
Agenda Item: 7 
 

UNF Board of Trustees 
January 15, 2004 
 

Issue: Devolution Transition Plan 
 
 
Proposed action: Approval 
 
 
Background information:  Section 1011.4105, Florida Statutes, requires state 
universities to submit a Transition Plan to the State Board of Education for approval.  
Once approved, the plan is forwarded to the Executive Office of the Governor and the 
Chairs of the Appropriations Committees of the Senate and House of Representatives. 
 
University detailed plans for the transition from FLAIR are to be developed in 
cooperation with the Chief Financial Officer of the Department of Financial Services 
(DFS).  DFS personnel developed a Transition Plan Checklist to assist in this process. 
 
UNF’s draft plan was submitted to DFS by the November 3, 2003 deadline.  University 
personnel worked with DFS staff to make requested revisions.  DFS then submitted the 
revised draft plan to the Department of Education (DOE) by the January 5, 2004 
deadline.    DOE plans to review and request any further clarifications/modifications in 
time to submit the plan to the Board of Governors at its March 18, 2004 meeting. 
 
The six devolving universities are required to have their Transition Plans approved by 
their respective local Boards of Trustees prior to the plans’ submission by DOE to the 
Board of Governors. 
 
Because UNF’s next Board of Trustees meeting is March 18, 2004, the date of the Board 
of Governors meeting, the University requests approval of the draft plan as submitted and 
approved by DFS with the understanding that there may yet be small issues remaining to 
be clarified when DOE finishes its review of the draft plan.  If substantive changes to the 
plan are required, the University would submit those to the Board of Trustees for 
consideration at their scheduled February 19, 2004 conference call. 
 
 
 
Supporting documentation:  SUS Transition Plan Checklist for UNF and UNF 
Financial Management System Implementation/Transition Plan  
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Executive Summary 
 
University of North Florida (UNF) intends to discontinue the use of the Florida 
Accounting Information Resource (FLAIR) system on July 1, 2004; furthermore 
UNF plans to assume payroll functions for its employees that are currently 
provided by the Florida Bureau of State Payroll (BOSP) on January 1, 2005.   
 
UNF has received authorization to pursue this course of action, and now seeks 
approval from the University Board of Trustees (UBOT), the Florida Department 
of Financial Services, and the Florida Department of Education for its plan to 
transition services to new accounting and human resource systems.   
 
In September 2002 UNF purchased the Systems & Computer Technology 
Corporation (SCT) Banner Finance, Human Resource, Financial Aid, and Student 
systems.  In addition, UNF has contracted with SCT to provide consulting, 
project management, software implementation and training services. Together, 
UNF and SCT have developed a detailed plan for transition to the new SCT 
systems.  Detailed project planning began in October 2002.  Software 
implementation and training began in the first quarter of 2003.    
 
To date, UNF has completed the construction of a detailed Project Definition 
Document, and a schedule for training and implementation.  Various project 
teams have been formed and meet regularly to coordinate activities, monitor 
progress, and make adjustments to the plan when necessary. Training is 
underway and a detailed list of tasks has been constructed.  Funding for the 
project has been identified.  Plans for testing and certification of the new systems 
are being developed in cooperation with SCT, the State University System (SUS) 
Transition Task Force and the University’s Inspector General. 
 
Additionally, UNF is actively participating with the SUS Transition Task Force 
and other universities and community colleges in the state to maximize the 
potential benefits of sharing with each other our experiences and 
accomplishments with the new system. 
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1.  Authorization 
 
On August 28, 2001, the Florida Financial Management board delegated to the 
Florida Financial Management Information Systems (FFMIS) Coordinating 
Council the authority to grant exceptions to the statutory requirement that state 
agencies utilize the common accounting subsystem, FLAIR [F.S. 215.93(2)], 
thereby allowing state universities to acquire and implement new financial 
management systems to replace the FLAIR system. 
 
On May 16, 2002, Florida Senate Bill 20E was signed into law. This law 
extensively restructured the Florida School Code and established the process by 
which each state university was to move off the FLAIR financial system.  
Provisions of this law permit universities to discontinue use of FLAIR by July 1, 
2004 for financial functions and January 1, 2005 for payroll functions.   
 
The new statute requires that the university obtain Florida Board of Education 
(FBOE) approval of detailed plans to transition from the FLAIR system to their 
own financial management system.  This transition plan must be developed in 
cooperation with the State’s Chief Financial Officer.  UNF will submit its plan to 
the Department of Financial Services on November 3, 2003 for review and 
approval, and subsequently to the FBOE.  Upon their approval, the FBOE will 
submit the plan to the Executive Office of the Governor and the Chairs of the 
Appropriations Committees of the House and Senate informing them of the 
effective date. 
 
 
2. System Selection 
 
The university began planning for these changes early in 2002.  During this 
process, it became clear that the university would benefit from an Enterprise 
Resource Planning (ERP) system, in which the financial and human resource 
systems could be closely integrated with the student and financial aid systems. 
 
UNF participated with the University of Florida and Florida State University 
through an Invitation to Bid process that included responses from four ERP 
vendors.  As a result of this ITN process in September 2002, UNF contracted with 
SCT for the purchase of the software and implementation services to include the 
finance, human resource, financial aid, and student systems. 

 
 2 



   
University of North Florida 

Financial Management System Implementation/Transition Plan 
 
Subsequently, in December 2002, UNF also contracted with the Central Florida 
Regional Data Center at the University of South Florida for hosting services for 
the complete system. These services include, but are not limited to installation of 
software and hardware, hardware platform monitoring, performance, capacity 
planning/management, upgrades, security, data backup/restoration, 
maintenance, resumption planning, and staffing. 

 
 
3. Benefits 
 
The new SCT systems not only will provide the functions necessary for the 
university to manage its own finances, but also will help to enhance many of its 
services. These opportunities for enhancement are included in the university 
plan, and include: 
 
 1.  Increased productivity through an integrated administrative database with a 

familiar and consistent user interface. 
2. Reduction of duplicate data entry into multiple information systems. 
3. Streamlining of business practices with paperless workflow. 
4. Availability of real-time, on-line data. 
5. Ability to produce accounts payable and payroll checks and complete 

transactional processing locally without utilizing state resources. 
6. Improved customer service, especially secure, web-based self-service options 

to the entire campus community. 
7. Simplified, customized data reporting capabilities that can combine student, 

financial aid, employee and financial data. 
 
 
4.  Project Definition and Goals 
 
SCT consultants have assisted the university in the preparation of a Project 
Definition Document.  Executive leadership has approved this document 
and the plan it outlines for the implementation of the new systems. 
 
The project definition identifies the major goals of the project:  
 
• Enable UNF local control over resources outside of the State Treasury;  
•  Enable UNF to complete all transactional processing at local level;  

 
 3 



University of North Florida 
Financial Management System Implementation/Transition Plan 

 
•  Improve self-service for the campus community;  
•  Improve workflow capabilities for all departments;  
• Improve reporting capabilities;  
•  Complete the implementation of the Banner software according to the 

agreed upon schedule.  
 
5.  Project Organization 
 
The project definition also describes the organization of university personnel 
during the implementation period.  For the duration of the implementation 
project, a Coordinating Committee, a Steering Committee, and appropriate 
implementation teams have been established and dually charged with:  
 
1. Creation and monitoring of the project schedule and prioritization of project 

tasks. 
2. In consultation with both internal and external stakeholders, ensuring that 

best practices are followed and concerns are addressed. 
3. Coordinating activities for the primary departments involved in 

implementation. 
4. Recommendations for any new policies or procedures that may be required. 
5. Ensuring that system functions are thoroughly tested and validated. 
 
The Coordinating Committee and implementation teams will maintain the 
project schedule and monitor progress during the configuration, testing, 
implementation, training, and support phases of the tasks listed in the detailed 
project plan.  As the project progresses, departments will receive assistance in 
revising their business processes to fully utilize the advanced features of the new 
systems. 
 
Once implementation is complete, management of the Banner system will 
become a university-wide responsibility.  To achieve the high level of 
coordination required, some form of the Coordinating Committee will continue 
to oversee the operation and performance of the integrated system.  This 
standing committee will include representation from all offices that are 
stakeholders in the successful operation of the Banner system.  The committee 
will develop policy, review and prioritize requests for development, and will 
identify resource issues and submit recommendations for resource commitments 
to the university leadership.  
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6.  Project Scope 
 
The project definition describes the scope, boundaries and limits of the project.  
UNF will be utilizing the resources of SCT and CFRDC in addition to its own 
staff to accomplish the tasks included in the project’s scope. 
 
The SCT products being implemented include systems that will allow the 
university to perform the common tasks associated with the following areas:  
 
Finance 
 
1. General Ledger 
2. Purchasing and P-Card 
3. Receiving 
4. Accounts Payable 
5. Contracts and Grants 
6. Fixed Assets Management 
7. Budget Development 
8. Self-Service 
 
Human Resources / Payroll 
 
9. Employment Administration 
10. Compensation Administration 
11. Position Control 
12. Payroll Processing 
13.  Self-Service 
 
Student 
 
13. Recruitment 
14. Admissions 
15. Catalog 
16. Scheduling 
17. Accounts Receivable 
18. Registration 
19. Academic History 
20. CAPP 
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21. Web for Student 
22. Web for Faculty 
 
Financial Aid 
 
23. Applicant Tracking 
24. Budgeting 
25. Needs Analysis 
26. Funds Management 
27. Student Employment 
28. Packaging 
29. Awards History 
30. Transcripts 
 
In addition to these functional systems, UNF’s project scope also includes the 
following tasks common to all modules: 
 
1. Project planning and management 
2. Technical training and support 
3. User training and support 
4. Software installation and maintenance 
5. Business process analysis, review, and improvement 
6. Data conversion 
7. Construction of data interfaces 
8. Testing 
 
 

7.  Project Milestones 
 
Implementation will occur in four overlapping phases, with the Finance modules 
being implemented and tested between March 2003 and June 2004, the Human 
Resources modules being implemented and tested between October 2003 and 
December 2004, the Student module being implemented and tested between 
January 2004 and September 2005, and the Financial Aid module being 
implemented and tested between May 2004 and January 2005. 
 
For a period of six months, from July 2004 until January 2005, UNF will run 
payroll using the BOSP system while posting the necessary accounting entries to  
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the Banner general ledger. A detailed plan for implementing this transition process 
is being constructed. 
 

Milestone Date 
Project Started October 2002 
Project Definition Approved March 2003 
Software Installation  
Banner systems installed in training system. January 2003 
Banner systems installed in test system. January 2003 
Banner systems installed in pre-production 
system where final testing of major modules 
and processes occurs March-May. 
Migration of tested pre-production system to 
Production system. 

March 2004 
 
 
June 2004 

Banner Finance Modules  
Project Schedule Completed January 2003 
Training Started – functional teams February 2003 
Finance Go-Live July 1, 2004 
Banner Human Resources and Payroll 
Modules 

 

Project Schedule Completed May 2003 
Training Started September 2003 
Payroll / Human Resources Go-Live January 1, 2005 
Banner Student Modules  
Project Schedule Completed May 2003 
Training Started November 2003 
Student Go-Live September 2005 
Banner Financial Aid Modules  
Project Schedule Completed May 2003 
Training Started April 2004 
Financial Aid Go-Live January 2005 
Project Closeout Completed September 2005 

 
 
8.  Training 
 
In contracting with SCT, UNF decided to utilize a “TRAIN THE TRAINER” 
implementation strategy.  This strategy calls for UNF staff to outline current  
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business practices and protocols, allowing SCT consultants to aid in the system 
configuration.  This methodology is designed to ensure that staff members become 
experts in the use of the system, qualified to train other staff members, and able to 
provide expert advice to the university community in the ongoing use of the 
system. This strategy is designed to maximize the usefulness of the software to the 
university and reduce future consulting and training costs. 
 
9.  Testing and Certification 
 
Testing the SCT Banner product occurs as each module is implemented, and the 
project plan includes extensive testing to ensure that the system is properly 
configured and functioning correctly. (Finance – see Appendix C, #3) Testing is 
designed and performed with trained SCT staff members on-hand. When it is 
feasible to do so, systems will be tested in parallel with the FLAIR and BOSP 
systems.   The SUS Transition Task Force is developing guidelines for testing, and 
has suggested the following types of tests to ensure the accurate 
classification/recording of data in the new system: 
 
• Similar transactions input simultaneously to subsidiary accounts in the 
new system and FLAIR, such as accounts receivable, accounts payable, and 
encumbrances, and the totals checked for consistency. 
 
• Within selected units duplicate disbursements will be entered into the new 
system and FLAIR and checked for consistency. 
 
• Produce reports required on a statewide level from the new system and 
certify the results are the same as would be obtained from FLAIR.   
 
• Run a simulated monthly and yearly closing. 
 
• Develop a stress test in the new system.  Process a similar number of 
transactions in a given time as is currently handled in FLAIR.  
 
Plans for testing will continue to be developed in conjunction with the SUS 
Transition Task Force. 
 
The University Inspector General shall certify that appropriate audit and internal 
controls are or will be in place to enable the university to satisfactorily and timely  
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perform all accounting and reporting functions required by State and Federal law 
and rules of the State Board of Education. 
 
10.  Acquisition and Implementation Funding 
 
The system software was purchased for $1.2 million.  The university contracted 
with SCT Corporation for implementation services, training, and project 
management in the amount of $3.9 million, to be paid over three years.  The 
university contract with SCT for maintenance and technical currency of the 
systems is approximately 15% of the license fee per year for 10 years with an 
annual increase of no more than 4% per year. 
  
Cost for additional computing services and support provided by the Central 
Florida Regional Data Center is approximately $300,000 per year. 
  
Funding for the software, training, and support costs is obtained from state funds.    
 
 
11.  Coordination with State Agencies 
 

UNF is participating with the State University System (SUS) Transition Task 
Force to ensure that the new systems will be sufficiently tested and there will be 
a smooth transition of services currently provided by state agencies to the 
university. The Transition Teams include representation of the State Universities, 
Department of Financial Services and the Division of Colleges and Universities.  
The teams meet on a regular basis to discuss procedural and technical aspects of 
the devolution of authority to the universities.  As the details of the process of 
devolution are worked out, the universities can address specific issues and 
develop procedures to affect the transfer.  The primary issues concern the 
coordination of activities between the universities and the Department of 
Financial Services, including the posting of releases; the transfer of end-of-year 
balances; and the investment of cash by the Division of Treasury. The university 
will coordinate activities with the Division of State Group Insurance to ensure 
that insurance payments continue to be remitted in an uninterrupted fashion.   
Also the University will coordinate with all interface partners outside DFS and 
DSGI such as Retirement, the Florida Records Administrator, their TSA vendors, 
and all other local and state programs with which we continue to do business. 
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The universities will transition from FLAIR at the beginning of the fiscal year, 
July 1, but will continue to process payroll through Bureau of State Payroll until 
the beginning of the next calendar year.  This has created the need for 
supplemental procedures and additional coordination during this six-month 
transition period, and plans for this have been developed with help from a SUS 
Payroll Devolution Team. 
 
As issues are identified and resolved, the university will incorporate any new 
procedural requirements in the revision of its business processes and modify the 
implementation plan to include additional development, testing, training, and 
support. 
 
12.  Coordination with Other State Universities and Community Colleges 
 
Florida Gulf Coast University, Florida Atlantic University, the University of 
North Florida, the University of West Florida, and New College of Florida have 
formed an informal group that meets regularly to share problems, discuss issues 
and work toward common solutions.  We believe that by sharing our experiences 
and accomplishments, we will achieve greater success than is possible alone. 
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Appendix A –Devolution Timeline 

Line 
No. 

Milestone Date 

Financial Systems Milestones 
1 University P-Card administrator notifies 

cardholders of plans for P-Card transition. 
January 15, 2004 

2 UNF designates a custodian to receive direct 
deposit authorization data for employees and 
vendors. 

On or before February 
1, 2004 

3 The P-card administrator retrieve cards and 
closes each cardholder’s card record in the 
PCM Card Menu 

March 31, 2004 

4 The P-card administrator begins proactively 
overseeing the clearing outstanding charges 
and credits from the PCM System Charge 
Queue. 
 
All charges processed and cleared. 

April 1, 2004 
 
 
 
 
June 21, 2004 

5 Last day to process travel advances through 
FLAIR.  

March 31, 2004 

6 UNF requests SPIA accounts and specifies 
which accounts should be transferred to them, 
and which accounts should be remitted to the 
university’s local accounts.  

May 15, 2004 

7 UNF ceases transactions, receipts and 
disbursements involving State Agencies (JT2) 
in FLAIR 

May 28, 2004 

8 UNF establishes SPIA accounts to receive 
appropriated funds. 

June 1, 2004 

9 The P-card administrator closes the FLAIR P-
Card module. 

June 30, 2004 

10 UNF ceases all transaction processing in 
FLAIR. This includes all vouchers, JT’s and 
deposits to state CFO or state Division of 
Treasury accounts. (Note: See item 7 above in 
reference to JT2 transactions.) 

June 24, 2004 

11 UNF ceases deposits to State Division of 
Treasury (except for deposits to cover payroll 

June 25, 2004 
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Line 
No. 

Milestone Date 

expenses through 12/31/04) 
12 Access to P-Card system removed. June 30, 2004 
13 The University plans to cease processing 

deposits to the State Chief Financial Officers  
(CFO) accounts.  (The last deposits to be 
processed by the State CFO accounts should 
be Friday June 25,  2004.) 

June 24, 2004 

14 P-Card RDS reports made unavailable. July 30, 2004 
Payroll System Milestones 

15 Request information from BOSP for Banner 
conversion testing including all those items 
listed in the payroll checklist (W-4 records, 
EIC W-5 records, tax reporting, miscellaneous 
deudctions, collections, direct deposit, year-to-
date balances, etc.)  All manual and automated 
interfaces required for local payroll processing 
are identified and specified 

July 1, 2004 

16 Test population to ensure system set up 
properly.  
Conversion scripts being written and tested.  

August 1, 2004 

17 UNF submits first payroll using payroll 
clearing fund to Bureau of State Payrolls (July 
3, 2004) and  begins recording payroll 
expenses in Banner Finance system 

July 8, 2004 
 

18 UNF requests new file from BOSP (September 
15, 2004) for parallel payroll testing of Banner 
Payroll and Bureau of State Payrolls systems 
and continues parallel testing  

October 6, 2004 – 
December 28, 2004 

19 UNF submits last payroll to Bureau of State 
Payrolls 

December 18, 2004 

20 UNF receives data required to process payroll 
locally, i.e. EFT information and miscellaneous 
deduction details 

December 19, 2004 

21 UNF processes first payroll locally using 
Banner Payroll 

January 5, 2004 – 
January 9, 2004 
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Appendix B – Procedures 

 
This section includes a summary of proposed procedures to be followed for both 
the period of transition and the period when UNF begins operating in a 
standalone fashion. Where applicable, complete operational procedures are 
currently being developed to be located in departmental procedure manuals and 
will be included in departmental training initiatives as part of system 
implementation. 
 
1.  General Transition Requirements 
 
The name of UNF’s Transition Coordinator is Linda Anderson, Associate Vice 
President Administration and Finance. 
 
2. Investments 
 
It is currently our intent that on or before May 15, 2004, the university will 
request that the Division of Treasury create Special Purpose Investment 
Accounts by June 1, 2004 for its funds, and will specify which of its accounts will 
be remitted to university local funds, and which will be transferred to the SPIA 
accounts on July 1, 2004.  
 
3. Direct Deposit of Funds & EFT Transactions 
 
The University will request prior to June 30, 2004 Direct Deposit Authorization 
data for its employees and vendors.  At that time we will provide the CFO the 
name of the University custodian to receive and secure such information. 
 
The university will implement the following procedure for legitimate vendor 
EFT transactions made on or prior to 6/30/04 but returned to the bank after 
6/30/04, and for legitimate employee transactions made on or prior to 12/31/04 
but returned to the bank after 12/31/04. Department of Financial Services will 
receive the returned direct deposit payment and will issue a check to the vendor 
or employee from the DFS Returns account. 
 
By June 30, 2004, UNF will provide a contact to the Department of Financial 
Services to assist in clearing these transactions. 
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Beginning 07/01/04, if EFT transactions for the university are received, UNF will 
follow the procedure below: 
 

1. Credit the deposit to the university’s devolution clearing fund. 
2. Disburse the funds to the university. 

 
UNF will have the capability of processing EFT transactions for vendors 
beginning 7/1/04 and for employees on 1/1/05. SCT Banner allows EFT Accounts 
Payable and Payroll transactions to be routed to separate bank accounts. In order 
to implement this capability, UNF will designate a custodian to receive and 
secure EFT routing information for its vendors and employees and would like to 
receive this information as soon as legislative authority allows.  
 
4. Voucher Processing 
By 7/1/04, UNF will adopt and implement local prompt payment procedures that 
are based on the current prompt payment procedures. 
 
Beginning 7/1/04, UNF will be notified of and will handle IRS and DOR levies as 
part of its normal A/P processing. The Department of Financial Services will 
work with UNF to get the IRS levy information necessary for UNF to initially 
flag vendors. The DOR levy information necessary to flag vendors will need to 
come directly from DOR.   
 
5. Travel 
The university will continue to process travel advances through FLAIR through 
March 31, 2004.  Advances for travel between 4/1/04 and 6/30/04 will be cleared 
through local funds. Reimbursement for travel made prior to 4/01/04 must be 
processed in FLAIR by 6/23/04.  No new vouchers for travel reimbursement will 
be created in FLAIR after 6/23/04.  
 
Beginning 7/1/04, UNF will process all travel-related expenses locally and will 
have the capability to transfer funds to employee accounts via EFT. 
 
6. Purchasing Card 
The University is in the process of choosing a banking partner.  This will include 
an option for a P-card program, which will not be implemented until July 1, 2004. 
 
A decision to discontinue use of the State’s P-card will result in the following 
procedures:  in 01/04, the university P-Card Administrator will begin notifying 
state-issued P-Card holders of the university’s decision to discontinue the use of 
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State-issued purchasing cards by 3/31/04. On 3/31/04 the P-card Administrator 
will retrieve the Purchasing Cards and a list of all outstanding transactions from 
the Cardholders. The P-card Administrator will monitor the System Charge 
queue to ensure that all outstanding charges are processed and cleared by the 
6/21 deadline. By 6/30/04, the university P-Card administrator will close its State 
Purchasing Card Program and discontinue the use of the FLAIR Purchasing 
Card Module. Manual encumbrances will be set up for all outstanding charges 
that have not been approved by 5/30 to ensure that funds are available and 
negative status transactions will not occur. On 6/21, encumbrances will be 
brought down to ensure that the State has adequate funds to pay any 
outstanding charges after 6/21.  Immediately upon notification that a negative 
status transaction has occurred, UNF will transfer funds to rectify the situation. 
The Department of Financial Services will automatically approve and settle any 
transactions that remain open on June 21, 2004.  
 
7. Consolidated Equipment Financing Program (CEFP) 

 
Items 5/6.  UNF does not plan to participate in the CEFP program in the near 
future.  Since no CEFP financing is planned, no further information is required. 
 
8. Payroll 
 
The following procedures are referenced to the numbered items of the checklist 
provided by the Department of Financial Services. 
 
Item 37.  The university will continue processing all bi-weekly payrolls through 
the Bureau of State Payroll until December 2004, ceasing with the payrolls 
having check issue dates 12/24/04. We do not have the final payroll dates for the 
last monthly CJIP and special payroll checks run through the BOSP system.  Any 
payroll checks issued between 07/1/04 and 12/24/04 will be issued against the 
FLAIR payroll clearing fund account and the corresponding expenses will be 
recorded by importing them into the Banner Finance system. 

 
Parallel testing of the 6-month interim payroll process and the recording of 
expenses in Banner will begin in April 2004 and be completed by June 2004. 
By 3/1/04, the university will begin to identify its needs and construct a plan to 
implement payroll locally beginning in 1/05. This plan will include staffing, 
training, importation of data, technical interfaces, parallel testing, and 
preparation for submission of an independent Section 125 plan. 
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Selective unit and full parallel testing of the Banner payroll system will occur 
between February 2004 and November 2004. Coordination of the activities 
associated with these tests with the Bureau of State Payrolls will be complete by 
March 31, 2004. 

 
No university post-devolution needs from BOSP have been identified.  It is 
assumed that BOSP will provide the same end-of-year information for 
employees to outside agencies as it currently does, e.g., W2 wage and income 
statements. 

 
Item 38.  UNF will maintain payroll clearing accounts during the interim payroll 
period, July 1 - December 31, 2004 and will ensure that an adequate working 
balance is maintained in its clearing account as required to process the payroll. 
 
Item 39.   All state-provided benefits; health insurance, life insurance, medical 
and dependent day care reimbursement accounts and supplemental insurances 
will continue and will be processed with the State’s system of record for benefits 
administration.  Deduction codes and rules have been established in the new 
SCT Banner system for HR/Payroll.  Premiums for the above referenced benefits 
will be deducted from employee pay and remitted as directed along with the 
appropriate employer contributions with the first pay date in January 2005. 
 
Retirement contributions for FRS, ORP and PEORP will be remitted according to 
the Division of Retirements automated reporting procedures.  The report along 
with employee and/or employer contributions will be provided bi-weekly for 
ORP contributions and monthly for FRS and PEORP contributions beginning 
with the first pay date in January 2005. 

 
Item 40.  UNF has filed the “Adoption of State of Florida Salary Reduction 
Cafeteria Plan” document to DMS. 
 
Item 41. Deferred compensation 457 – The Office of Deferred Compensation’s 
third party administrator, the Florida Records Administrator (FRA), will provide 
UNF with a file of participating employees prior to each payroll process.  After 
each payroll process, UNF will provide FRA with a file of exemptions.  Any 
scheduled deduction not taken will need to be explained to FRA. 
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UNF will transfer all monies to the designated bank account for the State 
Deferred Compensation office. FRA will provide the State Deferred 
Compensation office with a total for all employees.  The State Deferred  
Compensation office will wire the consolidated amounts to each provider and 
each provider will credit the employee’s account. 
 
UNF will identify and develop specifications for all interfaces necessary to 
process payroll locally by July 1, 2004.  During the period July 2004 – October 
2004, any computer systems interfaces required for local payroll processing, 
including those necessary for data submissions to the Division of Retirement and 
the Division of State Group insurance, will be developed to be tested during the 
parallel testing period. 
 
Item 42. UNF contracted with SCT to provide training to HR/Payroll employees 
and managers.  This training began in September 2003 and will continue 
according to the attached schedule through the go-live date of January 2005.  
Additional training and consulting services are provided post implementation as 
well.  SCT Banner provides a web-based Employee Self Service feature that will 
allow employees to access their pay and benefits information.  UNF Controller’s 
Office and Human Resource staff will coordinate employee training of this 
feature.  
 
Item 43. UNF will continue a bi-weekly pay cycle for all employees.   
 
Item 44.  The Banner payroll module includes the computation of all federal 
income taxes, and SCT Corporation provides annual updates which include all 
required tax table changes needed to correctly compute FICA, federal 
withholding tax, earned income credit, pension plan contribution limits, and all 
other federally mandated changes to employment taxes.  Accounting for 
payments to the IRS is supported in the standard Finance implementation.  
Funds will be transmitted from UNF to the IRS as they are currently by BOSP.  
Standard Banner reports can be supplemented with custom reports to provide 
the IRS with the required information.  UNF plans to participate in training 
workshops conducted by BOSP for tax reporting, FRS reporting and NRA’s.  
UNF’s next BOSP training is scheduled for February 2004. 
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Item 45.  The verification and set-up of deductions for IRS tax levies; court-
ordered support and other garnishments will be absorbed by current Payroll 
employees, as will the notification of all legal overseers.  Due to the very low 
volume of garnishments processed for UNF employees, no additional staff is 
required at this time.  In consultation with the Bureau of State Payrolls, UNF will 
identify training needs and data requirements for a successful transition by 
March 31, 2004.  

 
Management of court-ordered support, garnishments and tax levies is included 
in the standard Banner implementation.  Disbursements to recipients of these 
funds can be accommodated with printed checks or EFT.  Standard reports can 
be supplemented with custom-programmed reports to meet the requirements of 
specific agencies. 
 
Item 46.  Existing staff in the University’s Office of Human Resources will be 
responsible for notifying all legal overseers of collection actions to initiate the 
transfer of authority and will coordinate with BOSP to ensure that all parties are 
included in the notification process. 
 
Item 47.  W-4 file data will be provided to each university by BOSP to be loaded 
in the university’s SCT Banner system.  UNF will determine if there are any 
dually employed individuals whose employer of record may currently be 
another university or state agency and request a new W-4 prior to devolution.   
UNF will coordinate with the Bureau of Accounting/CFO to assist with the 
development of direct deposit transaction data and responsibilities in securing 
this data.  
 
Item 48.  UNF has just completed its third consulting visit with the SCT Banner 
consultant and does not anticipate having its implementation/ testing timelines 
finalized until early February 2004.  The following preliminary target dates have 
been established: 
 
July 1, 2004 – request information from BOSP for Banner conversion testing 
including all those items listed in the payroll checklist including W-4 records, 
EIC W-5 records, tax reporting, miscellaneous deductions, collections, direct 
deposit, year-to-date balances, etc. 
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August 1, 2004 – test population to ensure system set up properly.  Conversion 
scripts being written and tested. 
 
September 15, 2004 – Request new file from BOSP for parallel testing. 
 
October 2004 – Request new file and continue parallel testing on monthly basis 
through December 2004. 

 
Item 49. In the unlikely event that a payroll processing failure would occur for 
the January 2005 pay date, UNF would process payroll through BOSP and 
transfer funds to state Division of Treasury to cover payroll expenses.  UNF is 
currently a member of the West Florida Payroll Consortium and processes 
payroll in that manner.  The system will continue to run past January 2005 and 
until the University is ready to cut over. 
 
In the case of implementation slippage, the university will continue to utilize 
BOSP to perform the payroll function, and can make use of the reporting 
functions available there.  If the implementation is completed, but unique 
circumstances cause a small number of payroll calculations to be in error, the 
disbursements can be intercepted and payroll calculated manually.  The 
implementation and training schedule includes testing and monitoring of payroll 
calculations until the process is proven to be accurate and consistent. 
 
Item 50. The HR Benefits manager will monitor the 403(b) limits. The SCT 
Banner system allows for a rule to be established for benefit deductions to stop 
once they have reached a predetermined limit.  This rule is established for all 
contributions to tax sheltered annuities and for medical and dependent day care 
accounts. 
 
Deferred Comp 457 contribution limits are currently managed by the State 
Deferred Compensation Office and BOSP.  UNF will be responsible for 
monitoring 457 limits post- devolution. The SCT Banner system allows for a rule 
to be established for certain benefit deductions to stop once they have reached a 
predetermined limit.  However, the State Deferred Compensation Office and/or 
BOSP will need to provide historical data for use in future limit monitoring.   

 
Banner software provides methods for establishing and maintaining deduction 
limits as governing agencies changes them. 
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Item 51.  The university is participating in joint planning with other SUS 
institutions to determine the most efficient method of communicating benefits 
information and payments to providers, and will implement and test the selected  
procedures prior to the January 2005 start date.   An SCT consulting visit to 
coordinate the payment of benefits providers and comply with reporting 
requirements is scheduled for the second and third quarter of 2004. 

 
Item 52.  Salary adjustments and cancellations - Overpayments to individuals 
shall be returned to UNF, and notification made to BOSP to adjust tax reporting.  
If necessary, reissued warrants will be covered by remitting a UNF check to 
BOSP.   Underpayments made during the interim period discovered after 
January 1 will be handled as they are now, and the correction reported in the 
2005 tax year.   
 
Item 53.  Payroll processing from July 2004 through December 2004 will continue 
as currently with the exception that the payroll file will charge all employees to 
one department number and will utilize a payroll clearing account.  UNF 
interfaces will distribute the payroll file coming back from BOSP according to 
actual funding accounts.  Beginning January 2005 UNF will replace or provide 
for all payroll-related functions currently performed in the FLAIR system, 
including but not limited to W-4 input, adjustments, on-demand payments, etc. 

 
 

8. Operating Controls 
 

Item 55.  Procedures for UNF’s payroll clearing account will include a bi-weekly 
review to ensure proper levels of cash. 

 
Item 56.  The only change in procedures in this process will be the issuance of a 
local check remitted to DOE instead of a JT. 

 
Item 57.  Reporting is an ongoing issue not only to provide the same reporting 
capabilities within the new system but also to improve on those capabilities.  
Consulting time, as well as, considerable staff time and resources has been 
devoted to ensuring this. 

 
Item 58.  UNF’s current A/R, billing, and receipting processes will not be 
changed with the implementation of Banner on 7/1/04, as this is all taking place 
in the current legacy systems outside of SAMAS. 
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Item 59.  The Vendor ID and remittance address to be used by DOE will be 
specified.  Once a banking partner decision has been made the direct deposit 
information would also be provided. 

 
Item 60.  Banner captures all necessary minority vendor information in sufficient 
detail to satisfy the One Florida Initiative. 

 
9. Data Requirements 

 
All current reporting requirements will continue to be met in the same fashion 
they are currently.  Staffs from the Institutional Research Office, Budget Office, 
Controller’s Office, and Department of Information Technology, as well as, 
consultants from SCT, and other SCT Banner schools are jointly involved in 
working on this issue. 

 
Specifications have been provided to SCT from the Banner universities to see if a 
joint venture to provide the reporting capabilities is feasible.  This report and/or 
proposal are expected this fall. 

 
This solution would include development, testing, and implementation 
throughout the spring and summer of 2004. 
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Appendix C – Pending Letters and Authorizations 
 

To be submitted as testing, review, and verification is performed 
 
Checklist Item 1, 68:   
Provide a letter from the University Inspector General that the system being 
implemented contains adequate internal controls, the implementation 
methodology provides adequate separation of duties and will be able to provide 
BOE with the data required by the Legislature.   Note:  This first required letter 
was forwarded separately on December 17. 
  
Provide certification from IG during the last full week of June 2004 that the 
system components, as implemented, contain adequate internal controls and 
processing controls are functioning as required. 
 
Provide certification from IG during the week prior to transition to the 
University’s payroll system that the system components, as implemented, 
contain adequate internal controls and processing controls are functioning as 
required. 
 
Post implementation plans for the IG to ensure the systems are achieving their 
desired results will be provided. 
 
Checklist Item 3 
A final, detailed file of transition plan major milestones with target dates for 
completion will be provided when finalized by SCT consultants. Current 
schedule is: 

• Turn security on, begin testing all major modules  January 2004 
Including general ledger, purchasing, fixed assets, 
grants   

• Preliminary testing (in training environment)   January-March 2004 
• Migration to pre-production database (testing)      March 2004 
• Final detailed testing all major modules and 

processes            March–May 2004 
• Final run through and migration to production         June 2004 
• Migration               April-May 2004 
• Development & testing of all interfaces, including 

payroll and accounts receivable    January-March 2004 
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Appendix C – Pending Letters and Authorizations 
 

To be submitted as testing, review, and verification is performed 
 

 
Checklist Item 7/8 
Notification will be provided by May 15, 2004 of the University’s intent to 
deposit funds in a SPIA account.  UNF will also provide the CFO with 
appropriate direct deposit authorization forms for periodic distribution of 
appropriated funds if necessary. 
  
Checklist Item 9 
 
The name of the University custodian designated to receive and secure the direct 
deposit authorization data for employees and vendors will be provided when 
appointed. 
 
Checklist Item 54 
 
Forward final approval by the University Board of Trustees will be forwarded.  
The date will depend on when the University receives approval from DFS.  A 
University board member from the Finance and Audit Committee who is 
knowledgeable in the field is meeting with the Steering Committee so that the 
Board can be comfortable that controls are in place and the implementation is on 
schedule.   
 
The Board’s meetings have been set for 2004 and it appears that the most likely 
scenario is to take the plan to the Finance and Audit Committee at their February 
24, 2004 meeting so that they can then bring it to the full board at its March 18, 
2004 meeting.  
 
Other 
 
Since student fees paid for the Summer Term 2004 are not part of the 2003-2004 
operating budget but are part of the 2004-2005 operating budget, UNF would 
like permission to retain the summer payments in its local bank account. 
 
   

 
 23 



SUS Transition Plan Checklist 
As of 09/15/2003 

 
 

GENERAL TRANSITION REQUIREMENTS ............................................................................ 1 

ACCOUNTING AND FINANCIAL REPORTING...................................................................... 2 
Accounting Transactions ........................................................................................................ 2 
Consolidated Equipment Financing Program ......................................................................... 2 
Direct Deposit of Funds ............................................................................................................. 3 

TREASURY ISSUES ..................................................................................................................... 4 
General Cash Management Issues .......................................................................................... 4 
Liquidation of Investments ......................................................................................................... 4 

ACCOUNTS PAYABLE ................................................................................................................ 5 
Voucher Processing ................................................................................................................... 5 
EDI .......................................................................................................................................... 5 
Purchasing Card ........................................................................................................................ 5 

PAYROLL....................................................................................................................................... 7 
Interim Payroll Processing ......................................................................................................... 7 
Payroll Processing ..................................................................................................................... 7 

DATE OF BOARD OF TRUSTEES’ APPROVAL ..................................................................... 9 

DEPARTMENT OF EDUCATION REQUIREMENTS ............................................................. 9 
Operating Controls .................................................................................................................... 9 
Data Requirements .................................................................................................................. 10 

 
 
 
In general, the page numbers appear to be wrong.  

BOT 1-15-04 Agenda Item 7 UNF SUS Transition Plan Checklist 09-15-03 Revised - Comments Attachment i 11/8/2013 



SUS Transition Plan Checklist 
As of 09/15/2003 

 

GENERAL TRANSITION REQUIREMENTS 
Item Cross Reference to Plan 

1. University Inspector General to provide written certifications over 
the course of the University’s transition from FLAIR, as follows: 
• With the submission of the Transition Plan to the Chief 

Financial Officer (CFO) of the state, certify that the various 
system components being implemented contain adequate 
internal controls, the implementation methodology provides 
adequate separation of duties and that the components will be 
able to provide BOE with the data required by the Legislature. 

• During the last full week of June preceding the July 1 
transition, certify that the system components, as 
implemented, contain adequate internal controls and 
processing controls are functioning as required. 

• During the week prior to transition to the University payroll 
system, certify that the system components, as implemented, 
contain adequate internal controls and processing controls are 
functioning as required. This may be combined with the 
second letter if the transition is occurring at the same time. 

Appendix C  
Page 22 – First letter 
submitted separately 
 

2. There are several documents included by reference that provide 
additional details and specific time schedules for some functions. 
These documents include, but are not limited to, the team 
documents for Accounting and Financial Reporting, Payables, 
and Payroll; the Cash out Checklist; Distribution of State Funds; 
BOSP Payroll Processing Requirements for July 1, 2003 through 
December 31, 2003, (Originally issued in June, 2003 and posted 
on the ICOFA website; this document will be updated for each of 
the other universities); and Payroll Clearing Account 
Requirements. Each of these documents will be posted on the 
ICOFA website, which is 
http://www.icofa.org/Business/Team_Reports.asp. 

Noted and 
incorporated 

BOT 1-15-04 Agenda Item 7 UNF SUS Transition Plan Checklist 09-15-03 Revised - Comments Attachment 1
 11/08/2013 



SUS Transition Plan Checklist 
As of 09/15/2003 

 

GENERAL TRANSITION REQUIREMENTS 
Item Cross Reference to Plan 

3. Each university and the CFO will appoint respective devolution 
coordinators who will serve as the primary contacts between the 
two organizations during the transition process. Each university 
will provide its CFO coordinator with a file of transition plan 
major milestones with target dates for completion. The file should 
be in the general form of a PERC chart or similar information in 
spreadsheet format and is  due two weeks after the submission of 
the draft Transition Plan to the CFO on November 1, 2003. The 
university Transition Coordinator must be designated by this 
time. Each university coordinator will provide the CFO 
coordinator with a status report for these major milestones and an 
explanation of any deviation from the target dates as required 
through the remaining period of the transition until transition 
from the state accounting system is completed. The interval will 
vary as the transition date approaches.  

Narrative 
Pages 6-7 
#7 
Need timeline 
estimate for test and 
production Banner 
installation. 
 
Appendix A 
Pages 11-12 
 
Appendix C 
Page 22 
#33 
Cannot locate 
response. 

 

ACCOUNTING AND FINANCIAL REPORTING 
Item Cross Reference to Plan 

ACCOUNTING TRANSACTIONS 
4. The dates on which universities will cease various accounting 

transactions within FLAIR, including deposits and originating or 
accepting Journal Transfers of all types will be set forth in 
Distribution of State Funds document referred to in item 2 above. 

Appendix A 
Pages 11-12 
#’s 5-13 

CONSOLIDATED EQUIPMENT FINANCING PROGRAM 
5. Provide estimated dollar amounts for new items to be financed 

through the Consolidated Equipment Financing Plan of the CFO. 
Appendix B 
Page 15, #7 

6. Establish Direct Deposit with the CEFP financing institution. 
Provide the CFO, CEFP Section with a fax or electronic 
transmission that is the equivalent of a remittance advice for each 
payment made directly to the financing institution, currently Bank 
of America Leasing. The information must include the payment 
effective date, amount and the CEFP Financing Contract Number. 

Appendix B 
Page 15 
# 7 
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ACCOUNTING AND FINANCIAL REPORTING 
Item Cross Reference to Plan 

DIRECT DEPOSIT OF FUNDS 
7. Advise the CFO, Direct Deposit Section; by May 15, 2004 

whether the university will be depositing any already invested 
funds to a Special Purpose Investment Account (SPIA) under the 
CFO’s contract. Direct deposit to a SPIA will be established by 
the CFO to handle these accounts using a special Taxpayer ID 
Number. The special Taxpayer ID Number will be provided to the 
University. The University enters the details of the deposit 
distribution into the Division of Treasury’s system on the day of 
deposit. 

Appendix A 
Page 11 
# 6 
 
Appendix B 
Page 13 
#2 

8. Provide the CFO with appropriate direct deposit authorization 
forms to establish deposit for the periodic distribution of 
appropriated funds from BOE. No form is required if the 
University will have the funds deposited to a SPIA and one was 
established in item 7 above. The CFO will establish the direct 
deposit authorization to a SPIA if one was not established in 
item 7. 

Appendix A 
Page 11 
#6 

9. The legislation allowing the CFO to provide each university with 
Direct Deposit Authorization data for its employees and vendors 
for 2003 was put into the GAA Implementing Bill and will expire 
June 30, 2004. New legislation will be required for the 2004-05 
period. 
Provide to the CFO Transition Coordinator in writing, by June 1, 
2004, the name of the custodian the University designates to 
receive and secure the electronic data to be provided by the CFO, 
Direct Deposit Section. 

Appendix A 
Page 11 
#2 
 
Appendix B 
Page 13 
#3 

10. Direct Deposit disbursement transactions returned to the CFO 
after a university has left FLAIR in July or payroll in January will 
be disbursed to the payee by a check drawn on the DFS Returns 
Account. Only a transaction which was disbursed to the wrong 
party or which should not have been disbursed will be cancelled. 
Each university will be responsible for designating in writing, by 
June 30, 2004 a contact in the event that an expense payment is 
returned. 

Appendix B 
Page 13 
#3 
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TREASURY ISSUES 
Item Cross Reference to Plan 

GENERAL CASH MANAGEMENT ISSUES 
11. Address the action the University wants taken on investments in 

the Treasurer’s Investment Pool and cash in the State Treasury.  
Provide the University’s timeline and procedures for the 
liquidation of investments and cash from the State Treasury.  The 
plan needs to address where the funds will be located after they 
are disbursed from the Treasury, i.e., the Treasurer’s Special 
Purpose Investment Account (SPIA), local bank accounts, etc. 
The liquidation of investments and will occur in accordance with 
the dates and procedures set forth in the SUS Clearing EOY Cash 
From University Accounts document that is a binding part of this 
checklist. The final version will be issued in May 2004. 

Appendix A 
Page 11 
#6, #8 
 
Appendix B 
Page 13 
#2 
 

12. If the University needs to establish new SPIA accounts with the 
Treasury, this must be accomplished at least one month prior to 
the movement of funds to the SPIA account.  Please address this 
issue in the timeline mentioned in item 3 above. 

Appendix A 
Page 11 
#6, #8 

13. Provide a date(s) certain on which all further deposits by 
Universities (other than deposits to cover payrolls after the 
devolution) to the State Treasury will cease including clearing 
account transfers and letter of credit draws. 

Appendix A 
Page 11 
#11 

14. Address the action the University wants taken on DIRECT 
DEPOSIT transactions sent to the Treasury from a source outside 
state government, e.g. grants, in error after the University has 
devolved.  The recommended action is to credit the deposit to the 
University’s devolution clearing fund and then disburse the funds 
to the University. 

Appendix B 
Page 13 
#3 

LIQUIDATION OF INVESTMENTS 
15. Provide a date certain by which the University will have notified 

the Chief Financial Officer (CFO) of the State which accounts 
will be remitted to the University local funds and which will be 
transferred to SPIA accounts. 

Appendix A 
Page 11 
#6 

16. The liquidation of investments will occur in accordance with the 
dates and procedures set forth in the SUS Clearing EOY Cash 
From University Accounts document that is a binding part of this 
checklist. The final version will be issued in May 2004. 

Currently Appendix A 
Page 121 
#13 
Wwill update as plan is 
updated 
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ACCOUNTS PAYABLE 
Item Cross Reference to Plan 
VOUCHER PROCESSING 

17. A date certain to transition off of FLAIR for voucher processing 
will be contained in the Distribution of State Funds document. 

Appendix A 
Page 11, #10 

18.  Certify that procedures will be in place either systematically or 
manually for processing IRS and DOR levies. 

Appendix B 
Page 14, #4 

19. Identify the last date travel advances are to be processed by 
FLAIR. (It is recommended that no travel advances be processed 
within three months of transitioning off of FLAIR in order to 
allow adequate time for settling the advance.) 

Appendix A 
Page 11 
#5 

20. Provide information identifying the prompt payment policy the 
university intends to establish for its accounts payable once the 
transition off of FLAIR Accounting has occurred. 

Appendix B 
Page 14 
#4 

21. Confirm whether your ERP system can set up multiple Direct 
Deposit Authorizations to alleviate the problem of travel 
payments made during the six months after the University 
devolves from FLAIR but prior to devolving from payroll. 

Appendix B 
Page 14 
#5 

EDI 
22. Identify whether your university processes vendor payments 

through invoice tracking (EDI).  If your agency processes EDI 
invoices, answer items 23, 24, and 25 below. 

No 

23. Identify the last date that vendors participating in EDI invoicing 
will transmit invoices electronically.  (This date should be at least 
three months prior to transition off of FLAIR to allow adequate 
time to process outstanding invoices.) 

N/A 

24. Identify last date that all invoices will be cleared from the 
approval queues.  (This date should be at least one month prior to 
transition off of FLAIR.) 

N/A 

25. Identify a date certain that all trade account records will be placed 
in a “D” status. (This date should be at least one month prior to 
transition off of FLAIR.) 

N/A 
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ACCOUNTS PAYABLE 
Item Cross Reference to Plan 

PURCHASING CARD 
26. Identify how the University plans to devolve from the State of 

Florida Purchasing Card (PCard) Program by indicating which 
option you have chosen (1, 2 or 3).  The options are detailed in 
the Accounts Payable Devolution Team document. 

Option 1 is chosen, but the narrative indicates UNF is in the process 
of choosing a banking partner and will have a PCard Program.  We 
need clarification whether their program will start before July 1, 
2004.  If it will start before July 1, 2004, the option then is Option 2 
and UNF should answer questions 27, 28, and 29. 

Option 1 
Appendix B 
Page 14 14 
#6  (New card not  
implemented until  
7/1/04) 

27. If option 2 or 3 is chosen, provide a date certain by which the 
University will start a “local government/participating entity” 
program using the State of Florida PCard Program contract. 

N/A 

28. If option 2 or 3 is chosen, address whether state funds will be 
necessary for the University’s local account, and identify when 
the funds will be needed and the amount. 

N/A 

29. If option 2 or 3 is chosen, address the method contained in the 
Accounts Payable Devolution Team document that the University 
intends to use to record PCard transactions back into FLAIR. 

N/A 

30. The devolution from the State of Florida PCard Program requires 
the University PCard Administrator to close all cardholder 
accounts and the University corporate account in the Purchasing 
Card Module (PCM) by 3/31/04, for devolution fiscal year 03-04.  
Provide the University’s procedures and timeline for 
accomplishing this requirement by the specified deadline.   

Appendix A 
Page 11 11 
#3 

31. All PCard transactions (debits, credits, whether disapproved or 
disputed) must be processed for payment through the PCM by 
6/21/04, for devolution fiscal year 03-04.  Provide the 
University’s procedures and timeline for accomplishing this 
requirement by the specified deadline. 

 

Appendix A 
Page 11 11 
# 4 
 
Appendix B 
Ppage 14-15  
# 6 

32. If you do not process and pay in full all outstanding PCard 
transactions by 6/21/04, for devolution fiscal year 03-04, the 
Department of Financial Services will exercise its authority to 
settle and approve these transactions, pursuant to Section 17.03, 
Florida Statutes.  This would involve overriding any transactions 
that result in a negative status.  The transactions will be processed 
using the default account referenced on the card record.  Provide 
the University’s procedures for avoiding negative status 
transactions from occurring. 

Appendix B 
Pages 143 - 154 
#3 6 
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ACCOUNTS PAYABLE 
Item Cross Reference to Plan 

33. Prior to the liquidation process to remove University funds from 
the Treasury, all PCard transactions must be paid and settled if 
overridden.  Provide the University’s procedures and timeline for 
settling any applicable negative PCard transactions. 

Appendix B 
Pages 143 -154-15 
#6 

34. The University PCard Administrator must close all PCM records 
(such as: processing groups, merchant category code groups, 
approvers, administrative units, persons, etc) by 6/30/04, for 
devolution fiscal year 03-04.  There is a specific sequence of 
events for closing these records to avoid system errors.  Provide 
the University’s procedures and timeline for accomplishing this 
requirement by the specified deadline. 

 

Appendix B 
Pages 14 -15-15 
#6 
Also Appendix A Page 
11 #9. 

35. PCard reports in the Report Distribution System (RDS) must be 
stopped by 7/30/04, for devolution fiscal year 03-04.  Provide the 
date certain by which the University will stop the PCard RDS 
reports. 

Appendix B A 
Pages 14-15 12 
#6 14 
 

36. Access control to the PCM (the system function “CD”) must be 
removed by 6/30/04, for devolution fiscal year 03-04.  Provide the 
University’s procedures and timeline for removing access control 
to CD from all applicable University users. 

Appendix B A 
Pages 14-15 120 
#12 

 

PAYROLL 
Item Cross Reference to Plan 

INTERIM PAYROLL PROCESSING 
37. Identify any assistance or special enhancements needed from the 

Bureau of State Payrolls for the interim period of payroll 
processing that follows withdrawal from the state accounting 
system. 

Appendix B 
Page 16 
#37 (continued) 

38. Address intent to maintain adequate working balance in the 
respective payroll clearing account (disbursement category 
31440) pursuant to BOSP-provided requirements contained in the 
documents listed in item 2 above. 

Appendix B 
Page 16 
#38 
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PAYROLL 
Item Cross Reference to Plan 

 PAYROLL PROCESSING 
39. Address intent to transition administration of employee benefits, 

including but not limited to State group insurance, Workers’ 
Compensation, Unemployment Compensation, Deferred 
Compensation (IRC 457), and Florida Retirement System plans, 
including the Optional Retirement Program, Pretax 
Parking/Transportation (IRC 132), and other local (not state 
administered) pretax programs. 

Appendix B 
Page 16 
#39 

40. Indicate whether your university has filed the “Adoption of State 
of Florida Salary Reduction Cafeteria Plan” document, with the 
Department of Management Services. 

Appendix B 
Page 16 
#40 

41. Address plans to replace or provide alternate processes for 
existing interfaces, including but not limited to the following data 
files: Deferred Compensation Authorizations, Tax Shelter 
Authorizations, Retirement Authorizations, and Insurance 
Authorizations. 

Appendix B 
Pages 16-17 
#41 
 

42. Identify training needed from BOSP for University Information 
Systems Staff, Tax Reporting Staff, and Personnel/Payroll Staff.  

Appendix B 
Page 17, #44 

43. Provide a statement of supported pay cycles and if they deviate 
from what has been historically in place, a brief example of 
intended pay periods and plans to coordinate changes with the 
applicable interface partners.  

Appendix B 
Page 17 
#43 

44. Plan should provide for staffing, implementing, reporting and 
remitting of taxes, as well as employee and/or employer 
contributions to the appropriate federal, state and local entities; 
and third party administrators, where applicable. 

Appendix B 
Page 17 
#44 

45. Plan should provide for staffing, implementing, processing, and 
remitting all Collections Types i.e., Bankruptcy cases, Court 
Ordered Support (Child Support, Dependent Support, Spousal 
Support), Employee Deduction Agreements, Federal Student 
loans, Federal Wage Garnishment orders, Tax Levies, and Wage 
Garnishment orders. 

Appendix B 
Page 18 
#45 

46. Address intent to notify all legal overseers of collection actions, 
to initiate transfer of authority. 

Appendix B 
Page 187, #46 

47. Address intent to obtain new Employee’s Withholding Allowance 
Certificate (W-4 forms) for all employees; to adhere to applicable 
retention schedules; and to monitor/control expiration date for 
exempt status W-4 records, Earned Income Credit (EIC) W-5 
records, and excluded employment status W-4 records (including, 
but not limited to non-resident aliens). 

Appendix B 
Page 187 
#47 
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SUS Transition Plan Checklist 
As of 09/15/2003 

 

PAYROLL 
Item Cross Reference to Plan 

48. Plan should include target dates and data sources for testing and 
loading and/or inputting production data into new system, 
including but not limited to, W-4 Files, tax reporting, 
miscellaneous deductions, Collections, Direct Deposit, and year 
to date balances, etc. 

Appendix A 
Page 12 
#15-18 
 
Appendix B 
Pages 18-19, #48 

49. Address intent to establish contingency plans for Payroll 
Software, Payroll Hardware, and Fulfillment of Contract 
Requirements (implementation slippage). 

Appendix B 
Page 19 
#49 

50. Plan should provide for staffing and implementing Limit 
Monitoring for: Social Security Wage Maximum, Deferred 
Compensation 457, and Tax Sheltered Annuities 403(b).  Also 
indicate intent to coordinate with the Division of Retirement and 
State Board of Administration’s third party administrator 
(CitiStreet) with respect to the Optional Retirement Program and 
FRS Investment Plan monitoring activity for which coordination 
is required.  

Appendix B 
Page 19 
#50 

51. Provide target dates for testing interfaces and data feeds with 
vendors and agencies that currently receive university reports and 
data from the State Payroll System. 

Appendix A 
Page 12 
#15-18 
 
Appendix B 
Page 2019, #51 

52. Address intent to report to the Bureau of State Payrolls those 
adjustments to wages and other income paid through the State 
Payroll System for the 3 calendar years following the year in 
which the payments were made. 

Appendix B 
Page 20 
#52 

53. Address intent to replace or provide for all payroll-related 
functions currently performed in the FLAIR system, including but 
not limited to W-4 input, adjustments, on-demand payments, etc.  

Appendix B 
Page 20 
#53 

 

DATE OF BOARD OF TRUSTEES’ APPROVAL 
Item Cross Reference to Plan 

54. Provide the date of the Board of Trustees’ meeting at which it is 
expected final approval of the transition plan will be obtained. 

Appendix C 
Page 23, #54 

 

DEPARTMENT OF EDUCATION REQUIREMENTS 
Item Cross Reference to Plan 
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SUS Transition Plan Checklist 
As of 09/15/2003 

 
OPERATING CONTROLS 

55. The plan should specify its procedures for management of its 
payroll clearing account at the Department of Financial Services.  

Appendix B 
Page 20, #55 

56. The plan should specify the procedures whereby required 
transmittals of capital improvement fees and building fees are to 
be regularly transmitted to DOE. 

Appendix B 
Page 20 
#56 

57. Accounting and Financial Reporting.  Available reports should be 
specified in detail sufficient to indicate that all basic accounting, 
financial reporting and budgetary requirements will be met by the 
new system.   

Appendix B 
Page 20 
#57 

58. Accounts Receivable/Billing/Receipts should be addressed by the 
plan with the same level of detail as Accounts Payable. 

Appendix B 
Page 20, #58 

59. The Vendor ID and remittance address to be used by the 
Department of Education in making future transmittals must be 
specified, as well as whether these transmittals are to be via direct 
deposit or hard-copy warrant. 

Appendix B 
Page 21 
#59 

60. The plan should indicate that reporting is sufficient to satisfy the 
requirements of the One Florida Initiative, as administered by the 
Office of Supplier Diversity. 

Appendix B 
Page 21 
#60 

DATA REQUIREMENTS 
61. Operating Budgets (OB), Salary Category Detail File (SCDF) and 

Expenditure Analysis (EA) data requirements: 
Appendix B 
Page 21, #9 

• Specify when testing will begin and end to ensure that all data 
used to generate these files is captured. 

Narrative Page 78 
Appendix C 
Page 22, #3 

• Specify that reports will be generated that mimic OB and EA 
reports. 

Narrative 
Page 8, #9 

• Specify that data be generated to support the following OB 
reports: 
a. Exhibit B 
b. Exhibit C 
c. Exhibit D 
d. Exhibit E 
e. Exhibit F 
f. Schedule 1 (if applicable) 
g. Schedule 1A 
h. Schedule III 

Narrative 
Page 8 
#9 

• Crosswalks between the new financial systems and the OB, 
SCDF, and EA data elements in the appropriate software 
should be developed.  

Narrative 
Page 8 
#9 

• Please indicate how appropriate university budget staff will be 
involved in the testing and implementation of the new 
financial systems.  Specify the contingency plan to provide 
the appropriate OB, SCDF, and EA data through the existing 

Narrative 
Page 8 
#9 
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SUS Transition Plan Checklist 
As of 09/15/2003 

 
DOE software if there are glitches as the financial transition 
takes place. 

68. The plan should specify the post-implementation monitoring 
activities scheduled (by your IG, etc.) to ensure systems are 
achieving their desired results. 

Appendix C 
Page 32 
#68 
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