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Service Package Agreement

University Business Service Center and Dept Name

Service Package Agreement

University Business Service Center and Dept Name 
This Service Package Agreement represents the relationship between the University Business Service Center and the department/unit of Dept Name for purposes of financial services.  

I. OVERVIEW

The University Business Service Center serves as stewards of our customers' and the University's resources and policies.  In addition, the University Business Service Center provides outstanding financial services, guidance, counsel and recommendations for best practices, cost-savings and/or re-engineering opportunities for all customer departments.  The scope of services includes transaction processing, and – in some cases - financial management and analysis.  The University Business Service Center is customer-focused and is committed to providing high quality, cost effective, friendly, and timely service.  
This agreement clarifies the roles and responsibilities of the Center and its staff and the customer department.  It is intended to be a foundation to help us understand responsibilities and accountabilities, communicate more effectively, and resolve service problems that may arise.

This Agreement specifically identifies and addresses:

· Services being provided by the Center

· Division of responsibilities between the Center and the customer

· Problem resolution

· Periodic reviews

II. SERVICES

This agreement pertains to all non-excluded XXX accounts for the following services:
If applicable, excluded XXX accounts are XXX

A. Accounting transactions for XXX accounts 
Including:  journal entries; cash receipts and deposits for non-cash operations; billing; capital assets; account management (establish/delete/stop); financial systems security access; monthly account review (including CUBs, NUBB). 
Name is the Telecommunications Contact. 
If applicable, list exclusions and/or inclusions (e.g. SRI/Counsel Billing, inclusion)
If applicable for non-financial management customers, journal upload supporting documentation should be kept on file in the department.
B. Non-Payroll disbursements for XXX accounts

Including: cash advances; travel reimbursements; payment requests (non-PO invoices); purchase/blanket order invoices and receivers.
If applicable, list exclusions

C. Payroll for XXX staff
Including:  COLT/Kronos PayRep; exempt leave reporting; nonexempt vacation/sick leave corrections; year-end balance notifications; labor distribution adjustments (ADAF’s); on- and off-cycle checks, compensatory time, wage verification; processing overpayments; check reversals; access oversight and management; training and communication of payroll policies and procedures.
If applicable, list exclusions

D. Procurement for XXX accounts
Including:  procurement card; purchase/blanket order processing; assistance with bids or sole source justifications, as/if necessary.

If applicable, list exclusions

E. Student Hires for XXX accounts 

Including:  Posting of open student positions into SES; confirmation of completed I-9, W-4 and direct deposit forms; entering of appointment of selected candidate(s); ensuring the correct object code is used if the student is eligible for federal work-study; assigning supervisor(s) in COLTS/Kronos.
If applicable, list exclusions

F. Finance Management for XXX accounts

Including:  monthly account statement analysis; quarterly reporting; reserve accounts – tracking and transfers; budget support.
If applicable, list exclusions and/or inclusions (e.g. AA&D Advance Accts.)
III. RESPONSIBILITIES and ACCOUNTABILITIES

The Center will follow university policies and procedures at all times - including insuring separation of duties, appropriate payment approval, retention of records, timely completion of documentation, communication and training.  The Center will be proactive in partnering with customer departments and will be responsive to requests in a timely way. Specific position responsibilities for UBSC staff are available at: http://www.dfa.cornell.edu/dfabusiness/.
Customer departments will follow University Business Service Center procedures - including the timely forwarding of all documents for processing, providing accurate information, procuring goods and services appropriately, and providing the necessary feedback to allow for adjustments that will provide service in a better, more efficient way.  The Department will be proactive in partnering with the University Business Service Center and will be responsive to requests in a timely way.

Every department is assigned a primary support team and a back-up team.  Your support team assignments can be found on the web at: http://www.dfa.cornell.edu/universitybusiness/.
Center staff will have full access to all financial related information for the customer department.  Center staff will be required to sign confidentiality agreements on an annual basis.

Each Customer department has a payment approval authority delegation plan which clearly outlines the delegation of payment approval to the Center.  This delegation plan is attached to this agreement and will be reviewed during the annual, joint meeting.  The department agrees the following individuals are those on whose authority transactions can be processed for all XXX accounts:   
Individuals with transaction authority.
Specific roles and responsibilities by functional area are reviewed and updated regularly and can be found on the web at:  http://www.dfa.cornell.edu/universitybusiness/
.  
IV. PROBLEM RESOLUTION

Dept Name and University Business Service Center will be assumed to find the performance of the other acceptable under this agreement, unless exceptions are specifically communicated.  Department Heads and/or Department Contacts will determine whether reported problems require immediate action or can be deferred until a regular meeting.
V. PERIODIC REVIEW

· The University Business Service Center will guarantee a minimum of three annual face-to-face meetings with our customers.  One of these meetings will be an annual review meeting at which the following items will be covered:
· Current service performance

· Adequacy of current service standards

· Issues that may affect the delivery of future services

· Confirmation of/concerns regarding this agreement as currently stated

We encourage both departments to use this agreement in the spirit of cooperation.

________________________


__________________________

Department Head




Director, University Business Service Center
Date_____________________



Date ______________________

Payment Approval Authority Delegation Plan

Name, Title has delegated payment approval authority to the University Business Service Center as follows for all non-excluded XXX accounts:  

· Robin Yager, Director of UBSC




Level 30
· Sandra Sweazey, Customer Service Representative

Level 20

· Sherry Guernsey, Customer Service Representative

Level 20

· Lynne Cacciotti, Customer Service Representative

Level 10

· Linda Charles, Customer Service Representative

Level 10

· Sandra Dennis-Conlon, Customer Service Representative
Level 10

· Kelly Smith, Customer Service Representative


Level 10

· Sherry Thompson, Customer Service Representative

Level 10

· Kim Tilton, Customer Service Representative


Level 10

· Jason Van Horn, Customer Service Representative

Level 10

In addition, Robin Yager has been delegated as the Operating Unit Authorizer for Op Unit XXX. 
NOTE:  Only applicable, if OpUnit Authorizer is Department Head.  For example, President Skorton is Dept Head & Op Unit Authorizer and has delegated his authority to RMY
CSR
Page 1 of 5
8/5/2010, 10:59 AM
CSR
Page 2 of 5
8/5/2010, 10:59 AM

