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INSTITUTIONAL GOALS (Check all that apply to your department): 
 FORMCHECKBOX 

Quality freshman and sophomore level courses in arts and sciences which parallel the lower division offerings of four-year colleges and universities.

 FORMCHECKBOX 

Quality technical programs leading directly to careers in semi-skilled and skilled occupations, and quality technical education programs up to two years in length leading to certificates and associate degrees.

 FORMCHECKBOX 
 
Quality, flexible and responsive continuing workforce education programs, community education programs, and community service programs for occupational and entrepreneurial skills enhancement and/or cultural enrichment.

 FORMCHECKBOX 

Assistance to students in achieving their educational goals by making available quality student and educational support services.

 FORMCHECKBOX 

Quality programs and services in support of adult literacy and basic skills development as a means of workforce enhancements and expanding access to higher education.

 FORMCHECKBOX 
 
A systematic, broad-based planning, research, and evaluation process, the ongoing pursuit of institutional effectiveness and continuous improvement among programs, services and personnel.

 FORMCHECKBOX 
 
A qualified, competent faculty, staff and administration who are dedicated to carrying out the role, scope and mission of the institution as adopted by the Board.

 FORMCHECKBOX 

Adequate physical and financial resources to accomplish the role, scope and mission of the institution.

 FORMCHECKBOX 
 
A quality general education curriculum in all associate degree programs.



DEPARTMENTAL PURPOSE STATEMENT (Please write a broad statement that describes the overall role of your department as it relates to the institutional mission and goals):  

Administrative Services is responsible for the support functions in the areas of information services (technology), facilities master planning, and purchasing.  Administrative Services also implements, evaluates, and oversees the College Safety Plan and Records Management.



	Departmental Objective

(What specifically do you want to achieve this year?)
	Link to Strategic Plan
	Implementation/ Action Steps

(How are you going to 

do it?)
	Evaluation Methods &
Assessment Criteria
(How will this be assessed?)


	Assessment Results
(Findings)
	Use of Results

(Modifications,
Improvements,
Accomplishments)



	1.  Continue centralizing college contracting and purchasing to ensure compliance and efficiency.

	6B
	1.  Assume wider bid solicitation and bid award responsibility. 
	Method: 1.  Identify offices who are currently conducting bid solicitation and shift that responsibility to Administrative Services.
Criteria: Administrative Services will solicit 50% of the NCTC bids.
	1.  Centralized contracting duties remained in Administrative Services.  However, purchasing was transferred to financial services.  Administrative services solicited 80% of the bids and provided assistance on many of the remaining bids.
	1.  Administrative Services will continue to solicit most of the bids, as well as advise as needed.

	Departmental Objective

(What specifically do you want to achieve this year?)
	Link to Strategic Plan
	Implementation/ Action Steps

(How are you going to 

do it?)
	Evaluation Methods & Assessment Criteria
(How will this be assessed?)


	Assessment Results
(Findings)
	Use of Results

(Modifications,
Improvements,
Accomplishments)



	2.  Publish Purchasing Guidelines for the NCTC User
	6B
	2.  Update the purchasing procedures in the Business Procedures Manual and then prepare and distribute a Purchasing Handbook to NCTC users.
	Method: 2.  Verify that the purchasing procedures in the manual were updated and that the handbook was prepared and distributed 
Criteria: 2.  100% completion of both tasks
	2.  Administrative Services submitted re-vised purchasing procedures to the Business Office for its next update.  However, due to loss of personnel and realignment of duties, the Business Procedures Manual was not published and distributed in 2007-2008.
	2.  Administrative Services will continue to work with Financial Services, as needed; however, now that Financial Services has assumed responsilibity for purchasing, this objective will be better monitored by Financial Services.


	3.  Ensure compliance with formal and informal bid solicitation and award criteria. 

	6B
	3.  Work with end user to prepare specifications; determine estimated cost of project; advertise projects over $10,000; review bid submissions to ensure they qualify; and award bid to vendor with best value to the college. 
	Method: 3.  Review sampling of bids to ensure proper procedures were followed in advertising, evaluating bids, and award of bids.
Criteria: 3.  100% compliance with bid procedures.
	3.  Administrative Services ensured that it followed the proper procedures for bids.  During the audit of 2006-07 bids in November 2007, no errors were noted and no comments provided.  Guidance provided to other departments also ensured compliance with bidding procedures.
	3.  Continue to ensure bidding procedures are followed.


Please list your department’s major accomplishments for the year (this section should be completed at the same time as Columns 5-6):


Consolidated contracts into a central location.  Reviewed each contract for currency.  Updated expired contracts.  Identified contracts that were improperly signed and obtained the required President's signature.  Completed courses and examinations offered at the Texas Building and Procurement Commission; designated as a Certified Texas Purchaser (CTP) and a Certified Texas Procurement Manger (CTPM).  Updated purchasing procedures in the Business Procedures Manual.  Ensured compliance with formal and informal bid solication and award criteria for 2006-2007.

Additional Resources Needed (if any ─ include equipment, personnel, operational):  
For 2008-2009 - In order to assume 100% responsibility for a centralized Purchasing Department within the college, an additional staff member at $20,000 is needed.  In addiiton, $3,000 is needed for office furniture, filing cabinet, IP phone, and computer for the new staff member.
MISSION STATEMENT:  North Central Texas College is a two-year comprehensive community college primarily serving residents of Cooke, Denton, and Montague counties by offering technical and academic courses for certification or associate degrees; continuing education; remedial and compensatory education consistent with open-admissions policies; and programs of counseling and guidance.  The College insists on excellence in all academic areas, instruction and public service.
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