, to meet Cashiering’s
PCI/DSS compliancy.

e Implemented security measures on workstations, such as whole disk encryption on laptops
and auto locked workstations.

Significant Developments:

e Participated in implementation committee efforts for an institutional time and leave
reporting solution using LoboTime (Kronos) for Phase I implementation.

e Participated in the development of an integrated solution to manage garnishments at the
University more efficiently and effectively.

e Participated, coordinated, defined and led BDM project to implement electronic document
management for Human Resources and Payroll, including the installation of new hardware
and software and Payroll security setup and configuration.

e Participated in the development of an integrated solution to manage the upload and approval
process of massive journal entries at the University more efficiently and effectively.

e Participated in the development of an integrated solution to upload journal entries for
SciQuest internal requisitions at the University more efficiently and effectively.

8
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Office of Sponsored Projects

e Reorganized Office of Sponsored Projects reporting structure.

e Completed Compensation review, in coordination with HSC PreAward Services, to
complete market study, and revise position titles, descriptions, and clarify CORE Office
Signature Authority. This review resulted in a change in the department’s name to Office of
Sponsored Projects.

Payroll

e Implemented LoboTime for limited number of departments.
e Implemented ERB rate changes.

e Implemented VEBA rate changes.

e Performed the analysis and laid the ground work for BDMS.

e Collaborated closely with UNM Benefits and analyzed new changes mandated by the
Affordable Care Act.

e Successfully implemented changes for submitting Tri Agency report as mandated by the NM
Dept. of Workforce Solutions.

Purchasing

e Hosted Travel Portal Vendor Fair in order to familiarize UNM business travelers with travel
vendors.

e Implemented & integrated DocuSign eSignatures with Contract Director management tool
& central repository.

e Implemented VEVRAA — Vietnam Era Veterans Assistance Act with Human Resources.

e Conducted Campus-wide Purchasing survey in order to obtain user feedback and implement
efficiency changes.

e Raised PCard Limits to $10,000 for goods and $5,000 for approved services.

University Services

e Notable increase in printers being managed by the Print Management program, a result of
the Print Management’s initiative to track printer purchases and to encourage departments to
support purchased devices through maintenance agreements. In turn, the agreements supply
more reasonably priced toner along with service parts and labor.

e Increased inventory deletions were due in part to departments using the annual physical
inventory to identify assets that were obsolete, too expensive to repair and un-used and
disposing of those through Surplus Property. The initial campaign began in FY12.

e The UNM Copy Center was added to LoboMart as a punch-out making it easier for
departments to purchases cases of copy/printer papet.

e Implemented Electronic Certified Mail in order to improve tracking and efficiency.

e Updated CRLS invoices and department monthly reports to reflect Homeland Chemicals of
Interest (COI) purchases. All invoices and monthly reports indicate “yes” for COI
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purchases. Bi-Monthly reports (billing summaries) are sent to departments to reflect COI
purchases as well as overall purchases.

Unrestricted Accounting

e Implementation of Non-Student Accounts Receivable billing (NSAR) for main campus
departments

10
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Current Projects (In Progress)

Accounts Payable

e Began implementation project for SciQuest AP Director.

Bursar

e Continued evaluation of management and staffing structure in the Cashiering and Student
Accounting areas of the Bursar’s Office.

Contract & Grant Accounting

e Data Dictionary for documentation of Banner and ODSP data.

Develop Uniform Guidance (omni-circular) for pre/post award.

Update Bank information on all wire payment accounts.

Develop C&G Accounting resource library.

NSF survey for calendar year 2014.
Define F&A split process.
Revamp C&G internal SPQ process.

Credit, Collections, and Merchant Services

e Continued monitoring of the University’s merchant card system for campus-wide Payment
Card Industry (PCI) compliance, through participation in the PCI Working Group.

o Surveillance of the card processing system for weaknesses such as non-encrypted
data transmissions, firewall weaknesses, in-house card data storage and other PCI
non-compliance issues.

e TFinalize investment policies for the VEBA fund and the Foundation’s investment of the
unexpended endowed and non-endowed monies.

e Finalize RFPs for the VEBA fund, Main Campus investment advisory services.

e [Fully implement new banking contract for University deposit accounts.

Finance Systems Management Network Support

e Continuous vigilance to improve data security and ensure confidentiality. Two projects that
are in process with a scheduled completion in FY15.
o The first project is to secure scanning of Payroll information by isolating scanning
process and equipment in to a private network.
o The second project is protecting check and banking information by restricting access
to files, workstation usage, and Internet connection.

11
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Finance Systems Management Operation Support

e BDMS project to implement electronic document management for Human Resources and
Payroll, including the installation of new hardware and software and Payroll security setup
and configuration.

Finance Systems Management, IT-Reporting

e ROM reporting project.
Office of Sponsored Projects

e Increase OSP visibility and communication between staff and Pls/Chairs/Deans.
Payroll

e Continue LoboTime implementation as new departments elect to use the system.

Purchasing

e Began implementation project for SciQuest AP Director.

12
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Future Plans/Goals FY15

Finalize and strengthen the reorganization of the Office of Sponsored Projects and the
Contract & Grant Accounting department under the direction and leadership of Rosa
Gonzalez-Rosenblatt, Director of Sponsored Projects.

Develop training materials for departments on various OSP processes and related topics,
such as Proposal, Award and Contract review, budget generation and best practices.

Collaboration with compliance offices to revamp existing internal processes for Export
control, Conflict of Interest.

RAN LISTSERV — will use it to improve communication with departments by providing
more timely information regarding updates and changes in processes.

Sub award process — collaborate with Contract & Grant Accounting to streamline the
current process.

Continue with ROM initiatives as requested by the University President.

Develop training curriculum for departments on various C&G related topics, such as DPIs,
Labor redistributions, Travel policies, Pcard process, Effort certification, Award closeouts,
etc.

Collaborate with compliance offices to redesign the PI Grant Management training.

RAN LISTSERV — Use it to improve communication with departments by providing more
timely information regarding updates and changes in processes.

Sub award process — collaborate with the Office of Sponsored Projects to streamline the
current process.

Collaborate with unrestricted accounting and purchasing to co-teach travel and DPI classes.

13
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DEPARTMENT STAFFING INFORMATION

APPOINTMENTS OF SENIOR STAFF

Accountant 3
Rebecca Burnham, Bursar Student Accounting
Frances Marin, Contract & Grant Accounting

Analyst Programmer 3
Christie Herman, Finance Systems Management

Associate Controller
Adam Weeks, Finance Systems Management

Bursar
Marianne Presser, Bursar’s Office

Director, Contract & Grant Acctg, FSM & Payroll

Julian Sandoval, Controller Administration

Financial Analyst
Genevieve Cordova, Payroll

Mgr, Accounting
Daniel Borrego

Mgr, Sponsored Projects
Nancy Carr, Office of Sponsored Projects

Sr. Contracts Specialist
Jenny Ramirez, Purchasing

Sr. Sponsored Projects Officer
Shannon Denetchiley, Office of Sponsored Projects

Diana Sargent, Office of Sponsored Projects

Supervisor, Fiscal Services
Sarah Martinez, University Services

University Controller
Elizabeth Metzger, Controller Administration

14

March 2014
December 2013

December 2013

August 2013

January 2014

August 2013

June 2014

February 2014

December 2013

January 2014

February 2014
February 2014

November 2013

July 2013
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SEPARATIONS OF SENIOR STAFF

Accountant 3

Araceli Gotes, Contract & Grant Accounting September 2013
AVRP for Research

Carlos Romero, Office of Sponsored Projects August 2013
Bursar

Elizabeth Kerkmans, Bursar’s Office July 2013
Financial Analyst

Veronica Gonzales, Payroll June 2014

Interim Special Assistant for Research & Development Services
Michele Huff, University Counsel March 2014

Mgr, Sponsored Projects
Nancy Carr, Office of Sponsored Projects February 2014

Sr. Contracts Specialist
Ron Mattingly, Purchasing January 2014

Supv, Fiscal Services
Alejandra Campos, University Services August 2013

15
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Appendix
ACCOUNTS PAYABLE
Prior Year Comparison
FY13 - FY14
FY13 FY14 VARIANCE
Banner Direct Pay Invoices 257,190 268,974 4.58%
Banner Regular Pay Invoices 29,998 27,408 -8.63%
Total Invoices Count 287,188 296,382 3.20%
Checks 57,186 51,533 -9.89%
ACH Direct Deposits 32,425 33,557 3.49%
Wire Transfers and Foreign Currency
Checks 524 484 -7.63%
Total Disbursement Count 90,135 85,574 -5.06%
Total Disbursements Amount $708,929,705 $717,038,720 1.14%
Total Pages Scanned/indexed 994,368 1,027,610 3.34%

Accomplishments:

e Issued 3,076 1099-Misc tax forms and provided live support/assistance for recipients.

e Conducted monthly ‘Employee and Organizational Development AP Direct Pay Labs’ for
Banner Finance users.

e Contracted with a private consulting firm to audit and recover funds related to payables.
e Upgraded & tested new Banner 8.8 release.

e Upgraded & tested for General/ DBEU/BDM/AR/Workflow upgtrade.

e Participated in IT Firewall Upgrade validation testing.

16
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e Held walk-in office hours each week to allow campus end-users to receive live, one-on-one
help.

e Implemented NACHA regulatory updates for ACH transactions.

e Began implementation project for SciQuest AP Director.

e Amended standard operating procedures, job aids, and FastInfo questions and answers to
coincide with evolving business processes.

e Redistributed work assignments for more efficient processing of workload.
e Upgraded training materials for Banner class instruction.
e Developed new training materials for new Accounts Payable staff.

e Enhanced Direct Deposit Advice to provide additional information related to employee
reimbursements for travel and goods.

e Produced new Accounts Payable website.

Participated in:

e Banner Finance Team Leads.

e Fiscal Agents Network Group.

e Purchasing Department Small Business Fair.

e Purchasing/Accounts Payable Business Process Meetings.

e Procurement Division Manager’s Meetings.

e Institute of Financial Management Annual Accounts Payable Conference.
e Emerging Topics in Accounts Payable at Colleges and Universities Conference.
e Form 1099 Bootcamp and Certification Training Class.

e New Mexico State Audit Rule Training session.

e Small Business Association Procurement Technical Assistance Program.
e Institutional Compliance Committee.

e IT Firewall Upgrade Testing.

17



BURSAR

Type
Cashier Receipts
LoboWeb Cr Card Pymts
LoboWeb ACH Pymts
LoboWeb Debit Pymts
LoboWeb MarketPlace Pymts
Total Receipts

LoboWeb Direct Deposit
Refunds

Student Check Refunds and
Student Short Term Loans
Total Refunds

Tuition and Fee Revenue

2013-2014 Annual Report | Financial Services Division &K

Prior Year Comparisons

Undergraduate Resident and Non-Resident
Graduate Resident and Non-Resident

Course Fees

Total Revenue
(to nearest million)

Accomplishments:

TouchNet Marketplace

FY 13-14
FY13
Transactions Dollars
97,145 $ 219,693,210
37,931 29,629,014
23,705 12,495,487
35,608 15,601,321
36,060 5,916,722
230,449 $ 283,335,754
46,264 110,442,541
24746 40,052,984
71,010 $ 150,495,525
FY13
$ 138
41
8
$ 187

FY14
Transactions Dollars
89,395 §214,994,625
40,065 33,417,875
25,835 14,306,922
37214 17,592,946
132,583 12,877,137
325,092 $ 293,189,505
49,099 115,916,574
20,823 31,362,188

69,922 $ 147,278,762

Fyi4
$ 146
44

9

$ 199

Within the past year TouchNet Marketplace, an eCommerce payment solution for UNM, has nearly
tripled in transaction volume, has shown over 117% in revenue growth, and is up $6.96 million from
the previous fiscal year. The Marketplace has been an excellent resource for the University because
it provides a secure method for obtaining online payments from customers for a variety of goods
and services offered by UNM. This growth has in large part reduced the University’s PCI
compliance (Payment Card Industry) scope by reducing its risk of exposure.

Cashiering Department

Given the high demands necessary for PCI Compliance, the UNM Cashier’s Department has acted
in the best interest of the University by migrating customers online to safely process their
credit/debit card transactions. This change was brought about after a very thoughtful analysis of
customer behavior where it was discovered that less than 15% of in-person transactions were paid
with a credit or debit card. Since this change, online payments inclusive of ACH, debit and credit

card payments, have increased.

18
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Staffing

In order to address changes in customer interaction, both Cashiering and Student Accounting
personnel have been cross trained in all areas of customer service to include student account
analysis, cashier payments, call queues, chat, and overall customer service management. All customer
service staff (Fiscal Services Techs) work together as part of a combined team, which provides our
student, faculty and staff customers with a well-rounded service experience.

peerTransfer

In order to address the University of New Mexico’s initiative to attract, maintain, and promote
education internationally, the Bursar’s Office has partnered with peerTransfer. peerTransfer
specializes in international tuition payment solutions. peerTransfer allows for acceptance of
payments on behalf of new and perspective students in the currency of their countries of origin;
without the fees typically charged by most financial institutions. This payment solution assists in the
students’ seamless transition to the University and provides peace of mind for both students and
parents.

Enrollment Cancellation Restructure Planning

UNM’s tuition model continues to grow more complex. Block tuition is no longer the same for
residents vs. non-resident students. Differential tuition is charged by some colleges but not others.
Contracts are negotiated with countries based on the number of students enrolling. With this in
mind, the Bursar’s Office has begun the process of restructuring the Enrollment Cancellation
process to make it more intuitive for students and parents, and UNM staff working with these
customers. The new process will be easier to understood and explain. It will also allow students to
pay for their semester charges over time without the threat of disenrollment before classes begin.

LoboWeb and Bursar Website Enhancements

The Graduate and Professional Student Association (GPSA) and the Associated Students of the
University of New Mexico (ASUNM) approached the Bursar’s Office in the Fall of 2013 to express
concerns with the office website and with LoboWeb. The groups felt that the student billing
statements were difficult to understand and LoboWeb did not provide helpful information.
Through many thorough and painstaking meetings, work sessions and training groups, the Bursar’s
Office collaborated with Information Technologies and the student groups to reorganize the
Bursar’s Website and enhance the LoboWeb experience. Both student groups certified that
improvements had been made and endorsed the new designs.

Participated in:

e Tuition and Fee Policy Committee.

e New Student Orientation Presenters.

e Presidential Scholarship Selection Committee.
e Faculty Senate Scholarship Committee.

e Residency Appeals Committee.

19
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General Person Area/Data Standards Committee and Trainer.
Campus Compliance Committee.

Housing Appeals Committee.

Rewards and Recognitions Committee.

International Student Services Committee.

20
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CONTRACT AND GRANT ACCOUNTING

Statistics:
Prior Year Comparison — Contract & Grant Accounting
FY13-FY14
FY13 FY14 Variance

Total Active Awards* 1738 1814 4.37%
Total Expenditures $190,147,982.00 $182,656,792.00 -3.94%
F&A Recovery $ 22,377,249.00 $ 21,805,802.00 -2.55%
Total Receivables $ 14,835,461.00 $ 16,487,168.00 11.13%
Claim on Cash $  4,939,444.00 $ 4,672,313.00 -5.41%
Closed Funds 0636 0633 -0.47%
*Active awards during FY14

Accomplishments:

e Developed process to notify funding agencies of the department’s compliance with OMB
circular A-133.

e Analyzed and prepared the University’s rate for miscellaneous fringe benefits and submitted
it to the cognizant federal agency. The rate was successfully re-negotiated and re-approved.

e Completed the following financial reviews and audits:

o NM Department of Transportation on site review FY13 awards.
o NSF audit on program income funds.
0 NSF cash validation audit.
o CYFD FY13 on site review various awards.
o UNM’s A-133 audit FY14.
e Completed Effort Certification process for the periods of January to June 2013 and July to
December 2013.
e Converted the Contract &Grant Accounting website content from Dreamweaver to
Cascade.

e Submitted NSF survey for FY13.

e Developed the monthly report for expenditures and F&A generated.
e Redesigned the RTSF- request to spend funds process.

e Completed PARs and FARs for FY14.

e Successfully completed the conversion of NSF awards letter of credit draw to the new ACM
cash system.
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e Remained current on closeouts at year- end. (Awards are closed within 90-days of their end
date).

e Completed post-audit review of all journal vouchers, 90-day memos, labor redistributions,
and small purchase requisitions.

e Completed testing and implementation of Banner Finance 8.8, including workflow for
closeouts and DBEU general 8.6 and Xtender testing.

o Assisted with testing vatious Hypetion repotts for conversion to WebFocus/MyReports.

e C(leared and approved old zero dollar PCard transactions (transactions for the past three
years).

e Documented and or revamped the following office processes:

o Revamped closeout process to include a clearly defined timeline, updated checklist

and reconciliation sheet.

Streamlined LOC process to standardize draws from all federal agencies.

Created travel advance process.

Created DPI internal approval process.

Revamped Summer salary process.

Redesigned billing process to include all aspects of bills within same document.

Created PMS code and process to keep track of NIH subaccount P awards.

O O O O O O

Participated in:

e Research Administrators Network (RAN).

e PI Grants Management Training.

e LEARN sessions.

e Summer salary process re-design group.

e Effort Certification open labs.

e EPAF development group.

e IMURA.

e Research Accounting Meetings.

e Pre/Post Award Meeting.

e Collection Committee Meetings.

e Banner Finance Team Leads.

e MyReports Finance Leads.

e Monthly staff meetings continue to be used for in-house training on various subjects
pertinent to the department’s activity. Additional daily and weekly meetings were held to
address new operational issues that arose as Banner was tested and implemented.

o Subjects covered:

=  MyReports.

= 2014 goals.

= Sub award routing for signatures.

= Workflow for closeouts.

® Closeouts: preparing funds for closeout and working with departments to
collect necessary documentation and signatures on the various closeout
documents. FFR preparation and importance of timely submission.
Gains/losses issues and entries needed.
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=  Usage of Over Expenditure index on grant funds.

* Refund request process.

* De-obligating and amending funds.

® Award set up — Requesting only one index per fund. Choosing the correct
F&A code in Banner. Posting budget in whole dollars only.

=PI changes, process for A-133 audit.

® Pcard exception request, how to approve request.

= State agency billings for year end.

= Year End entries, and deadlines.

® Cost Share — how to set up a cost share fund and how to keep track of it
during the life of the award.

* How to handle Summer salary and Extra compensation forms; proper JV
text, 90-day memo review; account code clean up; among other various
topics.

= Labor redistribution and Effort certifications.

= F&A Split with HSC process.

= SPQ review of purpose and check employee status.

Campus Outreach:

o Provided EOD campus wide training on workflows for closeouts.

o Provided campus wide training on Effort Certification.

o Visited departments to provide training on effort certifications, self-service and
award closeout (SOE, A&S; Biology, CASAA, Ch'TM, BBER, EPSCoR).

= As part of each Fiscal Monitor’s goals, they arranged face-to-face meetings
with the department administrators for the academic units each oversees.

Financial Reviews and Audits in Process:

o SANDIA — Cost schedules and transaction detail for FY14 prepared for SNL for
next review. UNM has provided FY14 data.

o NSF — McBride, Lock & Associates (MLA) conducting an Award Monitoring and
Business Assistance Program on NSF LOC. Agency selected specific awards and
transactions to review. Information requested was provided.

o New Mexico State University sub award audit for FY13 various awards. Invoice
backup has been provided. Pending resolution.

o NSF OIG — Expense review in process for two awards. Documentation requested
has been provided to agency; pending resolution.

o University of North Carolina- Chapel Hill, specific award for CASAA,
documentation requested has been submitted. Pending resolution.

Professional Development:

NCURA Sponsored Projects Administration Conference and Annual conference — Associate
Controller, Fiscal Monitor.

NCURA Financial Research Administration Conference — Associate Controller.

Grants Online Webinar — Fiscal Services Supervisor.

NACUBO Conference - F&A long form, Fiscal Services Supervisor.

NCURA Webcasts on various topics, such as OBM guidance - Entire staff.

Dept. of Justice Regional Financial Management Training Seminar — Accountant 3.
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e Dept. of Public Safety Grants Management Training — Accountant 3.

e Kellogg Foundation training, Accountant 2.

e NSF Webinars — Various topics, Accountant 3, Fiscal Services Supervisor.

e FEOD leadership series, total of 6 courses - Fiscal Services Supervisors.

e FOD Assertiveness training, Fiscal Services Supervisors.

e EOD MyReports Writer — Finance and Finance Brown Bag Session.

e HR reports Essentials — Entire Staff.

e CFO Academy ASM — Various Management Topics, Fiscal Services Supervisor.
¢ Brown Bag Series at Faculty Club — Personal Enrichment, Staff.

In process:

e Data Dictionary for documentation of Banner and ODSP data.
e Develop Uniform Guidance (omni-circular) for pre/post award.
e Update Bank information on all wire payment accounts.

¢ Develop C&G Accounting resource library.

e NSF survey for calendar year 2014.

e Define F&A split process.

e Revamp C&G internal SPQ process.

Future Recommendations:

e Develop training curriculum for departments on various C&G related topics, such as DPIs,
Labor redistributions, Travel policies, Pcard process, Effort certification, Award closeouts,
etc.

e Collaborate with compliance offices to redesign the PI Grant Management training.

e RAN LISTSERYV — Use it to improve communication with departments by providing more
timely information regarding updates and changes in processes.

e Sub award process — collaborate with the Office of Sponsored Projects to streamline the
current process.

e Collaborate with unrestricted accounting and purchasing to co-teach travel and DPI classes.
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CREDIT, COLLECTIONS, AND MERCHANT SERVICES

Accomplishments:

Provided treasury and special banking transaction services to the UNM campus for UNM
receipt and disbursement systems. Electronic banking activity continued to increase from
federal and state agencies as well as commercial vendors. Banking activities were maintained
with financial institutions in the Albuquerque and branch campus areas including three
disbursement and six depository accounts. It was determined the effort to consolidate
branch banking into Bank of America was not economically beneficial.

Continued to upgrade the University’s merchant card system. Monitored fiscal agent banks
and functioning of the processing software.

Continued to develop and monitor three tranches of operating cash, thus maximizing
earnings on the University’s unrestricted operating funds.

Monitored Payment receipts from a $27 million loan to Lobo Development Corp. at a 3%
interest rate, beating market rates by ~ 100bps.

Developed and distributed monthly investment and cash flow reports to better monitor
investment performance of the operating bond portfolios and inform DIAC members.
Continued the monthly investment fund reconciliations and BANNER related journal
vouchers.

Monitored and processed the semi-annual debt service payments for all outstanding
University Bonds - total principal and interest payments of $33,499,476.

Billed over $7.0 million to the State of New Mexico as reimbursements for expenditures on
capital projects.

Prepared the annual New Mexico Higher Education Debt Service Requirement certification
reports for UNM branch campuses, which calculate the cash requirements to service local
debt and are used by the Higher Education Department to certify mil levy rates for the next
tax year.

Continued evaluation of banking processes to gain efficiencies.

Developed and issued a new combined Banking and Merchant Card Services RFP; and
evaluated respondents in order to select a new banking partner.

Participated as a team member for interviewing and evaluating potential banking service RFP
respondents.

Prepared the GASB 40 footnote disclosure concerning cash and cash equivalent balances.
Drafted and prepared the GASB 53 footnote disclosure regarding derivative interest rate
swaps attached to the University’s variable rate bonds.

Prepared audit footnote Schedule 9 detailing UNM’s pledged collateral, which provides
security against bank failures for all account balances.

Prepared audit footnote Schedule 10 detailing UNM’s individual deposit and investment
accounts.

Served as financial services point person for campus-wide Payment Card Industry (PCI)
compliance.

Continued overseeing and directing a PCI management team approach with UNM IT
Security and the contracted Consulting Information Security Auditor to monitor all credit
card processing centers on campus.

25



2013-2014 Annual Report | Financial Services Division

e Provided oversight and was responsible for completion of the PCI required Self-Assessment
Questionnaires (SAQs).

e The PCI team is responsible for detection of weaknesses within the University credit card
processing system. When weaknesses are detected, the team rapidly responds with a short
and long term solution. As such, the team will continue to monitor the card processing
system for weaknesses such as non-encrypted data transmissions, firewall weaknesses, in-
house card data storage and other PCI non-compliance issues.

e Produced draft investment policies for the VEBA fund and the Foundation’s investment of
the unexpended endowed and non-endowed monies.

e Produced draft RFP’s for the VEBA fund, Main Campus investment advisory services.

Banking statistics:

Deposits processed
Processed approximately 7,200 deposits from various entities for UNM departments

Property & Construction JVs processed
Reviewed and processed over 1,200 payment documents and journal entries

Participated in:

e The Debt Investment Advisory Committee.

e RFP evaluation committees for bond legal services, banking services and Financial advisory
services.

e Assisting the University Controller to invest and report on VEBA funds.

e Foundation Investment Committee — As a designee for the Executive Vice President.
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FINANCE SYSTEMS MANAGEMENT (FSM)

FSM Operational Support Team

Accomplishments:

Scheduled and maintained consistent and timely month and year-end closings for Banner
Finance and subsidiary systems.

Successfully closed the 10th fiscal year in Banner Finance.

Planned and coordinated the 7th integrated Fiscal Year end close with Banner Human
Resources/Payroll and Budget modules.

Established and maintained the Fiscal Year/Fiscal Period parameters, System Control
parameters, Chart Maintenance Parameters, and other Banner Finance operating controls
that drive efficient system processing and provide for system integrity.

Continued use and refinement of Appworx scheduling software for creating and controlling
calendars for the automated nightly finance operations and month end finance pre-close and
close operations.

Monitored Ellucian delivered control reports and developed automated monitoring tools to
identify problems and out of balance situations requiring correction.

Performed research and troubleshooting and led issue resolution for Banner Finance system
and data problems as they arose. Many of the resolutions resulted in new procedures and/or
technical enhancements to assist in managing issues or prevent their future occurrence.
Managed the rule class codes that provide for system processing of finance transactions
within the Banner Finance System. These rule class codes provide for both direct and
indirect updates to the various ledgers in Banner, provide for system balancing, and also
allow for edits and controls to prevent unauthorized postings to pre-determined chart
segments.

Managed the HR/PR rule class codes for HR/PR transaction posting to Finance as part of
the HR/PR integration in Banner.

Managed the University Chart of Accounts, including setups and maintenance for the
following: Index, Fund Type, non-grant Fund, Organization, Program, Activity, Account
Type, and Account.

Managed Banner Finance Attributes for use in processing, reporting, and analysis, including
account restrictions for use on DPEZ transactions and PCard reallocations.

Analyzed and consulted with various departments on organizational changes including
predecessor changes, new and terminated organization code setups.

Managed document approval queues to provide for electronic routing of Banner Finance
transactions for authorization and internal control.

Managed the data load and suspense process for approved feeds to Banner Finance from
University sales systems and other external systems, including Payroll and Encumbrance
feeds.

Managed user access to key systems through role assignment and monitoring. Provided
system access for Banner Finance, Finance Self Service, Banner Budget, Operational Data
Store, Xtender, and Banner Human Resources — Payroll.

Managed NSF system reject capabilities for transactions on instruction and general funds,
non-endowed spending, unrestricted research and public service funds.
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e Managed Banner Finance Luminis Channels to create a one-stop shop interface for Finance
end-users that facilitate pushing of information and processing activities in an easy to use
interface.

e Planned, coordinated, participated and managed key system upgrades to include the Finance
8.8, Workflow 8.1, DBEU, AR 8.4, General and WebTailor 8.6 implementations.

e Prioritized the creation and continued maintenance of internal department standard
operating procedures and FastInfo updates to improve internal efficiencies and provide
good customer service to campus.

e Provided production support, communications and customer support to campus for various
finance programs, processes, updates, outages and enhancements.

e Provided production support, communications and customer support to campus for Effort
Certification processes.

e Managed Finance Org Code Security to restrict access to Finance data and provide better
internal controls.

e Provided maintenance and support for the Finance Banner Training Database (BANTR),
including security and performing additional processes to make confidential financial data
anonymous.

e Website content management and support for Financial Services Resources, Fiscal Agent
Network Group, and other Financial Services Offices, including the Financial Services SOP
website and department specific websites.

e Continued development and maintenance of existing Job Aids to support the UNM Finance
community.

e Management and coordination of annual external audit I'T review.

e Provided maintenance and support of SharePoint collaboration sites for Team Leads,
Payroll, Project Prioritization Resource Leads (PPRL), Budget Offices, Contract and Grant
Accounting and IT External Audit.

e Managed ongoing maintenance and support of proximity access in the UNM John & June
Perovich Business Center that grants secure door access to Financial Services employees to
physically restricted areas.

e Participated in the planning, scheduling, maintenance and support of the fifth and sixth
online Banner Effort Certification (EC) reporting that went live in January 2012, including
the development of setup and load scripts for key EC tables for pilot groups identified.

e Trained and transitioned HR Banner module security to Human Resources.

e Analyzed and resolved issues of more than 1000 stagnant security requests.

Development:

e Participated in implementation committee efforts for an institutional time and leave
reporting solution using LoboTime (Kronos) for Phase I implementation.

e Participated in the development of ERP Project Prioritization process and evaluation and
prioritization of shared projects.

e Participated in the development of an integrated solution to manage garnishments at the
University more efficiently and effectively.

e Participated, coordinated, defined and led BDM project to implement electronic document
management for Human Resources and Payroll, including the installation of new hardware
and software and Payroll security setup and configuration.
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e Participated in the development of an integrated solution to manage the upload and approval
process of massive journal entries at the University more efficiently and effectively.

e Participated in the development of an integrated solution to upload journal entries for
SciQuest internal requisitions at the University more efficiently and effectively.

Participated In:

e Banner Operations Leads (all modules).

e Banner Finance Team Leads.

e Human Resources/Payroll/Finance Reconciliation Team.

e Project Prioritization Resource Leads (PPRL), prioritization of projects for Finance, Budget,
AR, HR and Payroll.

e Banner ERP Leadership Committee.

e ERP Authorizations and Security Team (EAST) Committee and Meetings.

o DPortal Governance Committee.

e Interview Committee member for various Financial Services Departments and IT.

e Scheduling and participation in the Executive Leadership Committee.

e Fxecutive Steering Committee for LoboTime.

FSM-IT (Reporting)
Accomplishments:

e MyReports Enterprise BI/Reporting Tool Implementation for Finance and Payroll:

o Managed the project for Finance and Payroll modules.
Designed and developed the MyReports portal for campus users.
Spearheaded the design and development of security model.
Implemented Org security for Payroll.
Developed training materials, SOPs, CBTs and offered in class working sessions for
report writers on campus.
Maintained and updated project web site for Finance.
Presented to stakeholders, executives and several committees on campus.
Successfully went live for all campus users.
Coordinated report rewriting efforts with Finance cross functional managers;
gathered specs; worked with the consultants; built the reports; developed test plans;
and went live with following reports:

O O O O

o O O O

e Operating ledger detail and summary.

e Hierarchies and Index Lookup.

e Salary Projections Dashboard for Executives.

e Contract and Grant Ledger Executive Summary.

e Summary of Account Balances in Operating Ledger.
e Non Endowed Spending Funds.

e Unrestricted Aging by Department Main.

e TFinance Approval Queue Inquiry.

e Enterprise Metrics Executive Dashboard.
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e Branch Campus Fiscal Year End Report of Actuals.
e Grant workflow.

e Developed Guided Ad-hoc interfaces to streamline ad-hoc reporting. The power users on
campus can now build ad hoc queries and reports with no report writing knowledge.

e Opversaw the implementation of Hyperstage Column Oriented Database for faster query
response times.

e Managed Finance Operational Data Store (ODS) to include: Custom Finance ODS refresh
(ETL) processes, scheduling and administration, view reconciliation, troubleshooting, and
enhancements.

e Managed Finance report development, maintenance, reconciliations, and continued
enhancements using WebFOCUS and ePrint; MyReports allow user-driven criteria to be
used to generate reports as of the previous day’s close. Effort Certification ePrint reports
are published weekly and incorporate book-marking to select specific indices that have been
built into the reports.

e Managed application upgrades including Workflow 8.1, WebFOCUS 8002, ODS 8.4.1 and
Banner.

e Developed Campaign Reports for United Way campaign 2013.

e Responsible for providing technical support to the following Access databases:

o Inventory contact database for University services.

Fixed asset database for Property.

United Way database.

Banner Tax database.

Term Index database.

o Staff Salary database.
e Provided on call support for fiscal year end close process.

o O O O

e Generated weekly Effort Certification ePrint reports for the campus.

e [Enterprise Metrics Reporting (EMR) for Decision support: Refreshed data cubes on a
monthly basis and reconciled against ODS.
e Maintained the following EMR dashboards:
o Cascading Grant Total Overhead Return History Dashboard.
Cascading Total University Expenditure Dashboard.
Cascading Seasonal Total University Expenditure Dashboard.
Endowment Spending and Reserves Growth Dashboard.
Prior Years Reserves Trending Dashboard.
Total Expenditures Dashboard.
Current Year Total Revenues and Expenditures with Prior Years Reserves
Dashboard.
Total Revenues Dashboard.
Total Revenues and Expenditures Dashboard.
Grant Total Expenditures Dashboard.
Grant Total Overhead Return History- F and A Dashboard.
Grant Total Revenues Dashboard.
Cascading Grant Total Expenditure Dashboard.
o Cascading Total Revenues Dashboard.

0O O O O O O

0O O O O O O

e  Built SharePoint sites, templates and forms for various FSD committees and project teams.
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e Finance initiatives, including the WebFocus implementation, Purchasing system
enhancements, Contract Director, and other projects.
e Managed scheduled Select Site (LoboMart) upgrade validation and testing (3x/yeat):
o Major UI change in March, 2014 which required revision of training materials and
detailed communications to campus staff.
e Completed Contract Director implementation:

o Managed project for Procurement.

o Created templates for use in contract authoring.

o Provided team and one on one training sessions for Purchasing staff.
o Successfully rolled out to Procurement.

o Successfully rolled out to CRTC.

e Completed Enterprise Reagent Manager implementation in conjunction with Safety and Risk
Services:
o Coordinated two on-site focus groups.
o Enabled 3 new Hosted Catalogs for ERM use.
o Developed application process for ERM shopper accounts.
e Mentored Procurement intern and assisted in Purchasing Marketing campaign. Project
included:
o Hosted LoboMart Lunch sessions.
o Requisitioner survey.
o Creation of new Banner Byte video training snippets.
e Converted CRLS hosted catalog to self-managed hosted catalog in SciQuest eProcurement.
¢ DMaintained content in Select Site for I'T Software.
e Converted Purchasing Website to Cascade WC.
e Provided internal customer support for SciQuest Select Site, Contract Director and Sourcing
Director.
e Provided external customer support for SciQuest Sourcing Director.
¢ Developed ‘Purchasing and Accounts Payable Policies and Procedures’ course.
e Offered Purchasing Process for Departments Lab to Departments.
e Developed and tested new Securing Private Data procedure in SciQuest UIT.
e Trained Purchasing staff member to take over Procurement Training and Grants
Management Sessions.

Participated In:

e  Weekly MyReports (WebFOCUS) Project Team Meeting.
e Biweekly Finance MyReports meeting.
e Weekly Conference Call with IBI to discuss WebFOCUS issues.

e Weekly TAT (Technical Architecture Team) and EBAM (Enterprise Business Application
Managers) Coordination Meeting.

e  Weekly WebFOCUS Developers’ Meeting.
e Weekly Appworx Conductors’ Meeting.

e Monthly Team Leads’ Meeting.

e Monthly IT Agents’ Meeting.

e Biweekly Reporting Leadership Committee.
e Biweekly Managers’ Meeting.
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e Biweekly WebFOCUS Implementation Project Team Meetings.
e Quarterly FSD Managers’ Meeting.
e Presented to Fiscal Agents Networking Group (FANG) on MyReports.
e Presented to CARG group on MyReports.
e  Webfocus Demo; Presented to stakeholders; committees and executives
e Webinars:
o The Best of InfoAssist in WebFOCUS 8.
Introduction to Application Studio.
MDM and Big data.
What’s New in Webfocus 8 Report Caster.
Webfocus Predictive Analytics.
Put Active Reports to Work - Tips and Techniques.
o Webfocus Roadmap.

e IBI WebFOCUS Summit.

e Educause Conference.

O O O O O

e SciQuest regional user group meeting.

e Presented Contract Director at NEAP District VI meeting in Sunriver, OR.

e UNM Tech Days — Presented on WebFOCUS.

e Developed and Presented MyReports for Finance Brown Bag Lunch sessions.
e Coordinated MyReports Report Writer working sessions.

e Offered InfoAssist Power User Training for Campus.

e Grants Management Trainer for HSC and Main Campus.

e Participated in monthly focus group for Sourcing platform conversion with SciQuest and
other Higher Ed Institutions.

e Presented at SciQuest Nextlevel conference.

FSM Network Support (FSMNS)

Accomplishments:

e Revamped FSD’s entire backup process with new backup software (SEP Sesam), new
backup server (Sobex), and new backup SAN device (Dell DL4000) to improve FSD disaster
recovery process.

e Demised and surplused old backup server (Busback) and backup device (Cybernetic SAN).

e Installed and configured a Server 2012 as a Remote Desktop server, to meet Cashiering’s
PCI/DSS compliancy.

e Assisted in migration of files and workstation management of five departments (Budget,
Executive VP of Finance, Government Relations, University Policy, and Internal Audit) to
Central IT.

e Completed Internal Audit review on FSD’s Data Center.

e TFinalized FSD websites migration to the Web Content Management System (WCMS)
project. The remaining four FSD websites migrated are Bursar, Contract & Grant, PCard,
Purchasing, and FSSC.

e Lead a WCMS training session for webmasters on tips and tricks for maintaining websites
using the WCMS.
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e Implemented security measures on workstations, such as whole disk encryption on laptops
and auto locked workstations.

e Continued to improve data security to ensure confidentiality. Two projects that are in
process with a scheduled completion in FY15:
o The first project is to secure scanning of Payroll information by isolating scanning
process and equipment in to a private network.
o The second project is protecting check and banking information by restricting access
to files, workstation usage, and Internet connection.

e Continued use of the automated I'TIL-3 compliant web-based Absolute Help Desk system
for managing workstation and other problems reported by computer users of the Financial
Services Division and other supported departments.

e Rebuilt the Absolute Help Desk system from virtual appliance to virtual Suse Linux
Enterprise server, upgraded the application to version 8, and then changed the user
authentication source from eDirectory to Active Directory.

e Assisted HR with removing their file server, Hermes, from eDirectory.
e Solved 1043 help requests from July 2013 through June 2014.

e Renewed a yearly Service Level Agreement Office of Contract Archeology (OCA) and
Office of Graduate Studies (OGS).

e Kept 21 virtual/physical servers up-to-date with weekly operating system and security
patching.

e Continued to support OCA and maintain their file server, computers, printers, and scanners.

e Continued to maintain and support computers and network access for Office of Graduate
Studies, University Secretary, and Communication and Marketing.

e Updated how-to documents and standard operating procedures.

Certification
e Obtained Novell Certified Administrator (NCA) Certification.

Participated In:

¢ Monthly—Hosted UNM NUG (Novell Users Group) meetings.
e Monthly—IT-Agent (Level 3 Org representative).

e Monthly—IT-UNM (IT support agents).

e Monthly—IT-IA (Information Architect for Web Masters).

e Technology Transfer Partner Conference (Novell Products Knowledge sharing with other
Higher Education Institutions).

e UNM Tech Days.

e Quarterly - InfoGard Meetings (FBI Security Information).
e Quarterly - FSD Managers’ Meetings.

e HDI Workshop for Help Desk Technicians.
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OFFICE OF SPONSORED PROJECTS
(Formerly PreAward Services Main & Branches)

Statistics:
Prior Year Comparison — Office of Sponsored Projects
FY13 - FY14
FY13 FY14

Number of Proposals 346 488

Value of Proposals $ 263,667,359 $197,994,628

Number of Total Research Awards 1335 769

Value of Total Research Awards $ 119,732,442 $94,661,278
Accomplishments:

e Reorganized Office of Sponsored Projects reporting structure.

e Completed Compensation review, in coordination with HSC PreAward Services, to
complete market study, and revise position titles, descriptions, and clarify CORE Office
Signature Authority. This review resulted in a change in the department’s name to Office of
Sponsored Projects.

e Evaluated and re-assigned staff workloads for best operational efficiency.

e Developed staff performance goals for calendar year 2014.

e Developed internal OSP staff time and leave reporting procedure.

e Developed proposal review checklist.

e Developed solicitation review checklist.

e Developed donated and loan equipment process and checklist.

e Developed process to route contracts for signature.

e Created budget justification sample document for departmental use.

e Revamped RTSF process.

e Analyzed Cayuse SP records and corrected deficiencies to optimize data reporting for FY13
and FY14.

e Developed office procedures for award set-up.

e Developed Cayuse procedures for:

o Setting up a new award.

o No cost extension.

o Project revisions.

o De-obligations.
e OSP staff completed requirements and have obtained Banner access.
e Renegotiated master contract template with NMDoT.
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In Process:

e Re-evaluate workloads, structure, and processes to determine optimal operations for OSP.

e Develop employee resource manual for standard operating procedures and training for all
OSP staff.

e Complete data conversion from InfoEd to Cayuse SP.

e Increase OSP visibility and communication between staff and Pls/Chairs/Deans.

e Develop FAQ’s for OSP processes.

e Cayuse SP 3.1 upgrade.

e Develop training materials for Cayuse SP.

e Develop Cayuse proposals and awards reports in MyReports.

Participated in:

e Research Administrators Network (RAN).
e PI Grants Management Training.
e DPre/Post Award Meetings.
e Collection Committee Meetings.
e Weekly staff meetings - in-house training on various subjects pertinent to the department’s
activity.
o Subjects covered:
= Contract negotiations — Billing terms, fixed price Vs. Cost reimbursable awards.
Budget periods Vs. Award periods. Final and Progress reporting requirements
= 2014 staff goals.
= Sub award Process and routing for signatures.
® De-obligating and amending funds - obtaining post award initials on all de-
obligations.
= RTSF process.
= Extra Compensation - how to list on proposals and what account code should be
used to budget.
= F&A Split with HSC process.
= SPQ review of purpose and check employee status.
e Campus Outreach:
o Visited various colleges and departments to meet face-to-face with PlIs and
department administrators whom each CGA serves; Ch'TM, CASAA, COE SOE,
ISR.

Professional Development:

e NCURA Sponsored Projects Administration Conference and Annual conference — Director
of Sponsored Projects.

e NCURA Webcasts on various topics, such as OBM guidance - Entire staff.
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Future Recommendations:

e Develop training materials for departments on various OSP processes and related topics,
such as Proposal, Award and Contract review, budget generation and best practices.

e Collaboration with compliance offices to revamp existing internal processes for Export
control, Conflict of Interest.

e RAN LISTSERYV — will use it to improve communication with departments by providing
more timely information regarding updates and changes in processes.

e Sub award process — collaborate with Contract & Grant Accounting to streamline the
current process.
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PAYROLL
Prior Year Comparison — Payroll Department
FY13 & FY14
Type FY13 FY14
W2s Issued 18,656 18,960
1042s Issued 118 97
Direct Deposits 257,566 261,077
Payroll Checks Issued 48,358 49,324
Document Amount and Count for FY14
Type $ Amount Checks | Direct Checks & Direct
Deposits Deposits
Original Checks/Direct Deposits 665,185,275.00 | 47,219 257,729 304,948
Reissued Checks/Direct Deposits 310,607.73 21 268 289
Adjusted Checks/Direct Deposits 4,538,785.04 1,017 2,518 3,535
Manual Checks/Ditect Deposits 1,073,960.43 1,033 503 1,536
Voided Checks/Ditrect Deposits (175,112.45) 34 59 93
TOTAL 670,932,975.50 | 49,324 261,077 310,401

Payroll Production and Accounting

Accomplishments:

e Implemented LoboTime for limited number of departments.

e Participated in Banner system 8.8 upgrades, including testing and validation.

e Implemented ERB rate changes.
e Implemented VEBA rate changes.

e Worked with various agencies and departments to investigate fraudulent activity.
e Performed the analysis and laid the ground work for BDMS.

e Tested new earn and deduction codes in all instances before migrating to production.

e Corrected W2’s as appropriate according to DOMA changes.
e Participated in the OGS task force to implement Lobo Contracts.

e In cooperation with Benefits analyzed new changes mandated by the Affordable Care Act.
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e DPerformed parallel testing on new garnishment application and in cooperation with I'T made
appropriate corrections.

e Successfully converted all payroll reports from Hyperion to MyReports.

e Worked with contractors and Office of Capital Projects on improvements to Payroll suite.

e Researched multi state taxation.

e Worked on the escheatment process to return unclaimed payroll checks to the state of New
Mexico.

e Participated in union negotiations.

e Implemented salary increases for eligible staff and faculty.

e Updated Payroll web site.

e In conjunction with other core offices, worked on EPAF’s for non-standard payments.

e Automated fiscal year end processes empowering Payroll to run processes independently of
IT.

e Worked on automating calendar year end processes.

e Successfully implemented changes for submitting Tri Agency report as mandated by the NM
Dept. of Workforce Solutions.

e Established Payroll Marketplace to facilitate receiving credit card payments for employee
overpayments.

e Automated W2 error report to allow Payroll to run reports on demand.

e Implemented new federal and state income tax rates.

e Worked with Ellucian to correct rounding issue with pay distribution percentages (still on-
going).

e Provided ad hoc reports for internal and external auditors.

Participated in:

e Two Payroll staff members attended the American Payroll Association conference for
educational institutions.

e One Payroll staff member attended Ellucian summit.

e Attended various luncheons hosted by the local chapter of the American Payroll
Association.

e Various Payroll staff members attended the annual conference of the local chapter of the
American Payroll Association.

e DPayroll staff members viewed webinars on Multi State and Affordable Care Act.
e Payroll staff members completed Continuing Education classes as well as Star 12 seminars.
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PURCHASING AND UNIVERSITY SERVICES

PURCHASING
Prior Year Comparison — Purchasing
FY13-FY14
FY13 FY14
REPs Issued 93 74
IFBs Issued 20 10
Total Solicitations 113 84
POs Issued 7,792 6,891
COs Issued 4,139 3,926
P-Card
Amount $ 63,061,234 $ 68,522,658
# of Transactions 154,554 167,979
F-Card
Amount $ 799,173 $ 674,425
# of Transactions 15,869 13,526
TOTAL $ $ 63,860,407 $ 69,197,083
TOTAL # of Trans 170,423 181,505
Vendor Setups and 22,725 24,191
Maintenance Requests

Accomplishments:

e Trained University staff on Procurement law changes at numerous forums.

e Revised commodity code assignments for more efficient distribution of workload.

e Hosted annual UNM Small Business Fair in order to encourage business with from small
and minority-owned entities.

Hosted Travel Portal Vendor Fair in order to familiarize UNM business travelers with travel
vendors.

Continued Cost Segregation program to obtain significant University savings on current and
past construction projects.

Implemented & integrated DocuSign eSignatures with Contract Director management tool
& central repository.

Completed successful upgrades of LoboMart SelectSite 13.2, 13.3 & 14.1.

Used IRS TIN matching for 1099-MISC reportable Vendors to reduce annual IRS mismatch
B-notices.
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e Published and distributed Purchasing Newsletters for Banner Finance users.

e FEnhanced Purchasing-specific on-line training for P-Card.

e Implemented PCard Transaction Report for campus users in MyReports.

e Provided on-going classroom training for two monthly Banner Finance classes.

e Implemented VEVRAA — Vietnam Era Veterans Assistance Act with Human Resources.
e Began implementation project for SciQuest AP Director.

e Held walk-in office hours twice each week, allowing campus end-users to receive live, one-
on-one help.

e Provided on-going Fastlnfo knowledgebase Review and Updates (Questions & Answers).

e Implemented OIG/SAM Excluded Parties process in order to prohibit procurement with
Federal excluded parties.

e Increased involvement in Small Business initiatives.

e Revised and improved electronic desk procedures for Contract Specialists.
e Developed new web based training programs for Purchasing & Finance.

e Participated in the instruction of the Grants Management training class.

e Upgraded & tested new Banner 8.8 release.

e Upgraded & tested for General/ DBEU/BDM/AR/Workflow upgrade.

e Participated in I'T Firewall Upgrade validation testing.

e Updated/Revised SOPs/Internal Procedures.

e Conducted Campus-wide Purchasing survey in order to obtain user feedback and implement
efficiency changes.

e Produced new Purchasing & PCard websites.

e Raised PCard Limits to $10,000 for goods and $5,000 for approved services.

e Revised PCard Transaction Log.

e Provided LoboMart Lunch Sessions to provide additional training for end-users.

Participated In:

e National Association of Educational Procurement (NAEP) Annual Conference.
e National Association of Educational Procurement Board of Directors.

e National Association of Educational Procurement Academy & RFP Institute.

e National Association of Educational Procurement District VI Annual Meeting.
e National Association of Educational Procurement Strategic Procurement Institute.
e National Institute of Governmental Purchasing Procurement Conference.

e SciQuest SelectSite Next Level Annual Meeting.

e SciQuest Regional User Group Conference.

e PCards on Campus Conference.

e Pro-Leadership Procurement Forum.

e Procurement Reform Task Force.

e New Mexico Public Procurement Association.

e Institutional Compliance Committee.

e TFiscal Agents Networking Group.
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e Banner Finance Team Leads.

e Institute of Financial Management Annual Accounts Payable Conference.

e Emerging Topics in Accounts Payable at Colleges and Universities Conference.
e Form 1099 Bootcamp and Certification Training Class.

e New Mexico State Audit Rule Training session.

e Small Business Association Procurement Technical Assistance Program.
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TAXATION

Accomplishments:

e Provides tax services to UNM departments. Services included tax research, foreign national
payment analysis, and federal and state tax filing compliance.

e Continued communication with the University and Central Accounting offices. Web site
updated with current information regarding payment requirements to foreign nationals and
state and federal taxes, thus reducing tax liability exposure and improving compliance.

e Provided analysis of UNM departments’ activity and revenues for unrelated business income
tax and governmental gross receipts tax.

¢ On-going, as needed interaction with Internal Revenue Service.

Taxation statistics:

Tax Returns Filed
State Governmental Gross Receipts Tax (monthly)
State Water Conservancy Fee (monthly)
State Alternative Fuel Excise Tax (quarterly)
Federal Fuel Excise Tax Refunds (quarterly)
Form 1042 return and over 370 10428 Forms for foreign nationals (annual)
Form 990-T Unrelated Business Income Tax (UBIT) (annual)
Form 720-PCORI Federal Excise Tax Return (annual)

Taxes Paid
Governmental Gross Receipts Tax paid in FY14 = §1,437,044
Compensating Tax paid in FY14 = $2,019
UBIT tax liability for FY14 = §132,075
Documents Processed
Reviewed and Processed over 1,400 payment documents to non-resident aliens
Reviewed and Processed over 375 Foreign scholarship awards

Participated in:

e UNM Tax Information Sessions for International Students

e Assisted in Banner upgrade testing

e National Association of College and University Business Officers - Tax Forum

e New Purchasing procedures to comply with Foreign Account Tax Compliance Act
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UNIVERSITY SERVICES

Business Operations

Accomplishments:

Continued to work with UNM Information Technologies as well as University Services’ I'T
to resolve file size issues with the new Outlook email system.
Acted as key agent for updating all SOPs for each organization, and creating new SOPs for
new processes, due to improved internal controls. SOPs were documented for the new
Inventory Control Tool which was created by University Service’s I'T to manage and track
annual physical inventories and reviews.
Continued membership in the National Association of College & University Mailing Systems
(NACUMS) and the regional Association of Rocky Mountain College and University Mail
Services (ARMCUMS), to stay abreast of the continuous changes being implemented by the
United States Postal Service, due to the continued economic decline in the industry.
Provided maximum support to each of the department managers within University Services.
This included human resource assistance, financial analysis, and support for special programs
as needed.
e Acted as key agent for the second year of the Kronos/LoboTime payroll timekeeping
system. Incorporated changes as these were implemented and updated departmental Best
Business Practices.

Print Management Program FY14 FY13 FY12
Devices (Copiers, printers, MFDs) managed in 710 659 630
program
Customer accounts / departments 404/335 393/324 428/ 325
Multi-Functional Devices / Color 504/242 490/202 434 /153
Printers in Maintenance Agreements 206 169 196

Note: Devices = Multi-Functional Devices (MFDs) + Printers. Color unit numbers are

included in the MFD number.

Continued slight increase in MFDs versus stand-alone printers as departments reduce their
document output device footprint.

Notable increase in printers being managed by the Print Management program, a result of
the Print Management’s initiative to track printer purchases and to encourage departments to
support purchased devices through maintenance agreements. In turn, the agreements supply
more reasonably priced toner along with service parts and labor. Note: printers outside of
the Print Management program cannot be tracked via our program.

Increase in color devices as color becomes more affordable and prevalent in many MFDs.
Data security continues to be addressed. All new agreements automatically and contractually
include data security software for every leased and/or purchased device. All existing
agreements were upgraded to include the most appropriate form of data security, per device.
During FY14, three (3) departments completed Print Management Assessments and
implemented solutions, contributing a cost saving in FY14 of §72,287.20 due to the decrease
in base fees.
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e The Print Management Assessments, showed a total cost savings of $96,687.88 for its
second year since implementation.

e Customer inquiries, billing issues, and copier placements and removals continued to be
handled in a timely and efficient manner, and improvements were made where applicable
due to new processes and vendor requirements.

e Facilitated 45 departmental surplus sales. Provided the appropriate documentation,
especially for University security, and ensured compliance with Export Control and Safety
and Risk regulations. This was accomplished through both online auctions and bids using
Bentley & Associates, LLC.

e Key component in Surplus Property auctioneer correspondence and coordination.
Consignment reports were balanced and audited to electronic manifests created in Surplus
Property to propetly account for all items sent to auction. The automated manifest process
created by University Services’ I'T benefits both the reconciliation process as well as the
auctioneet’s receiving process, catching any inconsistencies in sales.

e Collaborated with the Recycling Department to research the best possible sources of
recycling for surplus items not sold. Made every effort to avoid adding to landfills whenever
possible.

Participated in:

e Fiscal Agent Network Group.

e National Association of College & University Mailing Systems.

e Association of Rocky Mountain College & University Mailing Systems.

e Postal Customer Council.

e Association of College and University Printers.

e Banner Finance Team Leads.

e Banner 8 upgrades testing group.

e Chemical Safety Committee.

e Chemical & Safety Re-Design project/ ERM.

e Export Control Committee.

e National Property Management Association (NPMA).

Information Technologies

Accomplishments:

Designed and maintained custom applications, queries and reports for Records Management,
Mailing Systems, Inventory Control, Surplus Property, CRLS and Copy Center/Fleet.
Additional reports and database modifications were designed as management requested
additional information.

Continued to support the I'TS letter-printing operation, check printing process and printer
installations and other activities for the UNM Copy Center. Maintained backup systems and
provided updated customer software upon request.
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Maintained and updated the University Services servers and workstations. This includes
backup, archival and restoration of all the departmental data. System downtime was
minimal.

Supported all hardware, software, and networking for the department. Managed the
departmental subnets and kept inventory of devices and software.

Continued development of the Inventory Tools application to enhance user interaction.
Added new functions, reports and forms.

Maintained the University Services’ Banner data update system for the department. This
system uses the Oracle client to connect directly to the ODS store and populate a local

database. Some automated processes were improved upon, continuing to ensure the

enhancement of data integrity.

e Created a new departmental email in Outlook and configured security for Print

Management.

Inventory Control

Accomplishments:

Inventory Processes FY14 FY13 FY12
Departmental Transfers 2,581 3,320 3,852
Capital Inventory Additions 544 518 504
Value of Capital Additions $11,332,496 $15,573,516 $11,196,930
Inventory Computer Additions < 4,594 4,721 4,608
$5K
Inventory Deletions 4701 2,609 6,746
Value of Deletions, at total cost $13,476,952 $11,428 554 $27,969,417

e Increased inventory deletions were due in part to departments using the annual physical
inventory to identify assets that were obsolete, too expensive to repair and un-used and
disposing of those through Surplus Property. The initial campaign began in FY12.

e Refined and improved the tracking system and increased functionality for annual physical
inventories submitted. Improved visibility of departmental compliance and linked in
Reviews. 100% compliance was achieved for all annual physical inventories again this year.

Annual Physical Inventories FY14 FY13 FY12
Annual Inventories Requested 2092 2059 1989
Annual Inventories Completed 2092 2059 1989
Number of Assets 46,490 46,395 42,497

Inventory Reviews FY14 FY13 FY12
Inventory Reviews Requested 611 400 833
Inventory Reviews Completed 575 388 448
Number of Assets Reviewed 2606 937 1844
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e Inventory Review process continues to be fine-tuned to demonstrate due diligence in
verifying accuracy and compliance of UNM annual inventory. The review randomly selects
assets from each top level department org within an inventory wave; 5% of assets are
chosen, not to exceed 20 assets per org. The reviews are accomplished either through a
photograph of the items chosen or through an on-site inspection of the assets or both.

e Assisted departments with inventory questions and processes to bring departmental
inventories up-to-date and accurate. Assisted departments in receiving donated equipment
from various agencies and entities and in transferring equipment on grants to various
institutions.

*  Ongoing process with UNM PPD Automotive Department to obtain license plate
information, proper documentation for auto auctions, vehicle purchasing and sales
information for proper asset tagging and tracking.

e Conducted four Inventory training sessions to disseminate campus inventories for the
annual physical inventory. Inventory forms and Certification forms were sent electronically
to inventory contacts utilizing the Inventory Tool. Also sent automated communication to
all inventory contacts to ensure deliverability before sending out the Waves. This serves well
in UNM’s sustainability effort and proves to be more cost and time efficient. All other
forms and instructions were made available on the Inventory Control website.

e Provided cross training to maintain ongoing improvements in inventory processing and
procedures, to assist with departmental changes. Re-visited internal control reviews of
workloads and processes and established new job responsibilities.

e Continued to work closely with Contract and Grant Accounting regarding award closures,
loaned equipment and ONR audits. Completed all property reports required for various
outside contractors.

e Daily-To-Ptag Report was maintained to two-plus pages consistently for the fiscal year.

e Made presentation of Inventory Control Tool that serves as Inventory Control’s database
and tracking tool to National Property Management Association’s 2014 Educational Seminar

attendees.

UNM Copy Center

Accomplishments:
Copy Center FY14 FY13 FY12
Black & White copies | 5,656,577 0,821,540 6,920,598
Color copies 566,612 415,505 354,907
Work orders 0,895 5,261 4,050
Customer accounts 665 098 653
Posters produced 1,169 1,022 702

e Developed and published a new UNM Copy Center web-site with a more user-friendly
interface. Customers are now able to upload large files without concerns about size
limitations. Customers are also able to submit orders of any kind online.

e Continues to provide an inexpensive UNM business card in minimal quantities. Staff or
faculty is able to order 100 cards for $12 or $15, standard versus executive. An average of
approximately 5 to 7 orders were received per day.
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Worked in conjunction with the Human Resources Department New Employee Orientation
to offer all new employees 100 business cards. This serves as a tool to make new employees
feel more welcome as well as to introduce them to the UNM Copy Center. Provided
brochures of services offered by the Copy Center to inform new staff of what is available.

e Worked in conjunction with Office of Support & Effective Teaching (OSET) to provide
materials to new faculty for UNM Copy Center services as well as the process to place
orders for student course packs.

e Maintained check production process for the Bursar’s Office and Accounts Payable on a
daily basis.

e Upgraded workstations and software to accommodate the requirements and needs of
customer departments as needed. Managed queues and jobs received directly from
departments, assisting in print driver setups where needed.

e On average, 97 posters were produced each month. Full color banners or posters in a wide
range of sizes are produced, which kept business on campus that was previously sent to
outside vendors. This lowered the overall budget of the University.

e In order to accommodate the increased demand for posters and Copy Center service
guarantees, an additional wide format printer was purchased.

e Canvas wide-format printing was added in FY14.

e Participated in the annual Purchasing Vendor Fair to showcase services offered to the
campus staff, students and faculty.

e Continued to manage expenses by reducing monthly expenditures and by taking advantage
of all potential cost savings. Made use of work studies and students where possible.

e Communicated with faculty to explain the Course Pack procedure. Course packs produced
by the Copy Center save UNM, the faculty and students money through reduced pricing and
lower overall costs to classroom materials.

e The UNM Copy Center was added to LoboMart as a punch-out making it easier for
departments to putrchases cases of copy/printer papet.

Mailing Systems
Accomplishments:

Mailing Systems FY14 FY13 FY12
Outgoing USPS mail pieces 1,041,098 1,051,712 1,132,150
processed (excluding Bulk)

Incoming USPS mail pieces 1,485,050 1,555,525 2,841,862
processed

Campus mail 865,532 840,859 1,034,076
USPS accountable mail 52,845 59,375 53,886
Bulk/permit mail 1,749,305 1,704,679 2,322,444
Postage total $ 936,916 $ 890,268 $ 875,213
FedEx Incoming 7,327 8,674 8,241
FedEx Outgoing 1,606 3,093 2,251
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e Maintained package tracking software and hardware. This included scanning all inbound and
outbound FedEx packages in addition to all USPS accountable mail pieces.

e Continued to evaluate FedEx deliveries and pickups for maximum efficiency and timeliness.
Modified policies to ensure maximum customer satisfaction.

e Maintained the campus Mailing List reports from Hyperion in a new, more efficient system
created by US-IT.

e Produced automatically generated financial reports in the new system created by US-IT.
Made new lists when requested by departments.

e Created automatically generated financial reports from the meter software for accounting
and benchmarking purposes.

e Fxpanded vendor service contracts to include additional equipment. Worked with Specialty
Underwriters to save an average of 26% on equipment service.

e Completed the migration of University Services and Inventory Control websites to the Web
Content Management Program. Continue to update all University Services’ departmental
websites and create new forms and functionality.

e Continued to evaluate routes for efficiency and add new stops as the campus rapidly
expands. Added new mail stop codes when possible for customer convenience.

e Complied with US Postal Services frequent changes in regulations and rates.

e Upgraded Business Reply Mail to the Intelligent Mail Barcode requirement. Implemented
new, free software for Business Reply Mail design.

e Implemented Electronic Certified Mail in order to improve tracking and efficiency.
e Continued to grow “Mail Production” to increase revenue.

e Continued to save money on postage expenses through a Presorted First Class mail program
in collaboration with a local presort vendor.

e Continued to successfully coordinate the secure printing, processing and mailing of Bursar
and Accounts Payable checks and the University’s W2, 1098 and 1099 tax statements with
the UNM Copy Center and University Services Business Operations.

University Services Shipping & Receiving

Accomplishments:
Shipping & Receiving Stats FY14 FY13 FY12

Average pieces of freight received, processed 873 898 804
and delivered —per week
Total pieces of freight for fiscal year 45,387 45,786 41,822
Delivery Points within the HSC Campus and 275 280 276
throughout UNMH
Pieces Processed /Outbound Shipments 1,125 1,052 1,258
FedEx Outbound packages processed at 2,044 1,919 1,326+
dock (additional to above)

e Delivery points in FY14 included research labs and offices, administrative offices, teaching
facilities, support departments (Area 2 Maintenance and HSC Custodial Departments), and 6
Clinics that have daily patient clientele.
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Shipping and Receiving again saw an increase of high value capital equipment being received
at the dock. Some equipment still went to the State Labs/OMI building at 700 Camino de
Salud NE, now housing the administrative, teaching and research facilities of the Emergency
Medicine Department, the relocated EMS Academy, and the three research labs under the
heading Innovation, Discovery and Technology Center. The addition of three new Cancer
Research labs and two new Anesthesiology research labs also created a higher number of
large capital shipments. The latest addition was the Anesthesiology lab in BRF.

Received freight from 65 delivery companies including 12 Air Freight/Overnight companies
20 local and international freight and delivery companies, and 33 overland and local trucking
companies.

Continued to work with Cancer Research & Treatment Center (CRTC) Administrative
personnel and departments to assure proper delivery and routing of goods and materials to
the new Cancer Treatment and Administrative Center (CTAR).

b

Delivered all overnight and/or perishable freight and all clinical freight within two hours of
arrival. Delivered all other freight to end users on same day as received. Exceptions are large
items requiring additional manpower for delivery and/or items requiring special installation
needs.

Processed and sent out 2,044 Fed/Ex shipments in FY14. Continued FedEx pickup
program for HSC campus in collaboration with UNM Mailing Systems.

Reported zero loss and zero damages for FY14.

Continued contractor presence and activity required daily logistical attention to ensure
project completion without interrupting University Services Shipping & Receiving’s normal
workflow.

Surplus Property

Accomplishments:

Surplus Property Stats FY14 FY13 FY12
Inventoried equipment items processed 4,683 2,383 3,333
Non-inventoried equipment items processed 10,731 15,980 6,498
Total value deleted on Regents Report $3,191,111.48 $2.726,967 $5,438,027
Number of pickups 1,185 1,340 1,400
Number of department drop-offs processed 60 65 77
Number of drop-off items 1,597 1,999 1,762
Equipment/furniture sold to UNM $11,305 $12,545 $17,022
departments
Number of items Recycled/sold on Campus 375 537 741

e Due to the high number of non-inventoried equipment items on-site, online auctions by
Surplus Property through Public Surplus were more frequent. These enhanced recycling
efforts and increased the amount of donations to non-profit educational entities; resulted in
more processing time to prepare each item for auction. Each step contributed to higher
labor demands with no intrinsic monetary value.
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e Strengthened internal controls to audit the electronic manifest of inventory items being sent
to public auction. Improved audit trail of surplused items and facilitated reconciliations of
auction consignment reports.

e Utilized a number of resources and methods to dispose of property. Included were:
auctions through the Auctioneer, online auctions through various vendors, contributions to
specific charities, Native American tribes, and Non-Profit Organizations, minimal fee sales
to UNM departments, recycling through UNM Recycling department or outside facilities,
on-site auctions or sales.

e Staff maintained a one- to two-day turnaround on all pickup, drop-off and delivery requests
from the time requests were received or purchases were made.

e Scanned all Surplus Property deletion forms (inventoried and non-inventoried items and
supporting documents/letters) for FY14 and catalogued within University Services. This
opened up space for records and allowed for easier access to electronic files.

Departmental Sales FY14 FY13 FY12
Number of bids/auctions 45 28 13
-Total number of items 684 2,872 3,960
Total Amount of Net Sales $48,208 $65,684 | §79,705
-Total Amount Remitted Back to $33,721 $45,499 | $57,492
Departments
Original Cost of items auctioned $787,406 $873,870 | $91,551
Net Book Value of Items Sold $68,209 $5,310 | $16,439

e The number of public auctions held through Bentley’s Auction totaled twelve: eleven for
standard sales and one for UNM vehicles. 9,048 UNM items were sold totaling $87,090.

e Surplus conducted 45 bids/auctions for Departmental Sales for surplus through Bentleys
Auction online auction, Public Surplus and GovDeals.com. Items sold in this process were
checked for hazardous materials et al by Safety and Risk and were reviewed by Export
Control to ensure export restrictions were noted and followed.

e Of the 45 bid/auctions, 34 were conducted through Public Sutplus, ten through Bentleys
Auction, and one through GovDeals.com. There were also two surplus auction events with
Athletics during the year. The total original cost does not include non-capital assets with
uncertain value or vehicles.

e Liquidated property in FY14 totaled 132.4 (US) tons of recycled material through auction,
versus 158.6 (US) tons in FY13 and 148.3 (US) tons in FY12, including some Department
Sales. 35 (US) tons of metal was recycled in FY14, versus 48.51 (US) tons of metal in FY13
and 40 (US) tons of metal in FY12.

Operating System Installs/Campus Recycled FY14 FY13 FY12
Number of Erasures with new Operating Systems 8 27 125
Dollars transferred to I'T for Erasure/Install $240 $900 $3,720
Service
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e Surplus Property maintained a "showroom" and a display area of the surplused property to
interested UNM departments. Its extended daily viewing hours facilitate on-campus
purchasing and drop-offs. Re-circulating useable property in this way throughout
the University campus continues to be successful and highly sustainable.

e Surplus Property and Information Technologies collaborated to guarantee erasure of all
computer hard drives for the security of the University. The Hard Drive Erasure program
has proven to be highly efficient in safeguarding confidentiality. New reporting has
improved reporting to the NM State Auditor.

e Surplus Property/UNM IT work in collaboration to re-image computers less than four years
old, installing an OS/Symantec Anti Virus for resale to UNM depatrtments.

e Maintained monthly inventory review of the University “hold” assets waiting for research
and/or Regents’ clearance before disposition. A ‘holding’ area is utilized for assets requiring
additional documentation or approval for disposition.

e Auditing procedures have been strengthen for the review of all assets before they are picked
up from the requesting department, which ensured that full documentation had been
obtained.

Records Management Center

Accomplishments:
Record Management FY14 FY13 FY12

Total inventory, in boxes 15,840 15,164 14,895
Boxes withdrawn 1,067 757 865
Boxes removed and destroyed after 1,663 1,993 2,344
meeting retention schedules

Department serviced 128 197 187
New Boxes added to warehouse inventory 2,313 1,946 2,515

e TFollowed the State of New Mexico Records and Archives department guidelines for all
aspects of daily records processes and retention.

e Received pre-approval from the State for all destruction processes. Completed the process
through the State shredding procedure utilizing the certified, licensed vendor of the State.

e Revised processes to meet State requirements for delivery of records approved for
destruction to the State Records Center in Albuquerque.

CRLS/Chem Stores

Accomplishments:
CRLS Total Total CRLS Vendor On-Campus % Off-Campus %

Sales Sales Invoices | increase(decrease) | increase(decrease)
invoices

FY14 | $2,160,626 15,934 0,266 (2.00%) (2.80%)
FY13 | $2,274,054 14,026 5,555 (6.40%) (6.23%)
FY12 | $2,429,632 14,702 0,359 (15.08%) (1.09%)
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CRLS | Total Orders Placed | Stock Orders | Special Orders
FY14 4,816 793 4,023
FY13 4,057 636 3,421
FY12 4,845 679 4,166

Provided customer service and support with sales, ordering, delivery, and technical
requirements for over 500 on-campus faculty research accounts and 17 off-campus accounts.
Finished FY14 with a mixed budgetary outcome that included an increase in total orders and
sales invoices and a moderate decrease of 2.4% in on- and off-campus sales. CRLS
continued to provide attentive customer service to meet departmental needs in a climate of
decreased grant funding for research.

Reduced non-salary operational cost by $10,122.16 (16.00% decrease).

Updated CRLS invoices and department monthly reports to reflect Homeland Chemicals of
Interest (COI) purchases. All invoices and monthly reports indicate “yes” for COI
purchases. Bi-Monthly reports (billing summaries) are sent to departments to reflect COI
purchases as well as overall purchases.

Updated the monthly SRS excel file that identifies COls for all departmental purchases
through CRLS. Submitted this bi-monthly file to SRS at the end of the respective CRLS
billing period; SRS uses it for city and federal reporting requirements.

Finalized and added over 50 new items to CRLS’ Hotlist pricing agreement with VWR;
obtained quotes as needed for special order products to guarantee best pricing for CRLS
customers.

Generated a new VWR pricing agreement for all CRLS stocked bioreagents at significantly
lower pricing. This resulted in a 20% decrease in the cost of bioreagents for the University.
Renewed yearly pricing agreements with CRLS vendors to include Biorad, Corning, Fisher,
Life Tech, New England, Phenix, Sarstedt, and Sigma.

Negotiated directly with EMD and finalized a chemical pricing agreement for all EMD
chemicals stocked at CRLS. This resulted in a net decrease in costs (10% to 30%) for all
EMD chemicals stocked in the CRLS store

Worked with VWR, Corning, and Kimberly Klark for various on-campus promotions to sell
stocked inventory products.

Continued to improve CRLS database functionality and reporting measures. These included
new inventory and invoice reporting measures, improved monthly reports/queries for
departments, and a Banner report for credit card charges, etc.

Produced an export file for a Lobomart upload of CRLS catalog items. This is required to
import ERM product descriptions into the CRLS inventory table and necessary reports to
facilitate the upload of over 2,300 stocked items into LoboMart.

Vacated Room 115 for Chemistry and Chemical Biology renovation.

Added new metal-grilled shelving racks for solvents in CRLS storage area to comply with
New Mexico fire code requirements. Due to the need to vacate Room 115 (see above), new
shelving was added to the solvent room in order to accommodate storage requirements.

Replaced back door in receiving area, which increased the integrity of the door structure for
CRLS safety needs.
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Purchased new dry ice freezer with a larger storage capacity for customer orders.

Continued weekly CRLS staff meetings to review safety procedures for receiving, chemical

spills, dewars and cylinders transport, and other potential hazards. Also reviewed all
University Services policies.
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FY13/FY14
Document/Process FY11 | FY12 | FY13| FY14 Variance
Purchase Requisitions 3,748| 4,879 4,703 4,324 -379 (8.1%)
Petty Cash 409 321 271 246 -25 (9.2%)
NSP and other Compensation Docs. 861 443| 486 509 +23 (4.7%)
Travel Advances (1) 241 181] 151 113 -38 (25.2%)
Direct Pay Requests 23,453|24,937)26.575] 25,443 -1,132 (4.3%)
ournal Vouchers 16,691|17,457/18,696] 19,618 +922 (4.9%)
Labor Redistributions 7,589 Info not prev. available
7,589 LR|

Total Documents 45,403/48,218/50,882| 50,253 -629 (1.2%)

NSAR Billings (# invoices) (2) 359 807 878 +71 (8.8%)
NSAR Billings (million §) (2) $0.887/$2.501]  $1.130 -$1.371 (55.8%)
NSAR Collections (million §) $0.153/$2.001]  $1.556 -$0.445 (22.2%)
Equipment Additions (million §) $13.7] $13.6| $16.4 $12.2 -$4.2 (25.6%)
Equipment Deletions (million $) $10.4| $30.0| $11.4 $13.5 $2.1 (18.4%)

Travel Advances are also included in total Direct Pay Requests

UA started this process in March 2012

Accomplishments:

e Continuous updating of Unrestricted Accounting website, including adding more
informational material for departments (ongoing).

e Present monthly Travel Policies and Procedures workshop (ongoing).

e Continuous effort to recommend and implement “best practice” accounting methods across

campus.

e Implementation of Non-Student Accounts Receivable billing (NSAR) for main campus

departments:

o Converted departments being processed through Bursar’s office.

o Met individually with multiple departments to assess needs and provide training.

e Completed required reporting of unclaimed property to