Administrative Services Activities Dictionary

This document provides a list and definitions of administrative services activities.  The list is divided into three main groups: Financial Management, Materials Management, and Cyclical/Support functions.  The list is intended to encompass most activities.  However, due to the varied nature of activities in each Cabinet, some agency-specific functions may not be included.  
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Generally, financial management activities include processes related to planning and budgeting, conducting intra-agency transactions, general accounting procedures, accounts payable, accounts receivable/cash receipts, and management reporting and decision support.

The following specific activities have been provided to help you identify employees who are performing administrative services in your agency.  Where applicable, we have provided descriptions and indicated the Division of Accounting (DOA) forms that are associated with each activity.

Activity
Description/Related DOA Forms

1099 Processing


Maintain 1099 reporting info
Includes merging reporting info from non-STARS systems w/STARS info

Agency record verification
Twice annual process of verifying 1099 information with agencies…time consuming because of form mailing volume

Compile/submit reports to IRS


Research IRS regulations


Handle vendor/IRS inquiries


Activity
Description/Related DOA Forms

Accounting
The majority of these functions are performed centrally. The Transportation Cabinet is one notable exception to this trend.

Research acct. principles


Prepare accounting entries
Daily data entry. Either batch, interfaces, direct input, or document processing

General Ledger data input
Can also include balancing of the General Ledger. This activity is generally concerned with producing transaction/data summaries. 

Develop acct./fincl. systems
DOA-14; Performed in conjunction with programmers- can be either systems of accounts or automated systems

Maintain charts of accounts
Can relate to the on-line update process. Personnel both at the agency and central levels perform this "table maintenance" on PC.

Maintain financial system reference tables


Develop policy/procedure manuals
Primarily a management activity.

Train end users
Can involve training of field/agency employees when a process is changed centrally.

Enforce GAAP/statute compliance


Develop/maintain business forms
Many agencies have internal accounting forms which they must both update and reconcile with forms required centrally.

Payroll Processing
DOA-27 ONLY; Specifically, one-time payments on manual vouchers. For example, crediting an employee for unused vacation time if he/she leaves state government.

Pre-Audit Processing
DOA-59, 60

ProCard Processing
DOA-65 ONLY

Supervise clerical/professional staff


Analyze proposed business policies


Handle internal inquiries
Support the questions/needs of mgmt, legal staff, programmers, and end users

Handle external inquiries
Includes auditors, grantors, media, Finance, vendors, customers

Accounts Receivable
DOA-2; Very few agencies perform receivable tracking functions in a decentralized fashion.

Develop/maintain tracking systems 
Can be either agency or mainframe applications. For example, The Student Loan Group's mgmt team has developed a particularly innovative and effective tracking system.

Develop/maintain policies/procedures


Enter Data (Sales/Transaction)


Print/Distribute billing statements


Age outstanding receivables


Print/distribute delinquent notices


Activity
Description/Related DOA Forms

Accounts Receivable (cont)


Respond to customer inquiries


Print/distribute re-bill requests


Recommend adjustments/write-offs


Asset/Liability Management Processing 
These activities related to the recently formed Asset/Liability Commission.

Coordinate asset assignment
Administrative role that involves assigning a capital asset to a person, room, office, etc.

Monitor/track fixed asset repair costs
Involves some data entry.

Develop/apply depreciation methodology


Record/maintain asset insurance info


Coordinate maintenance/repair activity


Support equipment/supply purchasing
Can involve analysis and/or work directly with Purchasing dept. to identify fixed asset and operational supply needs

Maintain fixed asset tracking system
Can be agency or mainframe application

Periodic inventory of fixed assets


Develop/apply cost recovery methodology
This relates specifically to fixed assets. This activity is very important for agencies like DIS and Human Resources, who must recover federal costs on certain grants.

Coordinate cost recovery billings
For capitalized leases.

Update fixed asset systems for acquisitions


Complete fixed asset 'shell' record 
This is produced by STARS and submit to Finance

Assign tag number, assigned location and individual


Manage asset 'swaps' for component replacements
This is done under manufacturer warranties

Surplus Property


Track manufacturer warranties and maintenance agreements


Reconcile agency asset systems with STARS 
This is done for acquisitions and disposals

Coordinate disposal of fixed assets
(e.g., sale, junk, transfers, cannibalize)

Create statutory, regulatory and policy statements 
Do this for fixed asset management

Coordinate financial reporting with GASB and GAAP 


Cash Receipts/Management


Develop/maintain policies/procedures


Sort/open incoming mail


Prioritize work remittances for processing


Match payment with remittance


Activity
Description/Related DOA Forms

Cash Receipts/Management (cont)


Catalog/Number remittance and receipt


Endorse remittance checks


Update customer/taxpayer records 


Fund transfer (local to central)
Processing of funds from local bank to central repository (conducted by field office)

Determine proper accounting distribution
The process of determining and then allocating the correct distribution of funds from certain taxes ( I.e. coal severance)

Prepare and route deposit
Either to Treasury (Frankfort) or local banks

Track/Reconcile deposits-in-transit


Process NSF checks


Cost Allocation


Develop/maintain methodologies


Develop/maintain support systems 
Either agency or mainframe applications

Review cost allocation reports


Handle auditor compliance/inquiries
State and/or federal

Debt Recording and Servicing Activities


Record debt


Service debt


Refinance debt


Retire debt


Account for re-investment of bond monies


Account for expenditures using debt money


IRS arbitrage reporting


Encumbrance/Obligation Processing (post awards processes)
DOA-56; These are also referred to as "Contract Documents". 

Record/Input encumbrance/obligation transaction


File contract/MOA


Monitor vendor invoices
To ensure contract compliance and verify contract balance

Resolve discrepancies with vendor


Initiate change-order requests
Includes filing a "Change Order" form. Usually occurs during end-of-year- reconciliation of books.

Originate payable transactions


Liquidate unexpended encumbrance funds
Performed at contract end. Includes PC data entry/maintenance/updating.

Activity
Description/Related DOA Forms

Error Correction Processing (STARS)


Review/resolve suspended transactions
Note: Some agencies allow on-line corrections. Includes the daily activity of correcting any transactions that STARS places in a Suspend file. 

Coordinate changes with Finance
For agencies who opt to have a central liaison make the changes for them. Involves telephone and/or electronic communication.

Grant and Project Management
Federal Grants, Transportation Projects, Capital Projects.  DOA-5, 24, 25, 25A, 37, 40A, 40B, 43, 44.

Grants/Federal Draws


Transaction Input/Data Entry
The daily activity of entering new data/ updating existing data on the agency or mainframe computer system.

Maintain reference tables


Enforce grant provision compliance


Create/distribute grant reports 
Includes those agencies that use central report version and those who also use a custom version.

Develop CMIA compliance criteria
This process involves gaining US Treasury approval and creating an annual agreement

Develop/maintain program logic
To ensure/support compliant cash draws from federal agencies

Perform annual CMIA compliance analysis
Process performed in conjunction with fed government to determine, at year's end, if any money is owed by either party.

Create federal schedules of activity
To support annual federal compliance audit. This is also known as "the single statewide audit".

Assist auditor during review


Respond to audit inquiries


Imprest Cash
DOA-13, 16, 17, 18, 46, 47, 57

Invoice receipt/validation
Match invoice to agency records to capture vendor, payment amount, and receipt of good/service 

Prepare forms/Assemble voucher


Route to imprest clerk/custodian


Perform payment pre-audit
Mgmt activity to review/approve payment request

Create file for STARS upload


Reconcile bank account


Control check stock
Any activity related to ensuring that all checks are accounted for by number and dollar amount. Also to ensure no checks are missing.

Enforce appropriate internal use of fund
Assist programmers/mgmt with imprest cash policies/procedures

Internal/External Billing
DOA-7 (Inter-account bill)

Create IA Billing


Aprove billing (both agencies)


Enter/Track IA transactions


Activity
Description/Related DOA Forms

Intra-Government Transactions
DOA-7, 8, 9, 66

Investment Income Apportionment


Investments/Loans
DOA-20; In general, the daily management of excess cash. Conducted primarily by Finance, Treasury, Kentucky Retirement Systems, and Teachers Retirement System

Investment data entry/tracking
Recording of investment sale/purchase and changes. There are specific forms related to this activity.

Calculate/Distribute interest earnings


Recommend Investment Purchase/Sale
A mgmt activity centrally.

Journal Vouchers
DOA-1, 1B ; All JV transactions are ultimately routed centrally.

Verify JV transactions (other agencies)


Process/Input JV corrections
Some arrive electronically; others in hard copy.

Management Budgets (Budget Execution)
Allotment and Appropriations (DOA-3, 4).  Planning (DOA-49, 49A).

Track budget use vs. actual
Data entry performed at both the agency and GOPM.

Recommend account chart changes


Research related to budget


Monitor/Analyze budget
Mgmt. Activity at all levels: office, division, dept., cabinet, and statewide

Prepare/justify budget modification requests
Once the request is drafted, it is sent from the agency to GOPM for authorization and then to LRC for final approval

Management/Financial Reporting


Develop and maintain reports
Includes the process of compiling actual data in PC applications.

Train users on report use


Process open-records requests


Prepare custom reports for mgmt


Payments (central issued checks)
Travel, Vendor, Services, Grants.  DOA-19, 28, 28A, 29, 30, 31, 34, 35, 40, 48, 48A, 51, 52.

Receive/Validate Invoices


Determine proper acct. distribution


Prepare forms/assemble voucher


Transaction Data Input (STARS/KAPS)


Route for approvals


Perform central pre-audit review


Respond to inquiries (vendor/auditor)


Issue Warrants
Ensure formal authorization for Treasury to issue checks.

Write/Distribute Checks


Activity
Description/Related DOA Forms

Records Retention/Archival


Develop/maintain policies/procedures


Develop transaction numbering procedures
Linkage of automated transaction with hard copy support

File voucher records


Control record access


Microfilm records


Archive records


Coordinate record destruction


Refund Processing
DOA-26, 26A; Primarily associated with the Revenue Cabinet. If, for example, sales tax is received erroneously, a refund is identified, a document processed, and a refund check mailed. 

Request for Approval of Bank Account
DOA-54; Any activity (data entry or mgmt) related to temporary (less than one month) deposits in local banks (outside Franklin County). 

Revenue Estimating


Analyze quarterly DRI data
Any activity associated with OFMEA's receipt of national economic data and its use for Kentucky revenue projections/schedules.

For budget projections


For agency use only


STARS 


Reconcile agency data to STARS data
The task of making sure STARS reports are balanced with central and agency reports.

Security-Access Request
DOA-64

Authorize system clearance level
Tasks related to deciding what level of access a particular employee should have to electronic information( View, Update, or Input).

Adjust system for clearance level
Any manual/electronic changes needed to allow end users the capabilities granted heretofore by mgmt.

Straight Disbursements
Payments which do not need a purchase order or to go through approval process (e.g., payment to counties of their portion of certain taxes that have been collected). DOA-19, 19R.

Vendor Offset/Intercept
DOA-67; Joint-agency activity that allows revenue collecting agencies to "latch" on to vendor payments. For example, when a vendor hasn't paid taxes. 

Create list of delinquent vendors


Coordinate joint collection effort
Any activity related to assisting agencies with revenue collection via "latching". Most applicable to Revenue Cabinet, Families and Children, and Employment Services.

Activity
Description/Related DOA Forms

Vendor Processing
File Maintenance (DOA-58).  Electronic Funds Transfer (EFT) Requests (DOA-63).

Establish vendor file
Activities related to  the opening of a vendor file including inputing vendor name, address, etc.

Vendor Table Maintenance-Agency Level


Obtain vendor master information


Data Entry- Vendor Records


Vendor Table Maintenance-Central


Control vendor record editing


Create pre-note for ACH verification


Wire Transfer Warrant
DOA-36A, 62

Print/Distribute report to Treasury


Related approvals


Agency's Program Management


Develop/maintain agency program support systems


Reconcile support systems to STARS 


Develop/maintain system's produced reports


Handle internal/external inquiries


Payroll


Develop/maintain time & attendance procedures & policies


Maintain labor distribution systems


Handle internal/external inquiries


Coordinate W-2 reporting


Coordinate garnishment and non-voluntary withholding


Distribute employee payroll checks/EFT stubs


Coordinate voluntary withholdings
Refers to employee, payroll systems and third party recipients (e.g., credit union, insurance companies, cafeteria plans, etc.)

Report employee time and attendance
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Generally, material management activities include processes related to planning, vendor management, ordering, receiving, inventory, disposal, personal services contracts and Pro-Card.  

The following specific activities have been provided to help you identify employees who are performing administrative services in your agency.  Where applicable, we have provided descriptions and indicated the Division of Accounting (DOA) forms that are associated with each activity.

Activity
Description/Related DOA Forms

Create Purchase Requisition
DOA-32

Determine items and specs


Create requisition header (KAPS)


Enter appropriate data
Commodity codes, estimated cost per item, specs, terms and conditions,etc.

Post for approval (KAPS)


Bid Tab


Enter data (each bid response)
Activity related to Screen 2320. This process includes entering the invitation or requisition #, delivery date, vendor ID, unit cost per item, and also entering note regarding any discrepancies

Batch entire job
Includes printing of above data and including with bid package and requisition.

Bid 


Create/Route requisition
Can either be forwarded by agency to Finance/Purchasing or can be created by DOP buyer

Review/Approve requisition
Mgmt activity typically performed by Assistant Directorr. Includes forwarding of requisition to appropriate buyer.

"Clean up" requisition
Performed by buyer on KAPS. This step may require text processing.

Link requisition to IT screen
The buyer's responsibility: intitating the link from KAPS to IT.

Determine bid method
Price contract or single purchase.

Create Invitation for Bid
Screen 2311

Activity
Description/Related DOA Forms

Bid (cont)


Perform due diligence
Any activity related to deciding whether bid will be advertised, whether EEO procedure applies, and/or whether Contract Compliance review is necessary (over $250K)

Enter requisitions associated with bid


Select vendors
Includes both incumbent vendors and agency's sugested vendors

Print label sets
This activity includes printing both lable sets and saving electronically.

Select terms & conditions
Chosen from standard terms

Compile /Post invitation (KAPS)
Ensuring that requisition is attached to t&c, labels, and data sheet.

Prepare invitation format
Usually done by bid tech.

Deliver hardcopy to buyer
Usually done by bid tech.

Copy/Mail bid
Coordinated by file room- to include attachments.

Post bid
Post the bid to Internet from KAPS

Conduct pre-bid conference
If necessary, conducted and planned prior to bid opening.

Prepare bid addenda
Intermediate step, if conference or vendor inquiries dictate immediate changes.

Record price quotes in KAPS
Done by bid tech after bid opening

Read bid publicly


Contract Award


Evaluate bids
Note: Alternate bids need to be approved.

Determine best value bidder


Determine eligibility of vendor


Select winning bid(s)
By commodity, vendor, subtotal

Create PO/contract


Complete bid recap sheet
Document reasons for award and, in case of price contract, add terms and conditions.

Print/Review/Authorize (Buyer) 


Review/Authorize (Supervisor)
Sign hardcopy

Distribute/Log Award
Usually done by bid tech.

Track and resolve protests


Contract Administration


Develop vendor/customer orientation 


Conduct vendor/customer orientation


Maintain list of PCTs on web


Monitor vendor service level
For example, verifying that catalogs/price lists are sent by vendor to appropriate agencies.

Activity
Description/Related DOA Forms

Contract Administration (cont)


Resolve complaints
Can involve meetings, follow-up phone calls, and/or written correespondence

Edit contract
DOA-41

Request/Review vendor reports


Conduct agency/vendor surveys


Renew if appropriate
DOP Renewal form

Bid List- Vendor Additions


Assess vendor Internet capabilities


Direct vendor to DOP Webpage
Also provide KAPS technical staff info/ contact point(s).

Verify vendor's federal ID#


Enter information into STARS
Form: Vendor Maintenance File Update

Inventory Additions (Non-Fixed Asset)


Review minor object code expenses
Process of determining applicable inventory items.

Compile STARS inventory info
In-depth process (using payment document/invoice) to find detailed info: Date of Purchase, Tag#, Reporting Level, Commodity Code, Vendor#,etc.

Enter data
Entering of above info into STARS non-Fixed Asset Table.

Inventory (non-fixed asset) 


Maintain office inventory records 
(e.g., office furniture, personal computers, etc.)

Work with inventory officer during physical counts


Perform physical counts


Develop and maintain agency inventory tracking systems 
(mainframe, PC based and manual records)

Record purchases, issues, transfers and adjustments


Develop costing methodologies


Calculate cost of goods sold (proprietary funds)


Coordinate reporting of inventory balances 
as needed for financial reporting requirements 

Change Order
DOA-41

Review renewal documentation
Can be vendor request and/or agency request. Contract Renewal form.

Request additional info/justification


Post change order in KAPS
Can be done centrally by buyer/technician, or entered and forwarded by agency.

Activity
Description/Related DOA Forms

Change Order (cont)


Buyer Authorization
Process: buyer signs hardcopy and authorizes electronically in KAPS mailbox

Supervisor Authorization
Supervisor reviews, then signs hardcopy

Forward advices to STARS
KAPS staff: activities of changing encumbrances, obligations, account codes, and unit prices

Copy/Distribute all advices
Usually done by technician.

Mail change order
File Room Clerk.

Forms Requisition
DOA-22 (Forms Requisition), DOA-8 (Quick Copy Center Transmittal), DOA-9 (Order for Printing). Note: Some forms are candidates for statewide forms website.

Fill out forms requisition
Includes establishing accounting info, order date, delivery date required, etc.

Fax/Mail to Finance Printing


Print form
Can either be at the Docutech in some major office buildings or for UPS or Printing to deliver. 

Order from Catalog
Core items are all in KAPS

Complete order form


Fax or Call order to vendor


Verify order receipt
Form: "Confirmation of Phone Order"

Enter receiving data
Also check delivery to bill of landing

Match invoice w/order/receipt


Procard Payment Processing


Download daily files
The daily responsibility of the ProCard Administrator using Hyperterminal, ProComm, etc.

Import files to PVS database
This activity also includes time spent contacting the ProCard PVS help desk if the Exceptions Log shows warn level 1 or 2.

Reconcile receipts to actuals


Resolve disputed transactions 
In an instance in which the merchant and ProCard Administrator cannot resolve simply, the bank is contacted and a dispute form filed.

Create Settlement report
This step derives the total dollar amount to be transferred to STARS

Map pay cycle transactions
Using the Mapper screen.

Transfer mapped file to STARS
Using WS FTP or TSO-based file transfer software.

Complete Dataset Input Request form
 This activity includes both completing the STARS-based form and faxing it to the Division of Accounts.

Activity
Description/Related DOA Forms

Procard Payment Processing (cont)


Identify/Correct Errors
Includes, when critical errors are involved, contact with agency Fiscal Officer

Print/Release pay document
DOA-65 (Procurement Card pay doc.)                 DOA-30 (Multiple Cost Dist. Form)

Process/Mail original doc.
Stamping, signing, and mailing to Finance/Accounts

Set-up Procard Administrator Site


Conduct agency overview
Basic overview of Procard process and associated benefits

Complete/Mail First Chicago forms
This includes the signing and mailing of:          Purchasing Card Company Record Form          Reporting Hierarchy Worksheet                           Authorized Signer(s) Form                                     Cardholder Application Form   

Complete Office of Controller forms
Agency Agreement Form                              Cardholder Agreement form

Evaluate hardware/technical reqmts.
Procard Technical Info Form- typically filed by the agency's IT unit

Acquire needed hardware/software
DIS Form F180

File STARS access request
DOA-64

Conduct cardholder training
Usually conducted by Agency Program Administrator.

Install software


Train administrator and backup


Complete Help Desk survey
Completing the "Procurement Card Follow Up Questions" survey.

Trade-In Surplus Item
B217-2 Declared Surplus Form,  vendor quote/allowance for trade-in, correspondence, internal cabinet transfer documents

Identify trade-in opportunity


Coordinate surplus property removal
In conjunction with the Purchasing Officer and the vendor

Update inventory & file records


Intra-Cabinet Surplus Transfer
Inter-office forms/paperwork.

Identify potential users


Coordinate surplus property move


Trash Surplus Item
B217-2, and hazardous waste handling documentation, if necessary

Contact Hazardous Waste branch
Necessary with lead acid batteries, used tires, EPA regulated chemicals, etc.

Update records


Activity
Description/Related DOA Forms

Transfer Item to New Agency
B217-2, B217-3

Negotiate transfer terms
These include price, date of transfer, delivery nuances, etc.

Conduct actual transfer


Update records


Transfer Item to Local Gvmt.
B217-2, B217-42A Direct Transfer, Pay-In-Voucher and Closeout forms

Negotiate transfer terms


Conduct actual transfer


Update records


Transfer Item to Non-profit Org.
IRS 501 c3 form, Donee card, B217-2, B217-42A Direct Transfer, Pay-In-Voucher and Closeout forms

Determine eligibility


Negotiate transfer terms


Conduct actual transfer


Update records


Sealed Bid
B217-2 Declared Surplus Form, Surplus Property Bid Form, Revenue Cabinet Form 51A102, Sales Use Tax Return and Revenue Journal Voucher Form 21A502, Journal Voucher DOA-1, and Pay-In-Voucher Form

Determine items to be sold


Create/Coordinate advertising


Mail bid forms/materials


Receive bid forms/deposits
This activity includes all planning and processing associated with tracking and holding all deposits safely.

Select winning bid(s)


Return deposits to losing bidders


Report sales tax to Revenue Cabinet
Several forms.

Complete B-217-2
If delegated authority, send to authorized agent within the cabinet.  If agency does not have delegated authority, route to Finance for approval.

Update internal inventory records


Public Auction
B217-2 Declared Surplus Form, Terms & Conditions of Sale, auction tickets, register receipts, Sales Tax Journal Voucher Form 21A502, Pay-In-Voucher Form

Identify items for sale


Negotiate contract w/auctioneer


Create/Coordinate advertising


Activity
Description/Related DOA Forms

Public Auction (cont)


Mark sale items or lots


Register bidders


Conduct auction


Document proceeds/sales taxes


Prepare Pay-In-Voucher
To deposit monies in State Treasury.

Prepare post-audit records


Complete B-217-2
If delegated authority, send to authorized agent within the cabinet.  If agency does not have delegated authority, route to Finance for approval.

Update internal inventory records


Requisition a Surplus Item


Agency identifies need


Purchase item with donee card
Activity carried out at Surplus Property branch.

Tag item if necessary


Enter invoice info
Usually entered by an accountant into Peachtree Accounting software.

Mail monthly statements
For all outstanding invoices.

Update internal and external inventory records


[image: image3.wmf]Cyclical or Support Activities

Cyclical activities are those activities that occur only during certain periods of the year or at a set frequency throughout each year.  Examples of cyclical activities include budget preparation, CAFR and year-end closing of accounts.  Support activities are those activities that are related to providing systems and computer support to an agency.  Examples of support activities include network operations and computer hardware/software maintenance.

The following specific activities have been provided to help you identify employees who are performing administrative services in your agency.  Where applicable, we have provided descriptions and indicated the Division of Accounting (DOA) forms that are associated with each activity.

Activity
Description/Related DOA Forms

Biennial Budget Request Preparation


Prepare new template
Based on changes dictated by new budget instructions. This includes revision of both macros and workbooks.

Develop training and materials


Compile agency history data
Some are also categorized by dept and division #

Check history data to CAFR


Data collection and assimilation


Prepare salary/benefit budget request


Prepare programmatic budget request


Prepare justification detail
Includes necessary supporting documentation

Respond to budget request inquiries 


Attend justification meetings


Annual Budget Request
Planning (DOA-49, 49A).

Determine mgmt budget amount
Activity of comparing enacted budgets to original budget requests.

Re-key budgets to desired levels
Completed in revised templates

Upload to STARS
Note: Some agenies type on DOA forms to be rekeyed into STARS.

Allocate enacted appropriations
To allotment, quarterly, major object and management budget levels as appropriate within the fund/agency 

Prepare allotment forms
Allotment and Appropriations (DOA-3, 4).

Activity
Description/Related DOA Forms

Annual Budget Request (cont)


Prepare appropriations/capital project requests


Annual Financial Reporting
Closing package to support CAFR (Comprehensive Annual Financial Reporting); other year-end activities.

Report capitalized leases


Identify accruals


Perform physical inventory


Research inventory discrepancies


Fixed Asset reporting/reconciliation
Conduct in conjunction with Finance Cabinet

Develop audit confirmation reports
Activities related to providing supporting info to gvmt bodies that require private annual audits (universities, horse parks, lottery,etc.)

Develop notes to fincl. statements


Compile fincl. Statements (GASB)


Compile fincl. Statements (for mgmt.)
Any supplementary reports (ie. cash basis) created independent of GAAP stipulations

Analyze actuarial liability projections


Year End Close


Close out system


Create new accounting codes


Roll over lasting encumberances


Establish new accounts chart


Prepare revised instructions


Support and Maintenance Activities


Security maintenance


Interface maintenance


System reconciliation


Data table maintenance


Report maintenance


Maintenance staff administrative functions
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� Material excerpted from 8/98 Organizational Design Training.
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