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2017-2018 Assessment Cycle VPAF_Administrative Services 

Mission (due 12/4/17) 
University Mission 
 
The University of Louisiana at Lafayette offers an exceptional education informed by diverse worldviews 
grounded in tradition, heritage, and culture. We develop leaders and innovators who advance knowledge, 
cultivate aesthetic sensibility, and improve the human condition. 
 
University Values 
 
We strive to create a community of leaders and innovators in an environment that fosters a desire to advance 
and disseminate knowledge. We support the mission of the university by actualizing our core values of equity, 
integrity, intellectual curiosity, creativity, tradition, transparency, respect, collaboration, pluralism, and 
sustainability. 
 
University Vision 
 
We strive to be included in the top 25% of our peer institutions by 2020, improving our national and international 
status and recognition. 
 
College / VP and Program / Department Mission 
 
Mission of College or VP-area 
Provide the mission for the College or VP-area in the space provided. If none is available, write "None Available in 2017-
2018." 
We provide high-quality, cost-effective services in support of the research, education, and service missions of the 
University of Louisiana at Lafayette. 
 
The Division is responsible for the University’s physical environment and business operations that contribute to providing 
exceptional experiences for our students, faculty, staff, and visitors. 
 
Mission of Program / Department 
Provide the program / department mission in the space provided. The mission statement should concisely define the 
purpose, functions, and key constituents. If none is available, write "None Available in 2017-2018." 
To provide the supportive services that are necessary for the achievement of the University’s mission in an efficient way. 
 
Attachment (optional) 
Upload any documents which support the program / department assessment process. 
 
 

Assessment Plan (due 12/4/17) 
Assessment Plan (Goals / Objectives, Assessment Measures and Criteria for Success) 
 
Assessment List 

Goal/Objective Monitor the number and type of check stop payments to vendors to ensure accounts payable 
specialist are creating accurate invoices. 

Legends OO - Outcome/Objective (administrative units);  
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Standards/Outcomes  
 
 

Assessment 
Measures 

 
 

Assessment 
Measure 

Criterion Attachments 

Indirect - 
Benchmarking 

A Cognos report will be created and produced on a 
monthly basis by the accounts payable supervisor which 
will list all checks that have been voided and reissued for 
the month. The supervisor will monitor the report to 
determine the reason for the stop payment. The goal is to 
limit number of stop payments due to employee error; 
such as choosing incorrect address and/or dollar amounts. 
This will help the department to determine if staff needs 
additional training. It will also reduce the cost of issuing 
bank stop payments. 

 

 
 

 
 
 
Program / Department Assessment Narrative 
 
The primary purpose of assessment is to use data to inform decisions and improve programs (student learning) 
and departments (operations); this is an on-going process of defining goals and expectations, collecting results, 
analyzing data, comparing current and past results and initiatives, and making decisions based on these 
reflections. In the space below, describe the program's or department's overall plan for improving student 
learning and/or operations (the "assessment plan"). Consider the following: 
1) What strategies exist to assess the outcomes? 
2) What does the program/department expect to achieve with the goals and objectives identified above? 
3) How might prior or current initiatives (improvements) influence the anticipated outcomes this year? 
4) What is the plan for using data to improve student learning and/or operations? 
5) How will data be shared within the Program/Department (and, where appropriate, the College/VP-area)? 
 
Assessment Process 
 
 
 
 

Results & Improvements (due 9/15/18) 
Results and Improvement Narratives 
 
Assessment List Findings for the Assessment Measure level for Monitor the number and type of check stop 
payments to vendors to ensure accounts payable specialist are creating accurate invoices. 

Goal/Objective Monitor the number and type of check stop payments to vendors to ensure accounts payable 
specialist are creating accurate invoices. 

Legends OO - Outcome/Objective (administrative units);  

Standards/Outcomes  
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Assessment 
Measures 

 
 

Assessment 
Measure 

Criterion 

Indirect - 
Benchmarking 

A Cognos report will be created and produced on a monthly basis by the 
accounts payable supervisor which will list all checks that have been 
voided and reissued for the month. The supervisor will monitor the report 
to determine the reason for the stop payment. The goal is to limit number 
of stop payments due to employee error; such as choosing incorrect 
address and/or dollar amounts. This will help the department to determine 
if staff needs additional training. It will also reduce the cost of issuing bank 
stop payments. 

 
 

Assessment 
Findings 

 
 

Assessment 
Measure 

Criterion Summary Attachments 
of the 
Assessments 

Improvement 
Narratives 

Indirect - 
Benchmarking 

Has the criterion A 
Cognos report will 
be created and 
produced on a 
monthly basis by 
the accounts 
payable supervisor 
which will list all 
checks that have 
been voided and 
reissued for the 
month. The 
supervisor will 
monitor the report 
to determine the 
reason for the stop 
payment. The goal 
is to limit number of 
stop payments due 
to employee error; 
such as choosing 
incorrect address 
and/or dollar 
amounts. This will 
help the 
department to 
determine if staff 
needs additional 
training. It will also 
reduce the cost of 
issuing bank stop 
payments. been 
met yet? 
Met 

The university is 
charged a fee to 
issue stop 
payment on a 
check but if the 
actual check is 
returned to us we 
can cancel it at no 
cost to the 
university. For 
checks issued 
from January 
2018 through 
August 2018, 
accounts payable 
had a total of 38 
checks were 
either cancelled or 
had stop payment 
issued. Only once 
did we have to 
issue a stop 
payment due to 
employee error. 

 
- Assessment 
Process: 
Continuous 
monitoring:  
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Reflection (Due 9/15/18) 
Reflection 
 
The primary purpose of assessment is to use data to inform decisions and improve programs and operations; 
this is an on-going process of defining goals and expectations, collecting results, analyzing data, comparing 
current and past results and initiatives, and making decisions based on these reflections. Recalling this purpose, 
respond to the questions below. 
 
1) How were assessment results shared in the program / department? 
Please select all that apply. If "other", please use the text box to elaborate. 
Distributed via email  
Presented formally at staff / department / committee meetings (selected) 
Discussed informally  
Other (explain in text box below)  
 
 
 
 
 
2) How frequently were assessment results shared? 
 
Frequently (>4 times per cycle)  
Periodically (2-4 times per cycle)  
Once per cycle (selected) 
Results were not shared this cycle  
 
3) With whom were assessment results shared? 
Please select all that apply. 
Department Head  
Dean / Asst. or Assoc. Dean  
Departmental assessment committee  
Other faculty / staff (selected) 
 
4) Consider the impact of prior applied changes. Specifically, compare current results to previous results to 
evaluate the impact of a previously reported change. Demonstrate how the use of results improved student 
learning and/or operations. 
 
It has made everyone more aware of how important it is to enter all information accurately into Banner so our vendors can 
be paid timely without additional cost to the university. An error in the payment amount or mailing address can result in 
delays to the vendor along with stop payment charges. 
 
5) Over the past three assessment cycles, what has been the overall impact of "closing the loop"? Provide 
examples of improvements in student learning, program quality, or department operations that are directly linked 
to assessment data and follow-up analysis. 
 
Our previous assessment reviewed lines being left open on a purchase order with a zero balance. Accounts payable, 
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Finance and Purchasing will be meeting to put a plan in place to ensure that anytime a change is made resulting in a line 
being left open with a zero balance the person processing the change will process a journal voucher to close it. This will 
help to ensure payments are processed out of the correct account and the contract gets liquidated properly. This will 
greatly reduce the opportunity for errors. 
 
Attachments (optional) 
Upload any documents which support the program / department assessment process. 
 
 


