Fayetteville Technical Community College
Detailed Assessment Report
2015-2016 Budgets and Financial Systems
As of: 8/01/2016 01:13 PM EST

Mission / Purpose
To provide professional and courteous financial services and to assure fiscal responsibility, proper management and
security of the College's assets, and to support the educational programs of the College.

Other Outcomes/Objectives, with Any Associations and Related Measures, Targets, Reporting
Findings, and Action Plans
O/O 1: Continuity of Operations Updates
The Office of Business and Finance will complete a thorough review, documentation update, and testing of its Continuity
of Operations Plan (COOP).
Relevant Associations:
InstitutionalGoals Associations
3 Ensure fiscal responsibility, accountability and financial stability.
StrategicObjectives Associations
FTCC
33 Provide adequate training to employees to ensure the Continuity of Operations (Safety) and
Emergency Preparedness Plan can be implemented quickly and accurately in times of emergency.
Related Measures
M 1: Continuity of Operations Plan Updates
What: The Director of Student Accounts and Fiscal Controls will lead the process of updating the Continuity of
Operations Plan (COOP) for the Office of Business and Finance.
Why: The Director of MIS has asked each department/division within the College to ensure a thorough update of the
COOP as it pertains to their functions.
How: An action plan was written at the end of the 2015 assessment cycle in order to ensure that this objective is met
during the current assessment cycle. A timeline of events was established for the current assessment cycle. The
Director of Student Accounts and Fiscal Controls will research examples of COOPs and make a recommendation to
the Senior Vice President (SVP) and Associate Vice President (AVP) for Business and Finance for presentation and
testing methods. All leaders within Business and Finance, including the SVP and AVP for Business and Finance,
Director of Disbursements, Director of Student Accounts and Fiscal Controls, Procurement and Special Projects
Manager, State, County, and Grants Funds Manager, Payroll and Benefits Supervisor, and Accounts Receivable
Manager, will be responsible for updating the plan as it pertains to their individual areas. The entire Office of
Business and Finance is subject to be involved in the testing of the plan. The SVP and AVP for Business and Finance
will review the plan and the testing of the plan to assess the effectiveness of the process, once all is complete.This
objective will have been successfully met if the COOP documentation is updated and the plan is tested before June
30, 2016.
When: By June 2016
Who: SVP for Business and Finance and AVP for Business and Finance
Source of Evidence: Administrative measure - other
Target:
This outcome/objective will have been successfully met if the Business Office's Continuity of Operations plan is
thoroughly documented, tested, reviewed and approved by June 2016.
Reporting Finding (2015-2016) - Target: Met
The Office of Business and Finance has successfully met this objective. The Business Office's Continuity of
Operations Plan (COOP) has been thoroughly documented, tested, reviewed, and approved. The Director of
Student Accounts and Fiscal Controls (Director) finalized the COOP for the Office of Business and Finance.
It is a comprehensive plan that covers each critical function of the Office of Business and Finance. In
addition, the Director and Associate VP for Business and Finance created a plan to test the COOP and to
document that testing. Business Office employees were selected, with no prior warning, to participate in the
testing of the COOP. On May 12, 2016, processes were tested related to payroll and cashing/student
accounting. Employees were prevented from entering their offices on this day. They were taken to an
alternate location to work and they were provided the critical equipment/supplies identified on the COOP for
the functions being tested. They were provided access to the College ERP system and Internet, based on
the assumption that the College's MIS department could make these available in the event of an actual
emergency. Vital records identified on the COOP for the functions being tested were not provided. In order
to obtain vital records, employees had to rely on what was available on their individual "J" drives, which can
only be accessed by the employee, but is backed up on a daily basis by the College's MIS department. The
testing was a great success. It provided Business and Finance management with the comfort of knowing that
we were capable of completing critical processes, such as payroll and student accounting, in the event of an
emergency. It also made employees more aware of items that they needed to add to their scanned
documentation on their J drives and things they could prepare and put in alternate locations in order to
make things easier during the event of an actual emergency. Employees are following up on these things as
a result of the testing. The final COOP will be shared with all employees in Business and Finance
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and updates/surprise testing will continue moving forward.
Connected Documents
COOP Testing for Cashiering and Student Accounts - May 12, 2016
COOP Testing Payroll - May 2016
Reporting Finding (2014-2015) - Target: Partially Met
The Office of Business and Finance has partially met the intended outcome of this objective. The Director of
Student Accounts and Fiscal Controls selected a new, more user friendly, format to document the COOP plan
for our office. The new format was shared, along with the documentation of our prior COOP plan, with each
supervisor, manager, director, and VP, in order for those individuals to provide updated information and
documentation for our revised plan. These updates were returned to the Director of Student Accounts and
Fiscal Controls to compile into our new COOP plan documentation. The Director of Student Accounts and
Fiscal Controls has finalized the updated COOP plan documentation for the majority of the departments in
Business and Finance and it has been reviewed by the AVP for Business and Finance. There is
one department in Business and Finance that continues to provide information at this time, which is needed to
finalize the project. In addition, the Director of Student Accounts and Fiscal Controls is also working to
implement the new PCI compliance standards for the College, which will ultimately impact the final COOP plan
for Business and Finance. The COOP document in progress is very useable in its current state and would be
vital in the event of a disaster. We will continue to finalize and test the COOP plan in the next assessment
cycle.
Connected Document
Documentation of COOP Status
O/O 2: Updated Job Manuals
Each employee in the Office of Business and Finance is responsible for creating and/or updating a job description
manual, which should include descriptions and examples/screen shots of "how to" perform the various tasks assigned to
each person.
Relevant Associations:
InstitutionalGoals Associations
3 Ensure fiscal responsibility, accountability and financial stability.
StrategicObjectives Associations
FTCC
20 Ensure that faculty and staff understands their individual responsibility to provide high quality
customer service.
Related Measures
M 2: Updated Job Descriptions
What: Each employee within the Office of Business and Finance will be required to either create or update a job
description manual, which includes a detailed description and examples/screen shots of each of the critical functions
that are assigned to each position within our office. Supervisors made this an objective for each of their direct reports
during the June 2015 annual employee evaluation. The supervisors will review and evaluate their employees during
the June 2016 evaluation cycle.
Why: The Senior VP for Business and Finance (SVP) and Associate VP for Business and Finance (AVP) want to
ensure continuity of operations at the highest level of customer service at all times. It is believed that these
manuals are critical for the preparation of an employee's absence, either planned or unplanned. The objective was
made part of each employee's performance evaluation objectives in order to ensure that everyone understands the
importance of the project and to ensure that the project is completed.
How: Each employee will be evaluated during the 2016 performance evaluation cycle to ensure that their manual is
complete.
When: Data collection will occur in June 2016.
Who: Each supervisor within the Office of Business and Finance will analyze the results for each of the direct reports
and all information will be reported to the AVP and SVP.

Source of Evidence: Evaluations
Target:
This outcome/objective will have been successfully met if each person working in the Office of Business and
Finance has an up-to-date job manual that includes detailed descriptions and instructions for each critical job
function, including examples and screen shots, by June 2016.
Reporting Finding (2015-2016) - Target: Met
This objective has been successfully met. Each person in the Office of Business and Finance completed an
up-to-date job manual that includes detailed descriptions and instructions for each critical job function,
including examples and screen shots. Each job manual was reviewed and approved by the applicable
supervisor on or before June 7, 2016.
Connected Document
Evidence of Completed Job Manuals
O/O 3: Financial Statements
The Office of Business and Finance will complete its annual financial statements, including our portion of the state's
Consolidated Annual Financial Report (CAFR), which is submitted to the Office of the State Controller, and the proforma
financial statement exhibits, notes to the financial statements, statement of cash flows, management's discussion and
analysis, and required supplementary information, which is due to the Office of the State Auditor, with no material errors
or omissions that would result in an audit finding.
Relevant Associations:
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InstitutionalGoals Associations
3 Ensure fiscal responsibility, accountability and financial stability.
StrategicObjectives Associations
FTCC
35 Ensure appropriate communication among affected areas.
Related Measures
M 3: Financial Statements
What: The Associate VP for Business and Finance (AVP) will oversee the annual financial reporting process for the
fiscal year ended June 30, 2015. A calendar will be created, which will be break down each step of the process that is
required to completed the CAFR, exhibits, notes, discussion and analysis, and required supplementary information,
along with the responsible party and the date each piece of the project is due. The AVP will review work completed by
everyone else. All work completed by the AVP will be reviewed by the Senior VP for Business and Finance (SVP). The
SVP will also complete an overall review of all documentation at the summary level before it is submitted to the Office
of the State Controller and the Office of the State Auditor.
Why: The annual financial reporting process includes hundreds of journal entries, multiple analyses of data, and the
preparation of several schedules and reports. The calendar process, which identifies responsible parties and sets
due dates throughout the process, helps keep the entire process on track and enables the AVP to easily monitor the
progress of the project. The review process that has been established ensures the accuracy of the final product.
How: The Office of Business and Finance's financial statements will be audited by the Office of the State Auditor for
the fiscal year June 30, 2015.
When: We will have the results of the audit in the spring of 2016.
Who: The results of the audit will be shared with the AVP, SVP, President, and Board of Trustees of the College.
Source of Evidence: External report
Target:
This outcome/objective will have been successfully met if the Office of Business and Finance receives an
"unqualified" opinion in the report issued by the Office of the State Auditor on our 2015 financial statements.
Reporting Finding (2015-2016) - Target: Met
On February 15, 2016, the North Carolina Office of the State Auditor issued its "Independent Auditor's
Report" on the College's financial statements for fiscal year-ended June 30, 2015. There were no audit
findings in this report. The College received an "unqualified" audit opinion. In addition, the Office of the State
Auditor issued an "Independent Auditor's Report on Internal Control Over Financial Reporting and on
Compliance and Other Matters Based on an Audit of Financial Statements Performed in Accordance with
Government Auditing Standards". Per this report, the audit did not identify any deficiencies in internal control
that were considered to be material weaknesses and the results of tests disclosed no instances of
noncompliance or other matters that are required to be reported under Government Auditing Standards.
The Office of Business and Finance fully met our objective.
Connected Document
FTCC Financial Statement Audit Report for Fiscal Year Ended June 30, 2015

Details of Action Plans for This Cycle (by Established cycle, then alpha)
Action Plan to Increase Number of Part-Time Employees on Direct Deposit
In order to increase the number of part-time employees who sign up for direct deposit during the next assessment
cycle, the Office of Business and Finance will send an email to "All at Fayetteville" to remind everyone of the criteria
that makes part-time employees eligible for direct deposit. An email will be sent at the beginning of the next
assessment period and again, half-way through the next assessment period. In addition, the Office of Business and
Finance will decrease the required continuous employment period from nine months to six months for part-time
employees to be eligible for direct deposit. Our target objective for the upcoming assessment period will be reduced
from 65 to 50 addditions to part-time direct deposit. At this point in time we have 176 part-time employees on direct
deposit. Adding 50 new part-time employees to direct deposit in the upcoming assessment period will meet our target
objective of approximately one-third of the part-time payroll being on direct deposit.
Established in Cycle: 2009-2010
Implementation Status: Finished
Priority: High
Implementation Description: This action plan will be implemented by using increase email notification to FTCC
employees and by reducing the requirements that make part-time employees eligible for direct deposit.
Projected Completion Date: 04/2011
Responsible Person/Group: Robin Deaver, Controller Linda Harrell, Senior Accounts Technician
Additional Resources: None
Direct Deposit for Reimbursements & Other Payments Action Plan
The Senior VP for Business and Finance, Associate VP for Business and Finance, and Director of Disbursements will
continue to work with North Carolina Community College Systems Office (SO) to determine how soon the SO will be
able to approve electronic payments to vendors and employees paid from State funds. If they are unable to resolve
the issues within the Ellucian system during the first half of the next fiscal year, a meeting will be held to determine
whether the Business Office wants to push forward by making these payments from our Institutional Funds checking
account, and then writing checks from the State Funds checking account to reimburse Institutional funds. This is not
the preferred method, but would still allow the Business Office to accomplish this objective, if the current problems are
not resolved within a reasonable amount of time. Once this decision is made, the Cash Management Plan will be
updated to reflect the current processes.
Established in Cycle: 2013-2014
Implementation Status: Finished
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Priority: High
Implementation Description: As stated in the Description, implementation will occur by electronic payment to state
paid vendors and employees, either directly from the State Funds checking account, or from the Institutional Funds
checking account with a subsequent reimbursement from State funds to Institutional funds.
Projected Completion Date: 06/2015
Responsible Person/Group: Senior VP for Business and Finance, Associate VP for Business and Finance, Director
of Disbursements
Additional Resources: N/A
Continuation of Operations Plan
The Office of Business and Finance will continue to work on our COOP plan by finalizing the plan and
documentation for one department that is still in progress at this time. The final plan will be reviewed by the SVP and
AVP and tested this fall term.
Established in Cycle: 2014-2015
Implementation Status: Finished
Priority: High
Implementation Description: Documentation will be collected to finalize the plan for the Office of Business and
Finance. The plan will be tested this fall term.
Projected Completion Date: 12/2015
Responsible Person/Group: Betty Smith, SVP; Robin Deaver, AVP; Debbie Todd, Director of Student Accounts and
Fiscal Controls
Additional Resources: none
Electronic Payments Implementation
The Office of Business and Finance will continue to work toward offering direct deposit to employees for
reimbursements and to vendors for payments. We will attend the ACCBO conference in May 2015 and sit in on the
session that addresses the state's progress with electronic payments. We will continue to volunteer to test the process
for the state. Once the Systems Office makes implementation available state-wide, we will implement immediately. We
have already determined how the process works in Colleague for institutional funds, so the process should not be
difficult for us once the state is ready.
Established in Cycle: 2014-2015
Implementation Status: Finished
Priority: High
Implementation Description: We will test and implement the electronic state funds payments process once the
process is approved by the NC Community College Systems Office.
Projected Completion Date: 06/2016
Responsible Person/Group: Betty Smith, SVP for Business and Finance; Robin Deaver AVP for Business and
Finance; Charles Smith, Director of Disbursements
Additional Resources: no additional internal resources needed

Analysis Questions and Analysis Answers
What were the strengths of your assessment process?
This year we were able to focus on some important things that can easily get swept aside and forgotten because we have
so many day-to-day commitments that take priority. We were able to complete our Continuity of Operations Plan (COOP).
It is well documented and has been successfully tested. Employees at various levels in Business and Finance were
involved in the process and have taken ownership as a result. In addition to COOP, every employee in Business
and Finance completed a thorough job description to include screen shots of their daily processes and/or scanned
documents to serve as examples of how to complete various job duties. Having met these two objectives during this
assessment cycle has put our office in a great position in the event of any emergency or termination of employment of any
individual working in our office. Having met these two objectives gives us great peace of mind moving forward.
What were the weaknesses of your assessment process?
No significant weaknesses were identified in this year's assessment cycle. We can continue to test various functions
documented on the Continuity of Operations Plan and continue to update our job descriptions as things change, but
these are expected needs rather than weaknesses.
What was learned as a result of your assessment process?
We learned the importance of keeping our job manuals updated on an annual basis. We also learned the best way to test
our Continuity of Operations Plan (COOP). We originally planned to test it by bringing individuals into a room, telling them
about a fictitious emergency, and then have them explain to us how their areas would be impacted. We decided against
this because we did not think it would have the same impact as a real test. In the end, we surprised employees in business
and finance by meeting them outside their offices one morning and telling them they could not enter. We told them we
were testing our COOP and that we had set up workstations for them with all systems and supplies that are included on
the COOP for the areas being tested. We would not allow them any access to critical files listed on the COOP in order to
see if they had electronic files available. This method of testing really made the test situation feel real. We learned that we
will continue to use this process moving forward.
How will what was learned impact the direction and emphasis of your academic or support unit?
We will make the updating of job manuals and annual requirement. We will also continue testing different parts of our
Continuity of Operations Plan, as described, in future years.

Annual Report Section Responses
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Program Review (Academic Units)
Support entities are not required to have program reviews
Advisory Comm. Minutes (Academic Units)
Support entities are not required to have advisory committee meeting minutes.
End Of Year Reports (VPs, AVPs, Deans)
Strategic Plan (2015-2020) and other related documents
Connected Document
Strategic Plan 2015-2020
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2/2/2015 11:10:45 AM
Robin,
Attached is the COOP update for Business and Finance. I have also attached the previous update from
2013 for comparison. I am still waiting for the critical functions from XXXXX and from XXXXX. I will
incorporate theirs when received. Until then, I wanted to share with you what I have completed for your
feedback. I still have some tweaking to do on the critical functions charts for the columns where it is
breaking words into the next line.
Thanks.
~~~~~~~~~~~~
Debbie

E-mail correspondence to and from this address may be subject to the North Carolina Public Records Law
and may be disclosed to third parties by an authorized state official. (G.S. § 132-1 et. seq.) If you are not
the intended recipient, be aware that any disclosure, copying, distribution or use of this email or any
attachment is prohibited. If you have received this email in error, please notify us immediately by replying
to the sender and deleting this copy and the reply from your system. Thank you for your cooperation.
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