Financial Affairs Collaboration Team (FACT)
August 5, 2015
Minutes

	
Present: 
Aguirre, Alejandre, Calderon, Chester, Contreras, Fuller, Guzman, Hansen, Henderson, Kelley, Kuenz, Lindsey, Prado, Salge, Smith, Valencia, Watkins

Absent: 
Anderson, Contreras, DeLeon, Escamilla, Farre, Henderson, Iannolo, Lewis, Maculsay

Announcement
Michelle Salge, AA/S for Undergraduate Studies, was introduced and welcomed to the group. 

Guest
	Alex Cassadas (Human Resources) – Background Check Policy
Mr. Cassadas presented to the group information regarding the new background check policy. See Appendix A. 

Mr. Cassadas shared that students are required to apply for on campus positions through Career Launch.

Mr. Cassadas also mentioned that if a current employee is looking for another job on campus and is subjected to a background check and does not pass it can have adverse effects on current position. 

The group was encouraged to share this information with their departments. There will be informational sessions about this new policy held on August 11th and 13th.  

General
1. Updated CSU Student Fee Policy (EO 1102) – New fee category and other useful information. Available at: www.calstate.edu/eo/EO-1102.html
The group was encouraged to visit the website to review the new policy. 
2. Concur Travel Approvers
Ms. Kuenz shared the new and forthcoming Concur travel implementation. Ms. Kuenz is requesting that the group update the Reports To/Travel Approver spreadsheet available in udocs.csusb.edu by August 31. Ms. Kuenz explained the purpose of correct travel approver information and will send the group a follow-up email with further instructions regarding this request.

Accounting
1. Trust Funds annual review
Ms. Lindsey shared that trust funds without activity in 12 months may be closed. Remaining funds can be transferred to the central campus fund. This process will be implemented and those affected will be notified. 
2. Online forms – required information and why it’s needed
Ms. Lindsey reminded the group about requests for chargebacks and transfer of expenses which include email fields for requestor and person or department being charged. Often these requests are received with the same email address in both fields. The group was reminded that the person or department associated with the chartfield needs to be notified and to ensure that upon submission these fields are correctly entered.  
3. ADDED ITEM NOT DISCUSSED – Miscellaneous Revenue Account # Change
Reminder for miscellaneous revenue transactions. See Appendix B. 

Auxiliary Financial Services


Budget
1. 14/15 Rollover
Posted at division level. Division analysts will distribute to depts. 
2. 15/16 Baseline
Posted yesterday and at the department level; Colleges were posted at the Dean’s level. 
3. Budget Transfers – New Email: budgettransfers@csusb.edu
Ms. Chester requested that the group refer to the email regarding accepting budget transfers as the upload site will no longer be used (see Appendix C). The same template can be emailed at budgettransfers@csusb.edu, but the Budget Office is only accepting transfers from division/college analysts. If there is someone designated to submit transfers other than the division/college analyst please notify the Budget Office. Intra-department transfers are being accepted up until August 31st and will be available again in January. Inter-department transfers will be accepted year round.
4. 15/16 Compensation Increases
Units have been paid out, except for units 3 & 6 which are pending. MPP/Confidentials are expected to pay out in August. 
5. Recruitment for Principal Cost Allocation and Policy Analyst (AA/S III)
[bookmark: _GoBack]The new Principal Cost Allocation and Policy Analyst position has posted. 

Support Services
1. Transition from OfficeMax to Staples
Ms. Hansen shared that the contract with OfficeMax has ended after 10 years and Staples won the bid. OfficeMax business with CSUSB is ending as of October 6th. The campus will be receiving information via campus email about the important deadlines, training, and webinars. 
2. Furniture Committee
Representative have been secured for the Furniture Committee and will be meeting within the next couple of weeks. Ms. Hansen will speak with Monir about having 1-2 representatives from Administration and Finance.

Open items
Inquiry about Unit 11 increases for employees who will not be active until Fall. Those increases were not posted. Ms. Chester will look into it and apply campus wide for Unit 11. 

Inquiry about SSI Funds for FY 15/16. The SSIAC made a recommendation and presented to SSIEC; we are waiting for the approval/changes. The Budget Office is using Chancellor’s Office targets not actuals for SSI. There may be a call for proposals in January for upcoming FY. 

Next meeting: October 7, 2015 at 9:00am
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Affected Employees

®» All new hires

®» Current employees in positions for which background
checks are required by law

Current employees under voluntary consideration for
sensifive positions for which background checks are
required

Student workers in positions that require background
checks

Volunteers, consultants, and employees of auxiliaries,
outside entities, and independent confractors in
positions that require background checks

Policy Requirements

= Current employees are required to undergo background
checks if under voluntary consideration for a position in
which a background check is required by law or for a
sensitive position (with limited exceptions).

= Example: Confidential Employees

Student workers and volunteers are required to have
background checks if they perform duties that would
require the checks if performed by CSU employees.

= Example: Student Employees that have access to FERPA
protected materials

Independent contractors, consultants, and auxiliaries that
operate under the CSU name or on CSU property are
responsible for ensuring that their employees have had
background checks if they perform duties that would
require the checks if performed by CSU employees.
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Minimum Background
Check

®» Employment verification for the previous 10 years.

» Education verification of all educational requirements
as appropriate to the position.

Reference check of at least three references. Current
employer only if the applicant consents or if an offer is
made on such condition.

Criminal background check — this is not the same as
fingerprinting (LiveScan).

What can you do to
expedite the processe

®» Check references. Itis best for the hiring manager o
speak directly with the references. Ideally, you should
speak with the current and past supervisors.

®» Keep in mind we do need authorization.

= Current supervisor only if the candidate is a finalist and is
aware of our intention.

Check employment history.

Inform HR of the potential candidate as soon as you
know.
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Sensitive Positions

®» Campus determines sensitive position based on
criteria listed by Chancellors Office (CO).

» CO's Definition: “A position designated by the CSU as
requiring heightened scrutiny of individuals holding said
position, based on potential for harm fo children,
concerns for the safety and security of people, animals,
or property, or heightened risk of financial loss to the CSU
or individuals in the university community” — HR 2015-08

» Based on duties of the position.

®» The Human Resources department is required to
inform candidates that the position will have access to
sensitive data.

Communication with
applicants

» All advertisements, notices, and postings for positions
that require background check must also state:

"A background check (including a criminal records check)
must be completed satisfactorily before any candidate can
be offered a position with the CSU. Failure to satisfactorily
complete the background check may affect the application
status of applicants or continued employment of current CSU
employees who apply for the position.”
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Guidelines for Interpreting
Criminal Records

» Wil not consider a conviction that occurred more than
seven (/) years before the assessment.

= May only consider felony and misdemeanor convictions,
active arrests or ending criminal cases.

Notice needs to be provided to candidate before
making final decision.

There is an appeal process if the criminal record is utilized
to make an adverse action regarding employment
decision. Has five (5) business days to request, in writing,
clarification or further review of decision.

The campus decision maker must wait five (5) business
days after notice is given and consider applicant’s
appeal before making a final decision.

Pre-Appointment Completion of
Criminal Records Check

= The criminal records check will be initiated and
completed before offering an individual a position.

= Special Circumstance: If circumstances require that an
offer be made before the completion of the criminal
records check, the offer must be in writing, state that it is
contingent upon the successful completion of a criminal
records check, and that the offer may be rescinded if
the records check revedls disqualifying information
and/or it is discovered that the candidate knowingly
withheld or falsified information.

» The candidate, including one who is a current
employee, may not start work in the new position until
the results of the criminal records check are received
and reviewed.

8/10/2015
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Anfticipated Workload

®» 1587 new employees hired last year

= (staff, faculty, adjunct and student employees)

» Accurate Background will conduct all components of
the background check.

» Verify Employment History and Reference Checks
» Verify Educational Records

®» Conducts a criminal Records Check

®» Conducts I-9 and E-Verify, if necessary.

» Fingerprinting (AKA: LiveScan) is a separate process
and is still required for designated positions.

ACCURATE ()

What to do during the Accurate
Background transition

Work with your designated HR Manager.
» [iveScan

Call References

Search for Sex Offender Database

®» nhitp://www.meganslaw.ca.gov/

= WWW.NSOPT.goV

» www.foi.gov/scams-safety/registry

Conftact past employers
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What can you do to
expedite the processe

» Check references. Itis best for the hiring manager to
speak directly with the references. Ideally, you should
speak with the current and past supervisors.

®» Keep in mind we do need authorization.

= Current supervisor only if the candidate is a finalist and is
aware of our intention.

Check employment history.

Inform HR of the potential candidate as soon as you
know.

= Happy to answer any questions not already answered.

8/10/2015
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For general questions:

» Staff and MPP: Please contact your designated HR
manager.

= HR Office Number: 909-537-5138

= Faculty: Contact Academic Personnel
= AP Office Number: 909-537-5029

» Student Staff: Janeth Chaidez-Mejia
= Student Employment Office Phone: 909-537-5225

» Email: chaidezj@csusb.edu
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From: Davina Lindsey

To: Dena Chester; Alexander Maculsay; Anabel Escamilla; Beth Stanton; Cheryl Calderon; Crystal Henderson; Deletta
Anderson; Gabriela Guzman-Trejo; Iwona-Maria Contreras; Jacqueline Kuenz; Jenna Aguirre; Jessica Watkins;
Kathtyn Hansen; Lee De Ledn; Lisa Jannolo; Matias Farre; Michelle Fuller; Miva Lewis; Monica Alejandre; Neena
Prado; Renee Smith; Shannon Kelley; Tina Valencia

Cc: Claudia Campos

Subject: FW: Miscellaneous Revenue Account # Change
Date: Tuesday, August 04, 2015 5:25:32 PM
Importance: High

Hello FACT Group,

| am re-sending the email below, as there still seems to be activity attempting to be processed
using the old miscellaneous revenue account numbers, including departmental deposits at
Bursar. Please be sure to pass this information along to any department staff that need to be

made aware of this change.
Thank you--Davina

From: Davina Lindsey

Sent: Tuesday, June 30, 2015 4:35 PM

To: CMS_CFS; cmsinfo

Cc: cmsinfo; CMS_CFS

Subject: Miscellaneous Revenue Account # Change
Importance: High

Hello All,

Currently there are multiple accounts used across campus for miscellaneous revenue received. Part
of our on-going efforts to improve financial data integrity include cleaning up the Chart of Accounts
to reduce duplication, and working toward more consistent recording of transactions. As previously
requested, changes being made will take place at the beginning of the fiscal year to avoid the need
to transfer account balances. Beginning Fiscal Year 15/16 consolidation will take place to 1 account
for miscellaneous revenue transactions.

The description for Account 580090 will be updated to — Miscellaneous Revenue Other.

Effective July 1, 2015 please begin using account in place of the accounts shown
below when appropriate.

The account numbers shown below will be inactivated as of 7/1/15.

580811 OthFinSrc-Miscellaneous

580814 OthFinSrc-Revenues-Other

580832 OthFinSrc-MiscRev

580841 OthFinSrc-Revenue-Others

580837 OthFinSrc-CEL Misc Revenue

Contact me if there are any questions regarding this change.

Thank you,
Davina Lindsey x73153
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From: Cms cfs on behalf of Dena Chester

To: CMS CFS; amsinfo

Subject: [Cms_cfs] Submission of Department Budget Transfers
Date: Tuesday, August 04, 2015 10:54:42 AM
Attachments: ATTO0001.txt

Department Budget Representatives,

As mentioned in a previous email sent on July 21, 2015, the Budget Office has implemented a new
procedure for submitting department budget transfers. Below are two key changes to the
procedure. To view the entire procedure and instructions, please visit our web site at

- Department representatives must submit transfers to their main division/college analyst. The
division/college analyst will review the transfer and forward to the Budget Office for processing.
- Intra-department transfers (within the same department) will only be accepted twice ayear.
For 15/16, intra-department transfers will be accepted during the months of August and
January.

If you have any questions regarding completing or submitting budget transfers, please contact the
Budget Office at ext. 75134.

Thank you,
Dena

Dena Chester

University Budget Officer

California State University, San Bernardino
909-537-3136




