June 17, 2004


MS STEWARD BRIEFING FOR THE FY04 THIRD PARTY EVALUATION 

The objective of this briefing is to gain an understanding of the key functions/processes of each stewards’ MS, as well as an understanding of how the Stewards approach and implement self assessment of their management systems.

A detailed description /performance summary of each MS is NOT required.

The briefing should be about 45 minutes long, and address the following points:

· Management System Design/Functionality
· Identify the key functions/processes of the MS  - Budgeting and Accounting

Budgeting 

· Administers funds for Work-for-Others Federal Agencies Program 

· Administers funds for DOE Programs 

· Develops BNL Financial policy 

· Maintains the BNL Cost Accounting Standards Disclosure Statement 

· Develops and executes budgets 

· Administers the budget submission reporting system 

· Provides Personnel Forecasting 

· Processes proposals (i.e., Field Work Proposals) 

· Reviews and approves recharge rates 

· Administers Indirect pools 

· Develops Indirect rates 

· Conducts Financial Analysis for DOE 

· Conducts Financial Analysis for other agencies 

· Administers Foreign Travel 

· Approves Reduction in Force actions

Accounting

· Processing and Payment of invoices 

· Reimburses Travel Expenses 

· Other Non-Employee Payments, Honorarium, Consultant, Collaborator 

· Cashier Services, Cash Advances, Petty Cash, Receipt Processing 

· Review of Payments for Compliance to Policy 

The General Accounting Group 

· Reviews and Processes Monthly Journal Vouchers Laboratory-wide 

· Reconciles Legacy System To Peoplesoft System 

· Monitors Monthly Accrual Of Expenses 

· Prepares Schedules and Work-papers For Internal And External Auditors 

· Provides Annual Financial Statement Analysis For DOE 

· Prepares and Analyzes Monthly Financial Statements 

· Coordinates Annual Special Process Spares Physical Inventory 

· Reconciles Drafts Payable and Bank Statements 

· Processes Requests For Stop Payments 

· Coordinates All Banking Activities And Relationships 

· Maintains DOE Letter Of Credit 

· Maintains Reconciliation of Fixed Asset Accounting with Property 

· Calculates Annual Depreciation 

· Periodically Analyzes General Ledger Accounts 

· Maintains Monthly Financial Performance Metrics 

· Submits Monthly Status Report to Management 

· Prepares Quarterly Laboratory-wide Petty Cash Reports 

· Provides Accounts Receivable Billing, Collections, and Requests for Information 

· Prepares Monthly BSA Financial Statements 

· Acts as Liaison with the BSA Members, Battelle Memorial Institute, and the Research Foundation of SUNY at Stony Brook 

· Maintains the integrity of the BSA general ledger using accounting software, including all entries and account reconciliations 

· Maintains all BSA banking activity, including all cash receipts, disbursements, and reconciliations for BSA 

· Submits necessary BSA information to management to facilitate effective budgetary decision-making 

· Provides BSA reporting and analysis support to internal and external auditors 

· Coordinates the communication of the Labor Cost Distribution System's (LCDS) changes, issues, and improvements to users and service providers 

· Provides the central point-of-contact for all LCDS-related issues and prioritizes all changes related to the LCDS system based upon feedback from users 

· Trains new users of LCDS  

· Provides Regulatory Reporting 

The Payroll Group 
· Processes and distributes payroll 

· Records, processes, and analyzes all pay adjustments 

· Maintains Personnel additions and changes 

· Maintains Employee leave bank 

· Processes all Supplemental Retirement actions for employees 

· Processes additions and changes to direct deposits 

· Coordinates all Payroll tax returns 

· Prepares and maintains various correspondences 

· Provides Payroll Garnishment Services 

· Processes W-2 forms, W-4 forms, etc. 

· Discuss how the processes of the MS are implemented organizationally – which is the “owning” organization of the MS, and organizationally how are the functions of the MS carried out?

· The owning organizations for the Financial Management System are: 

1.  Assistant Laboratory Director for Finance

2.  Budget Office and 

3.  The Fiscal Services Division

· The functions are carried out through a combination of the following SBMS subject areas and desktop procedures:

· BNL Accounts Payable Procedures Manual 

· BNL Accounts Payable PeopleSoft Manual 

· BNL Payroll Process Manual 

· BNL Payroll Quick-Pay Manual 

· Labor Cost Distribution System Instruction Manual 

· BNL Budget Manual 

· BNL Proposal Writing Guide 

· Capital Equipment Record Unit Catalog 

· Standard Practice Instruction (SPI) 1-02, Signature Authorization 

· Standard Practice Instruction (SPI) 2-01, Laboratory Budget 

· Standard Practice Instruction (SPI) 2-05, Petty Cash 

· Budget Submission Process 

· Official Foreign Travel 

· How confident are you that the MS adequately addresses the applicable contract requirements? Comment on strengths/areas for improvement. 

· Very confident 

· The Budget Officer and the Fiscal Officer were party to drafting the original Management System Description and identifying the contractual requirement.

· All changes to the Prime Contract requirements are being processed through the SBMS change control process, which requires a record of decision that assures compliance with new Clauses, Directive and changes. 

· The Budget Officer and the Fiscal Officer are seasoned professionals and active in DOE M&O contract community and are aware of all changes.

· Audits are conducted on the functions of the Financial Management system by both BNL Internal Audit and external organizations such as the DOE – IG, GAO and DOE-CFO.

· Discuss the Near and Long Term Objectives for Management System


· Near Term 

· Continue to provide budgeting and accounting services to Lab community

· Update legacy documents

· Long Term 

· Improve the planning and analysis aspects of budgeting by collection and analysis of operational and financial data

· Implement additional modules of Peoplesoft to improve effectiveness of the accounting function.  i.e. eProcurement and eSettlement

· Incorporate systems and procedures that meet best in class 

· Identify the Key Laboratory and DOE customers 

· Laboratory

· BNL Project and Account Managers

· BNL Line Managers

· BNL Administrative Managers

· BNL Principal Investigators

· BNL HR

· BNL Procurement and Property Management

· BNL Staff- ( Paychecks)

· WFO programs

· DOE

· DOE- BHSO

· DOE-Chicago Operations Office- CFO

· Do your MS have a high degree of interaction with other MS

· YES with 

· Acquisition Mgmt

· Human Resources Mgmt

· Property Mgmt

· Self-Assessment Plan Development 
· Discuss the extent to which your MS self assessment plans are systematically designed and applied to determine overall system effectiveness.

· Annually the Budget Office and The Fiscal Services Division prepare a report on the results of their Self-Assessment Plans

· Reports are reviewed by the Assistant Laboratory Director for Finance

· The ALD for Finance provides direction on next year’s Self-Assessment Plan based on input from:

· Laboratory Annual Strategic Plan Session  

· Prior year Self Assessment Results

· Prime Contract contractual measures

· Internal and External Audits

· Based on ALD for Finance direction the Budget Office and the Fiscal Services Divisions prepare the next FY Self-Assessment Plan

· Self-Assessment Plans are reviewed by the Assistant Laboratory Director for Finance

· How do you determine the high-risk issues/areas for your MS?

· Finacial issues are always a high risk due to their impact on allowability

· Risks are reported based on concerns raised by the following customers:

· Internal and External Audits

· BSA Board

· Laboratory ALD

· Laboratory Director 

· Laboratory Department Chairs an Division heads

· DOE

· How do you systematically evaluate these high-risk issues/areas?

· Risks are identified and evaluated by the Laboratory Policy Council and BSA Board based on:

· Long-term and short-term impact to Operations

· Long-term and short-term financial impact 

· Customer  reaction

· Community reaction

· Discuss how customer input is solicited and used in self-assessment planning 

· Monday/Wednesday/Friday Meetings with DOE and Lab Director

· In both the Budget Office and the Fiscal Services Division there are two methods

· Primary method is the daily interaction with Laboratory and DOE and immediate feedback we receive on issues such as 

· Monthly cost review by the Laboratory Department and Division.

·  Payroll runs weekly, biweekly, and monthly.

· Monthly, Fiscal must submit financial data to DOE 

· We are constant communication with our customers

· Second method is costumer surveys, which are performed annually

· Assessment Implementation Strategy 

· How is assessment Roles and Responsibilities assigned?

· To the Budget Officer and the Fiscial Officer based on their functional areas of control

· Discuss the strategy for determining the type/mix of assessments – internal, performed by line organizations staff, peer review, external, DOE, other agency, consultants, etc.

· Strategy is based on several inputs that are reviewed for risk.  The inputs areas are as follows:

· Prime Contract Contractual measures

· Results of prior assessments and internal/external audits as well as customer feed-back

· Internal Audit Annual Audit Workplan that is established by internal based on risk 

· Customer feed back

· BSA driven  request for financial review

· ALD-Finance Self assessment plan 3-5 year cycle of functions to be assessed 

· Expertise of personnel performing assessment activities.

· Budget Officer and Fiscal Officer determine the expertise and appropriate personnel to perform self-assessment activities 

· When deemed necessary external consultants in the field will conduct the review of activities (I.e. Hackett Group, Pricewaterhousecoopers)

· Evaluation of Performance Information 

· Discuss the extent to which the results of MS self-assessment activities are used by you to support the achievement of near- and long- term objectives, and to ultimately drive improvement in MS performance.

· They are directly relevant to near- and long-term planning

· Results are used to change policies and procedures

· Results are to conduct follow-on audits. 

· Examples 

· Hackett study result in moving faster into eProcurment and eSettlement 

· Work-for-Others survey resulted on database development

· What are the key performance indicators you use to determine the overall “health” of your management system?

· Results from internal and external audits

· Results from Self Assessments

· Customer Feedback

· Budget Officer’s Dashboard report on budget vs. actual spending

· Role of “External” Information – How is information from Occurrence Reports, PAAA reports, other assessments performed at the lab, information from other laboratories used to improve your operations and your self assessment plans and processes?

· The Fiscal Officer and the Budget Officer are member of 

· FMSIC

· Budget Officers Group

· Fiscal Officers Group

· SC Lab Business Managers Group

· These groups meet regularly and exchange information on their operations which is brought back to the Laboratory

· Data on specific issues is requested for comparison purposes, i.e. Travel systems, credit cards, bank agreement

· This information is used in our planning activities

· EFCOG

· How are the outcomes of self-assessment activities factored into out-year planning?

· They are reviewed and considered during the preperation phase of out-year activities such as:

· Budget planning

· Self-assessment activities

· Process and procedure improvements 
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