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FACILITIES BUSINESS OFFICE 

 

Fiscal Year 2008-2009 was filled with challenge, growth, excitement, innovation and change.  Activities focused on 

ÛÏÌɯ%ÈÊÐÓÐÛÐÌÚɯ!ÜÚÐÕÌÚÚɯ.ÍÍÐÊÌɀÚɯÌÍÍÖÙÛÚɯÛÖɯÉÌɯÈɯɁÚÌÙÝÐÊÌɯÖÙÎÈÕÐáÈÛÐÖÕɯÞÐÛÏÐÕɯÖÜÙɯÚÌÙÝÐÊÌɯÖÙÎÈÕÐáÈÛÐÖÕɂȭɯɯOur mission is 

to provide support services to the v arious units within Facilities M anagement and in some cases, to support and 

serve the entire campus.  The department has a strong customer-centric focus and aspires to provide prompt, 

professional and meaningful assistance. 

Throughout the year, Facilities Business Office employees demonstrated initiative and  dedication in their many 

roles (financial and human resources) ÚÜ××ÖÙÛÐÕÎɯÛÏÌɯ%ÈÊÐÓÐÛÐÌÚɯ,ÈÕÈÎÌÔÌÕÛɯ#Ì×ÈÙÛÔÌÕÛɀÚɯÝÐÚÐÖÕɯÈÕËɯÔÐÚÚÐÖÕȭɯɯA 

special acknowledgement is made to Denise Brown-Hart, FM Human Resources Manager, for her contribution to  

this publication .   

Several of our highlights and areas for improvement  are listed below. 

 

Highlights: 

 Enhanced procurement reports; 

 Policy, Process and Procedure Manual completion; 

 Facilities Services Guide development; 

 Hiring of new Safety and Training Coordinator ; 

 FM overall operation within  budget; 

 Labor Services year-end close-out ɬ positive balance; 

 Successful implementation of 5S process within two FM units . 

 

Areas for Improvement: 

 Financial  reporting concerns due to technological issues within the work management system ɬ 

informal projects;  

 Key position vacancy ɬ Payroll /Office Manager (lack of administrative support);  

 Budget freeze from April 16 th ɬ June 30th severely hampered operations due to inability to spend 

against the General Fund. 
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Finance and Budget 

 

Facilities Management Financial Summary 

The Facilities Management department finished the year favorably to its non-personnel budget of $3.02M.  Overall 

Ö×ÌÙÈÛÐÖÕÈÓɯÉÜËÎÌÛÚɯÞÌÙÌɯÐÔ×ÈÊÛÌËɯÉàɯÛÏÌɯ2ÛÈÛÌɯÖÍɯ-ÖÙÛÏɯ"ÈÙÖÓÐÕÈɀÚɯÉÜËÎÌÛɯÙÌÚÛÙÐÊÛÐÖÕÚɯÐÔ×ÓÌÔÌÕÛÌËɯ ×ÙÐl 9, 2009 

through June 30, 2009.  Fund allocation is reflected in the graph below.   

 

 

 

A comparison of budget ed to actual shows acceptable performance in most areas.  While the bottom-line for 

Facilities Management was positive , unfavorable variances occurred in temporary labor, supplies, capital outlay, 

recycling and domestic travel/training . 

How the FM Main Operating Budget is Allocated
STUDENT AND TEMPORARY WAGES

PERSONAL SERVICE CONTRACTS

CORPORATE SERVICES CONTRACTS

OTHER ADMINISTRATIVE EXPENSES

DOMESTIC TRAVEL/TRAINING

FIXED PURCHASED SERVICES

OTHER PURCHASED SERVICES

SUPPLIES

EQUIPMENT

CAPITAL OUTLAY

FIXED CHARGES

RECYCLING 
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FACILITIES MANAGEMENT REPORT thru June 30, 2009

ACCOUNT DESCRIPTION 2008-09 Budget

% of 

Total 

Budget

YTD 

ACTIVITY ENCUMBRANCES

TOTAL 

EXPENDITURES

REMAINING 

BALANCE

VARIANCE 

(budgeted:actual) 

U/F

STUDENT AND TEMPORARY WAGES 80,000$                     3% 58,075$           51,618$                       109,693$                  (29,693)$             (29,693)$                U

PERSONAL SERVICE CONTRACTS 106,500$                  4% 19,254$           -$                             19,254$                     87,246$               87,246$                 F

CORPORATE SERVICES CONTRACTS (Srv Agr) 707,135$                  23% 511,704$         3,779$                         515,483$                  191,652$             191,652$               F

OTHER ADMINISTRATIVE EXPENSES -$                           0% 77,960$           -$                             77,960$                     (77,960)$             (77,960)$                U

DOMESTIC TRAVEL/TRAINING 60,224$                     2% 72,042$           9,638$                         81,680$                     (21,456)$             (21,456)$                U

FIXED PURCHASED SERVICES (Maint Agr) 326,250$                  11% 207,984$         947$                            208,931$                  117,319$             117,319$               F

OTHER PURCHASED SERVICES 443,750$                  15% 304,967$         15,950$                       320,917$                  122,833$             122,833$               F

SUPPLIES 1,070,325$               35% 1,287,113$      58,187$                       1,345,300$               (274,975)$           (274,975)$              U

EQUIPMENT 166,029$                  5% 88,606$           7,580$                         96,186$                     69,843$               69,843$                 F

CAPITAL OUTLAY 20,000$                     1% 11,792$           8,898$                         20,690$                     (690)$                   (690)$                      U

FIXED CHARGES 16,300$                     1% 14,909$           -$                             14,909$                     1,391$                 1,391$                    F

RECYCLING 29,750$                     1% 27,590$           2,765$                         30,355$                     (605)$                   (605)$                      U

FACILITIES MANAGEMENT Main Operating Funds 3,026,263 2,681,994.02 159,361.83 2,841,355.85 184,907.15 184,907$               

 

Annually, Facilities Management participates in the APPA Facilities Performance Indicators Survey.  Total 

administrative cost/GSF reveals that for FY 2008, UNC Charlotte is operating with significantly less administrative 

overhead than its peer institutions.  The peer group comparison consists of educational institutions across the 

United States.  The FY 2009 APPA survey commences August 31, 2009, with data submission due in December 

2009. 
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Innovations  and Updates 

 

Business Process Management 

System Mapping and Analysis 

One of the key components in the development of the Policy, 

Process and Procedures Manual was to begin to methodically  

map current processes.  ɁWork order billing ɂ within Facilities 

Management is a process which involves several units within 

the department. Because of its cross-functional impact, this 

process was selected to begin the business process management 

journey.  Process mapping afforded us the opportunity to 

identify ine fficiency and ineffectiveness and systematically 

address gaps. 

 

 

 

Policy, Process and Procedures Manual 

A new Policy, Process and Procedure Manual was developed in response to an identified 

need for written documentation.  The purpose of this manual is to offer guidance and 

support to the Facilities Management organization through an in -depth listing of policies, 

processes and procedures for current practices. This publication is separated into three 

principal sections.  Section #1 provides a brief overview of the Facilities Business Office 

(FBO) including a brief synopsis of Facilities Management, its parent organization.  

Section #2 provides more detailed information on the two compon ents of the FBO - 

Finance and Budgeting Unit and FBO ɬ Human Resources Unit.  This section includes 

policy statements and procedures relevant to those areas.  Section #3 will be an appendix 

of sample forms.  These forms are general composites used within the Financial/Budgeting and HR systems and 

will be helpful in explaining material referenced in the manual.  Sample forms should be considered only as 

examples or models.  They are in no way representative of each and every possible work case scenario. 
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Facilities Services Guide 

In response to issues identified by our customers within the FY 2008 Customer Satisfaction 

Survey, a new Facilities Services Guide was developed and published during the Fiscal 

Year.  The intent in publishing the Services Guide is to identify the Facilities Management 

services that are available to the University of North Carolina at Charlotte community;  

explain how these services are accessed; and describe the financial considerations that are 

involved.  

The document is currently  available on our website.  Future development will involve 

conversion of this document to a web-friendly version.  

 

 

In addition to the featured items above, Finance and Budget continued the refinement and improvement of several 

initiatives implemented dur ing Fiscal Year 2008.  The Budget Management Tool for Supervisors and Managers was 

updated to provide enhanced one-stop, comprehensive data from all procurement methods with user -friendly 

formatting.  Updates were also made to the current purchase requisit ion and purchase authorization forms.  
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Human Resources 

 

Fiscal 2009 was a particularly difficult period for FM Human Resources.   We operated at 75% staff availability for 

eight months of the year.  Notw ithstanding the staffing deficit, we were able to ma ke great strides toward putting 

into place policies, programs and procedures that will go a long way to ward  achieving our goal of developing a 

valued, well -trained, motivated and diverse workforce . 

 

Innovations and Updates  

Employee Awards Program Revision 

Two award categories, Award of Excellence and Customer Service have been combined into one FM Exemplary 

Performance Award.  This award will be presented to a maximum of one team and one individual performer each 

quarter for performance excellence in one or more of the categories listed in the chart below.   Award nomination 

submissions are now received via web only. 

CATEGORY DEFINITION 
Customer Service  Staff member(s) provided customers with service or assistance far beyond what is normally 

expected or required of the job.  

Innovation Event or activity generated a novel, creative or valuable idea used to develop new or improved 
processes, methods, systems, products, or services that improved Facilities Management or UNC 
Charlotte or made this a better place to work. 

Collaboration Individual or team exhibited outstanding performance effort, initiative or creativity that involved 
reaching across unit or department lines to fellow FM team members or other UNC Charlotte 
staff to produce positive change? 

Only nominations that meet true above and beyond normal job responsibilities will go to committee for voting 

 

Applause Card ς NEW  

Applause cards are now issued to all employees receiving accommodations and 

acknowledgements from customers and colleagues.  This is a way to provide more 

ÛÐÔÌÓàɯÙÌÊÖÎÕÐÛÐÖÕɯÖÍɯÈɯɁÑÖÉɯÞÌÓÓɯËÖÕÌȭɂɯɯ$ÝÌÕɯÛÏÖÚÌɯÌÔ×ÓÖàÌÌɯÈÞÈÙËɯÕÖÔÐÕÈÛÐÖÕÚɯ

that do not meet the standards for quarterly voting are receiving a notice of 

appreciation with a round of applause and a note from the Associate Vice 

Chancellor. 

  

Names of employees in receipt of Applause during the quarter are listed on a slide at the All Employee Meeting.  

Names also appear in the FM quarterly newsletter.  
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Leadership Development Matrix 

In response to issues identified through the Facilities Management 2008 

diversity awareness initiative, employee taskforces and the Facilities 

Management Employee Satisfaction Survey, we developed a blueprint for 

a comprehensive Management Development Program for the 

department.  During a diversity training initiative in the spring of 2008, 

the lack of strong managerial skills among our supervisory staff was an 

item mentioned repeatedly.  These thoughts were echoed in subsequent 

employee taskforce recommendations and in the recent Employee 

Satisfaction Survey results that reflected an overall management/supervisory approval rating of 62% (factoring in 

all management skill questions).   

 

The Leadership Development Matrix is built upon fundamental building blo cks to successful management.  For the 

most part, the Matrix includes programs/courses that are currently being offered under the campus HR Training 

umbrella.  It does, however, allow fo r and encourage members of the management team to tailor it to specific 

needs.  The Matrix also includes annual group activities that will foster an environment where the FM leadership 

team builds and develops shared goals, interdependence, trust and commitment, and accountability among team 

members and seeks to improve their problem-solving skills.   

 

Leadership Development Matrix: 

 
 
  Above is a portion of the 2009-10 FM Leadership Matrix 

Customer Expectations

Vision/Values

Staff Selection

Communication

Process

Improvement

Building Blocks to 

Successful 

Management 
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Safety Awareness Program Enhancements 

In Fiscal 2009, a number of new safety initiatives were launched as part of our effort to heighten safety awareness 

with in Facilities Management.  A  joint team comprised of members from Environmental Health and Safety  and FM 

Safety and Staff Development meet bi-weekly to review concerns and address training needs. 

 

Outlined below are other new initiatives relative to FM safety.  

 

New Employee On-Boarding ɬ Safety Awareness Training 

 ɯÕÌÞɯÚÈÍÌÛàɯÈÞÈÙÌÕÌÚÚɯÊÖÔ×ÖÕÌÕÛɯÏÈÚɯÉÌÌÕɯÈËËÌËɯÛÖɯÛÏÌɯËÌ×ÈÙÛÔÌÕÛɯÓÌÝÌÓɯÕÌÞɯÌÔ×ÓÖàÌÌɯÖÙÐÌÕÛÈÛÐÖÕȭɯɯ%,ɀÚɯÕÌÞɯ

Safety and Staff Development Specialist, Clyde Derberry, is conducting a 1-1/5 hour session in each new employee 

on-boarding session which includes the following areas:  

 Emergency Action Plans 

 Personal Protection Equipment (PPE) 

 Lock-Out/Tag-Out (LOTO)  

 Hazardous Communication  

Annual Safety Slogan Competition  

In May  2009 Facilities launched its first annual safety slogan competition.  The competition was open to Facilities 

Management staff members (AVC direct reports were exempt).   A total of 265 entries were received, from 66 

employees.  This represents about a 17% participation rate.  Our hope is to improve those numbers next year.  

The winner was chosen by the FM management team through a three round voting process.  Neither the staff nor 

the management team knew the slogan nor the name of the winner until revealed  at an all employee meeting in 

McKnight Hall.  The winner was awarded four, day passes to the Great Wolf Lodge Water Mark courtesy of Great 

Wolf Lodge and Resort in Concord.  

Banners with the slogan were posted in various sites on campus as a reminder to all of the importan ce of being 

safety minded.  

09~10 FM Safety Slogan  
 

ñZERO ACCIDENTS IS OUR GOAL; TO ACHIEVE IT, PLAY YOUR ROLEò  
ï Noella Paquette  

 

  




