Texas A&M University

Division of Finance

 Financial Management Operations
Academic and Business Continuity Plan

Revised: April 4, 2012
This plan describes the critical functions and positions, designated personnel and response/recovery actions for this division, department, school, college, unit.  Sections I to IV require planning that is applicable to many types of emergency events or disaster scenarios.  Section V provides scenarios for use in planning business continuity.  Periodically, scenarios will be developed so that this document can be used as the business continuity plan for all hazards that could potentially impact the campus. This document will be combined with similar plans from other schools, colleges and units. 

This plan should be reviewed every three years or when significant changes occur to business processes and functions.

Instructions:  An electronic version of this template can be obtained from the Texas A&M University Emergency Management Coordinator Chris Meyer (c-m-meyer@tamu.edu).  Submit all completed plans to Chris Meyer.



I. Planning Structure
II. Departmental Contact List/Responsibilities
III. Delegation of Authority

IV. Orders of Succession

V. Alert Procedures

VI. Notification Procedures

VII. Analysis of Business Impact

VIII. Prioritization of Essential Duties

I. PLANNING STRUCTURE
1. The organizational chain of command consists of:

(List those leaders whose areas are included in this plan)

	Name
	Position
	Work Location
	Email
	Office
	Home
	Cell
	Text Capable

	Janet Guillory
	Director, Accounting Services
	GSC
	j-guillory@tamu.edu
Alt email: guillory11@msn.com 
	845-8143
	776-8061
	255-1725 (AT&T)
	Yes

	Debbie Phair
	Executive Director, Accounting Operations
	GSC
	d-phair@tamu.edu
Alt email: pescador3@suddenlink.net
	845-8119
	774-7547
	224-0243 (Verizon)
	Yes

	Linda Kettler
	Assistant Director, Accounting Operations
	GSC
	l-kettler@tamu.edu
Alt email: n/a
	845-0978
	830-0444
	203-6790 (AT&T)
	Yes

	Rodney Horrell
	Assistant Director, Accounting Services
	GSC
	rhorrell@tamu.edu
Alt email:

rh2030ad@gmail.com 
	845-6707
	936-825-2739
	229-0658 (AT&T)
	Yes

	Phillip Guillen
	Director, Departmental Accounting Services
	GSC
	pguillen@tamu.edu
Alt email:

plgaggie@verizon.net
	845-8846
	693-0822
	229-3790 (AT&T)
	Yes

	Clint Merritt
	Director, Accounting Operations
	GSC
	c-merritt@tamu.edu
Alt email:

amylynnmerritt@hotmail.com
	845-8772
	
	229-2782 (AT&T)
	Yes


2. The Business Continuity Workgroup is:

(List persons responsible for creating and maintaining this plan)

	Name
	Office
	Cell

	Clint Merritt
	GSC 3156
	979-229-2782 (AT&T)

	Janet Guillory
	GSC 3159
	979-255-1725 (AT&T)


3. The designated liaison(s) to the campus Emergency Management Program is:

(May be Deans, Vice Presidents, Department Heads, other)

	Name
	Office
	Cell

	Clint Merritt
	GSC 3156
	979-229-2782 (AT&T)

	Janet Guillory
	GSC 3159
	979-255-1725 (AT&T)


II. Organizational Contact List/Responsibilities
1. List essential faculty and staff in all areas covered by this plan.

(Additional staff contact information can be found on Emergency and Critical User list found on FMO SharePoint site.)

	Name
	Position
	Work Location
	Email
	Office
	Home
	Cell
	Text Capable

	Clint Merritt  
	Director, Accounting Operations  
	GSC 
	c-merritt@tamu.edu
Alt email:

amylynnmerritt@hotmail.com
	845-8772
	
	229-2782 (AT&T) 
	Yes

	Debbie Phair
	Executive Director, Accounting Operations
	GSC
	d-phair@tamu.edu
Alt email: pescador3@suddenlink.net
	845-8119
	774-7547
	224-0243 (Verizon)
	Yes

	Leslie Brunson
	Assistant Financial Manager
	GSC 
	lbrunson@tamu.edu
Alt email:
leslie.brunson.5@gmail.com
	847-8833
	979-693-4518

	979-219-2585 (Verizon)
	Yes

	Phillip Guillen
	Director, Departmental Accounting Services
	GSC
	pguillen@tamu.edu
Alt email:

plgaggie@verizon.net
	845-8846
	693-0822
	229-3790 (AT&T)
	Yes

	Janet Guillory
	Director, Accounting Services
	GSC
	j-guillory@tamu.edu
Alt email: guillory11@msn.com 
	845-8143
	776-8061
	255-1725 (AT&T)
	Yes

	Jennifer Slovacek
	Assistant Financial Manager
	GSC
	jslovacek@tamu.edu 

Alt email:

2gigi@verizon.net 
	845-6022
	846-0609
	219-4727 (Verizon)
	Yes

	Rodney Horrell
	Assistant Director, Accounting Services
	GSC
	rhorrell@tamu.edu
Alt email:

rh2030ad@gmail.com
	845-6707
	936-825-2739
	229-0658 (AT&T)
	Yes

	Terri Gardner
	Financial Management Supervisor I
	GSC
	tgardner@tamu.edu
Alt email:

jtgardner8285@gmail.com
	458-4199
	690-3017
	450-1963 (AT&T)
	Yes

	Bridgett Chargois
	Administrative Coordinator
	GSC
	bchargois@tamu.edu
Alt email:

bridgettchargois@yahoo.com
	458-0863
	778-4732
	218-1020 (Verizon)
	No

	Elaine Welch   
	 
	System Building
	ewelch@tamu.edu
	 458-6326
	 
	 
	 


2. List the essential faculty and staff and their responsibilities

(Suggestion: Insert list of responsibilities as necessary)

	Name
	Responsibilities

	Clint Merritt
	Payables to vendors in order to keep Physical Plant and any other essential areas on campus operational

	Debbie Phair
	Budget Override accounts to allow for deficit if necessary during the pandemic to keep areas operational.  Request access to reserves if necessary.  Backup to approving payments.  Approve wires. Approve security

	Leslie Brunson
	Setting or changing security for accounting 

	Phillip Guillen
	Backup for wire transfer approvals; positive pay approvals

	Janet Guillory
	Budget override backup, account setups, ACH approvals, USAS release, wire approvals, communicator, backup approve security

	Jennifer Slovacek
	Banking Security; positive pay approvals-System Offices

	Terri Gardner
	Initiate wire transfers, positive pay

	Rodney Horrell
	Positive Pay Approval

	Bridgett Chargois
	HR Liaison

	System Treasury
	Funds from long term to short term to cover possible payables.  Or permission from bank to run a deficit.


3. Identify personnel accountability and tracking.

(List for all personnel)

1) See attached  (See Emergency and Critical User List located on FMO SharePoint site)
III. Delegation of Authority
1. List the delegated authorities

	Name
	Position

	Phillip Guillen
	Director, Departmental Accounting Services

	Janet Guillory
	Director, Accounting Services

	Debbie Phair
	Executive Director, Accounting Operations

	Linda Kettler
	Assistant Director, Accounting Operations

	Clint Merritt
	Director, Accounting Operations

	Rodney Horrell
	Assistant Director, Accounting Services


2. List the circumstances for delegation of authority.

1)  Supervisor unable to locate
2)  Supervisor deceased or quarantined
3)  At Supervisor’s request
3. List the delegation positions

(e.g. Assistant Vice President to Director)

1)  Exec/Director to Assistant Director/Financial Manager/Asst Financial Manager
2)  Assistant Director to Financial Manager/Asst Financial Manager/Financial Mgmt Supv
3)  Financial Manager to Asst Financial Manager/Financial Mgmt Supv
4)  Asst Financial Manager to Financial Mgmt Supv
IV. Orders of Succession
1. List the conditions for succession (one person taking the place of another).
1)  Supervisor unable to locate

2)  Supervisor deceased or quarantined

3)  Supervisor’s request

2. List the methods of notification.

(How will people be notified of the succession?)

1)  Email
2)  Telephone – office, home, cell
3)  FMO Webpage
3. List the Time, Geographical, and Organizational Limitations for succession.

1) Succession should not be lower than a Financial Management Supervisor or equivalent
2) Linda Kettler lives 40 minutes away, Brenham
4. List the order of succession by position.

(Attached additional pages as necessary)

	Position
	Succession 1
	Succession 2
	Succession 3

	Exec/Director 
	Assistant Director
	Financial Manager
	Asst Financial Manager

	Assistant Director
	Financial Manager
	Asst Financial Manager
	Financial Mgmt Supv

	Financial Manager
	Asst Financial Manager
	Financial Mgmt Supv
	 

	Asst Financial Manager 
	Financial Mgmt Supv
	 
	 


5. List the limitations on Financial Authority

1) Dual approval
2) Segregation of Duties
3) System Treasury – no System Treasury plan in place
V. Alert Procedures
1. List the procedures for alerting personnel.

(May consist of a calling tree)

1)  Communications sent by email to all staff
2)  Telephone calls – office, home, or cell

3)  FMO Webpage front-page updated with information

VI. Notification Procedures

1. List procedures for notifying personnel.

(May consist of calling tree)

1) Communications sent by email to all staff

2)  Telephone calls – office, home, or cell 
3)  FMO Webpage front page updated with information

VII. Analysis of Business Impact

1. What is the primary mission of this division, department, school, college, unit?

Financial Management Operation’s mission is to serve the State of Texas and Texas A&M University by processing transactions in a prompt and efficient manner while ensuring compliance with laws, policies, procedures, rules and regulations. Provide prompt customer service and on-going education of policies and procedures to the University community.

2. List the essential duties and processes.

(Note: These functions will be prioritized in Section VI)

	Essential Duties
	Who performs these essential duties?

	Vendor Payments
	Clint Merritt

	Security
	Leslie Brunson

	Approval to access reserves, account overrides  
	Debbie Phair

	Wire Transfers 
	Phillip Guillen

	Cash Management
	System Treasury – Elaine Welch


See Critical User list located on FMO SharePoint site for list of backups.

List other departments necessary to maintain the essential duties and processes. What arrangements or agreements exist with those other units?

1) System Treasury – May need to move funds from long term to short term to cover payables
2) FAMIS – System Access to FAMIS to process payments.  If not available can process off line
3) Finance Computing Group – Network access
4) Physical Plant – Where would we operate if needed?  Most of this we can do from home.
Essential Departments – Contact Information
	Company/Department
	Contact
	Contact Information

	CitiBank
	
	888-836-5011

	Concur
	
	

	Payformance


	
	800-223-7036

info@sungardhe.com
www.sungard.com 

	SciQuest Support
	
	800-233-1121

	Texas State Comptroller


	Melissa Huerta

(appropriation control)
	800-531-5441 (x66628)

512-936-6628

Melissa.Huerta@cpa.state.tx.us 

	Texas State Comptroller


	Selena Meyers

(appropriation control)
	800-531-5441 (x66074)

512-936-6074

Selena.Meyers@cpa.state.tx.us 

	Texas State Comptroller


	Charles “Cotton” Speyrer (appropriation control)
	800-531-5441 (x69230)

512-936-9230

Charles.Speyrer@cpa.state.tx.us 



	Texas State Comptroller

	James “Wiley” Thedford (financial reporting)
	800-531-5441 (x33823)
512-463-1983

James.Thedford@cpa.state.tx.us 



	Texas State Comptroller


	David Mock
(Super-security deletes)

	800-531-5441 (x33823)

512-463-3823

David.Mock@cpa.state.tx.us
sga.security@cpa.state.tx.us 

	Wells Fargo-Bryan


	Annie Jackson


	979-776-3449

annie.jackson@welllsfargo.com 

	Wells Fargo-Houston


	Kim Maxey


	713-319-1601

kim.maxey@wellsfargo.com 

	Wells Fargo-Minneapolis


	Amanda Michaels
	612-573-9460

amanda.c.s.michels@wellsfargo.com 

	System Treasury Services


	Elaine Welch


	979-458-6326

ewelch@tamus.edu 

	System Treasury Services


	Maria Robertson


	979-458-6330

mrobinson@tamus.edu 

	System Budgets & Accounting
	Teresa Bass


	979-458-6080

teresa.bass@tamus.edu 

	System Budgets & Accounting 
	Joseph Duron


	979-458-6110

duron@tamus.edu 

	System Budgets & Accounting 
	Amanda Dotson


	979-458-6091

adotson@tamus.edu 

	System Budgets & Accounting 
	Tracy Crowley


	979-458-6077

tcrowley@tamus.edu 

	System FAMIS Services

	Help Line

	979-458-6464

FAMISHelp@tamus.edu 

	System FAMIS Services

	Production Control
	979-458-6470

FAMISProd@tamus.edu 


3. List the Needs to accomplish the essential duties.

(e.g. computer hardware/software, N95 masks, hand sanitizer, etc.)

6 computers

6 workstations/chairs

Calculators

Printer

Fax

Telephones

Payformance

Network Access

Internet Access for FAMIS, USAS, TINS, Pathway Net, SDOL and Imaging

Access to website for Banking 

Check stock

File boxes

Mail Service or stamps

6 N95 masks

Hand sanitizer

4. List other duties or process (other than those defined as critical).List how often the duties or processes are performed. Indicate how long they could be delayed.

	Other Duties
	Frequency/Delay time

	Sales and Receivables
	Delayed as long as we have funds available from long term investments

	Reconciliation/Credit Card processing
	Can be delayed until safe to return to work

	Accounting Processing Services 
	Can be delayed until safe to return to work

	Property Management
	Can be delayed until safe to return to work

	Imaging/Mailroom
	Can be delayed until safe to return to work

	Financial Reporting
	Can be delayed until safe to return to work

	Training
	Can be delayed until safe to return to work


5. If applicable, is there a readily available and accurate inventory of supplies on hand? What contracts, arrangements or agreements exist with vendors to continue delivery of goods and services during a pandemic?

Supplies and equipment are available and will be located in the supply room (to include infectious control supplies). We do not rely on vendors to help with our processing. 
6. What alternative methods are in place for business activity, e.g. delivery services or classes?
We can process transactions, security, wires, etc. from home via internet if network access and internet access is working during this time.

Credit card payments to vendors can be phoned in or paid online.  
7. Policies or plans to contact traveling students, faculty, or staff to ascertain their safety and advise them about returning home should be developed. List location of plans here.

Travel is seldom.  However each Director listed will have the travel information if any employee is in travel status.  We have emergency home and cell phone numbers to contact the employee or the family.
VIII. Prioritization of Essential Functions
Consider that a pandemic event has occurred and the decision has been made to close the campus to all but the most critical functions for an unknown period of time.
(Note: Refer to and include all duties and processes identified in Section V)

1. These are the duties and processes we must continue to provide, regardless of the situation, and how we plan to continue them:

Vendor Payments
Performed from home or in a make shift workstation in a closed air building deemed to be safe by physical plant.  Could be delayed by a week or so depending on the needs of physical plant or other emergency related services.  Need to notify System Treasury of large wire payments being processed.
Security

Performed from home.  Can be delayed as stated above.

Approval to access reserves for current funding of activities.  

Perform account overrides under certain circumstances - Performed from home.

Wire Transfers, approving security changes - Performed from home.

Cash Management
This can be delayed until we run out of short term investments that are easily converted to cash.

USAS Payroll Reimbursement – Performed from home.
2. These are the duties and processes that could be delayed for up to one week and the resources we would need to maintain them:

Depending on the need some of the above can be delayed for a week
3. These are the duties and processes that could be delayed for up to one month and the resources we would need to maintain them:
Sales and Receivables   
This can probably be delayed for a month depending on the amount of short and long term investments we can convert to cash to keep the campus operational during this pandemic.  We assume that it will be very minimal and probably will be able to delay this function for the entire time.
4. These are the duties and processes that could be delayed for longer than one month:

Reconciliation/Credit Card processing  Can be delayed until safe to return to work

Departmental Accounting Services 
Can be delayed until safe to return to work

Property Management
Can be delayed until safe to return to work

Imaging/Mailroom
Can be delayed until safe to return to work

External Reporting
Can be delayed until safe to return to work

Training
Can be delayed until safe to return to work
Pandemic Plan:  Property Management

For purchase of inventory items

Scenario: Purchases for TAMU and TAMUG only

If purchasing card is used for purchase:

· Upon receiving item make note of the following information

· Purchasing Card Holder Name

· Asset Information

· Description

· Cost

· Serial Number

· Date of Purchase

· Department

· Location / User

· Mark item “Property of TAMU” before placing in service

· Retain information to forward to Financial Management Operations at future date

Scenario: Purchases for non TAMU or TAMUG entities (ie. City, County, State, TAES, TEES, HSC) 

If purchasing card is used for purchase:

· Upon receiving item make note of the following information

· Purchasing Card Holder Name

· Asset Information

· Description

· Cost

· Serial Number

· Date of Purchase

· Department

· Location / User

· Mark item Property of appropriate owner before placing in service

· Retain information to forward to Financial Management Operations at future date

Pandemic Plan:  Sales & Receivables (SS – Stacie Sodolak, DP – Debbie Phair, LK – Linda Kettler)
Cash Deposits from Cashiers


If University is CLOSED-- TAMU Mail & USPS Running

· Limited Staff working from home-Stacie 

· SS to post to FAMIS from home 

· Deposits taken home by SS if notified of closing prior to leaving office

· Deposits picked up from office or cashiers (if open) by SS 

· If not safe to come to office, No deposits posted until University opens

· SS to contact DP or LK to notify SAGO to do a GLOBAL override of accounts

· High Risk of deficit accounts

If University is CLOSED-- TAMU Mail is not running 

· Limited Staff working from home-Stacie 
· SS to post to FAMIS from home

· Post Deposits received in FMO prior to University closing 

· Deposits in transit to remain at mail services until University  opens—No deposits posted 

· SS to contact DP or LK to notify SAGO to do a GLOBAL override of accounts

· High Risk of deficit accounts

ACH’s & Wires


Banking to send notification via email to SS

· Limited Staff working from home—Stacie Only

· SS to post to FAMIS from home against receivable or direct deposit to account if info provided and Screen 12

· Unidentified payments will not be researched

Banking unable to send notification via email to SS

· No deposits posted until University opens

· SS to contact DP or LK to notify SAGO to do a GLOBAL override of accounts

· High Risk of deficit accounts

Checks received in Mail for Receivables


If University is CLOSED-- TAMU Mail 

· Limited Staff working from home-Stacie Only

· SS to post to FAMIS from home, make deposit, and send to bank

· Checks taken home by SS if notified of closing prior to leaving office

· Deposits  picked up from office by SS 

· If not safe, checks remain at office until University opens.

· Receivable will not be cleared and past due notices will not be sent until University opens

· Notify customers to send payment via ACH.

· FMO does not currently have an email for all customers

· Can we send ACH info via email?

           If University is CLOSED-- TAMU Mail running

· Limited Staff working from home-Stacie Only

· SS to post to FAMIS from home, make deposit, and send to bank

· Checks taken home by SS if notified of closing prior to leaving office

· Checks in transit to remain at mail services until University  opens—No deposits posted 

· Receivable will not be cleared and past due notices will not be sent until University opens

· Notify customers to send payment via ACH.

· FMO does not currently have an email for all customers

· Can we send ACH info via email?

Pandemic Plan:  Accounts Payable:  For purchases that need to be made during Pandemic:  these should all be paid with the P-card.  We need Provost, President and VP’s to identify essential purchasers.  We should consider temporarily dropping all other cards down to $1.00 to prevent renegade purchasing.  We will set up a new corporate account with Citibank and have cards that would have a very high limit.  We will need to get cards for AP essential staff.  Citibank requires all cards to have a limit but it can be $999,999 if needed.   Our line of credit at Citibank may need to be increased which can be done through with a phone call by a p-card administrator.  
Scenario to process vendor invoices with little or no staff on campus:


Option 1:  Vendor will have FTP access to our server to FTP their invoices.  This would create a workflow item.  QC validation, verification and the invoices will be able to be worked from staff’s home.   

Option 2:  Vendor emails invoices to invoices@vpfn.tamu.edu.  This would kick off a manual workflow.  We would have essential employees check this email daily/hourly to process the invoice.  


Option 3 (least desirable):  Fax # (essential employees would have to have a fax at home).  Advertise this on the home page of FMO and TAMU.     

Under all three options, AP will call vendor and provide purchasing card # for payment.  Then at months end will reallocate to the appropriate departmental account.  We need a list of the University’s essential services, essential vendors and essential employees in which we can email or call to gain the approval of paying the invoice.  Email approval will take the place of FAMIS’ routing and approval.  

If the vendor will not accept the purchasing card we will initiate a manual wire or ACH to the vendor.

Need list of contacts for mission critical departments and personnel.  See attached worksheet for FMO mission critical users and responsibilities.
Additional information:  At this time TAMU System does not have a Pandemic Plan.  We confirmed with Sandy Brown on 9/13/07 that System does not have any formal written expectations of us at this time.  

Per Elaine Welch at TAMUS Treasury we can get 100% of our short term investments in one day.  Normally these take 3 to 4 days.  The normal settlement for long term investments is 4 days for stocks and bonds.  Other long term investments such as hedge funds will take longer.  

