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Overview

STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

1. All employees in my department are aware of

and know where to locate the UTA Standards of

Standards of Conduct Guide
www.uta.edu/compliance/pdf/conduct gui de.pdf

Conduct Guide.

Encourage employees to read and stay
familiar with the Standards of Conduct
Guide.

Encourage employees to bring questions
or observations of unethical activity to
their supervisor.

Provide new employees with an
orientation regarding their duties
and responsibilities.

Inform employees that they can
report suspected issues of non-
compliance anonymously through
the Ethics Hotline 1-877-507-7314.
More information about the hotline
is available at
www.uta.edu/compliance.

2.

Employees in my department have completed
the compliance training modules assigned to
them.

Compliance Training Website (Blackboard)
https://elearn.uta.edu

Emphasize the importance of completing the
online compliance training. Employees are
notified via email when training has been
assigned and will be given a deadline to
complete the training. Supervisors and Vice
Presidents are also notified. Net IDs are
deactivated if training is not completed prior to
the deadline.

New employee compliance training is
released weekly.

Continuing employees complete their
training annually, generally in
October/November.

Student employees are also required to
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STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

complete compliance training.

3. lam aware that it is important to have Unit Effectiveness Process Website e Define department/unit purpose statement.

measurable written goals and objectives for http://www.uta.edu/irp/unit _effectiveness plans/ue

my department. p.htm e Define department/unit core functions
and/or student competencies for each
degree offered.

e Develop the Department/Unit Assessment

Plan for Administrative or Student Learning
Outcomes.

4. |am aware that it is important to have Departmental Policies and Procedures e Identify critical operations.
written procedures for critical Manual Template
systems/processes in my http://www.uta.edu/compliance/department- e Develop written procedures and review
department. manuals and update them annually.

5. lam aware that the Chief Legal Officer and Procedure 13-1 Access to Records e Each employee should know that a written
University Attorney is the Officer for Public http://www.uta.edu/policy/procedures/13-1 request for documents must be relayed
Information at UT Arlington. immediately to the Chief Legal Officer and

UTS 139 — Texas Public Information Act University Attorney for handling. Employees
https://www.utsystem.edu/sites/policy- receiving verbal inquiries about records
library/policies/uts-139-compliance-texas-public- should also direct those inquiries to the Chief
information-act Legal Officer and University Attorney.
Open Records
http://www.utsystem.edu/openrecords
Texas Government Code, Chapter 552, Public
Information
http://www.statutes.legis.state.tx.us/Docs/GV/ht
m/GV.552.htm
6. | will notify the Office of Internal Audit e The Office of Internal Audit can be

when any external agency proposes to
audit a specific contract, grant or
department activity.

reached at 817-272-0150 or
www.uta.edu/internalaudit.
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STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

Ethics and Conflicts of Interest

7. lunderstand that I shall not ask or expect A Standards of Conduct Guide for Employees As a public servant, you have a responsibility
an employee to do anything that is in to act as a good steward to the people of
conflict with the law, UT System policy, http://www.uta.edu/compliance/pdf/conduct guide. Texas in the performance of your official
or UTA policies and procedures. pdf duties.

UT System, Office of General Counsel, Ethics Website Management personnel are expected to be
role models for ethical behavior in their

https://www.utsystem.edu/offices/systemwide- department.

compliance/ethics

8. Employeesin my department are aware that Handbook of Operating Procedures, Section 5-508, As a UTA employee, your first responsibility is
conflicts of interest and conflicts of Conflicts of Interest, Conflicts of Commitment, and to the University of Texas at Arlington and the
commitment should be avoided in all Outside Activities Policy University of Texas System.
instances of outside or dual employment.

http://www.uta.edu/policy/hop/adm/5/508 The term “employees” includes all
administrative officers, faculty, classified and
non-classified staff, professional personnel,
and student employees.

9. Employees in my department are encouraged | Handbook of Operating Procedures, Section 5-508, Employees may also contact University
to discuss any potential conflicts of interest Conflicts of Interest, Conflicts of Commitment, and Compliance Services with any conflict of
and conflicts of commitment with their Outside Activities Policy interest questions at 817-272-2080.
supervisor. http://www.uta.edu/policy/hop/adm/5/508

UTS180 — Conflicts of Interest, Conflicts of
Commitment and Outside Activities
http://www.utsystem.edu/sites/utsfiles/policies/uts/
uts180.pdf
UT System, Office of General Counsel, Ethics Website
https://www.utsystem.edu/offices/systemwide-
compliance/ethics
10. Employees in my n my department are aware Handbook of Operating Procedures, Section 5-508, You may not use UTA resources (including

that, they must request approval through
their department chair/head by completing
the required information in the Request
Approval section of the Outside Activity Portal

Conflicts of Interest, Conflicts of Commitment, and
Outside Activities Policy
http://www.uta.edu/policy/hop/adm/5/508

stationery or business address) in connection
with any outside employment.

The Outside Activity Portal (the Portal) is
located at http://outsideactivity.utsystem.edu
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STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

prior to any outside board service or outside
employment.

You will use your Net ID and password to log
into the Portal. You will click on “Request
Approval” near the top left and complete the
required information. Once the information
has been successfully entered, you will route
the form to your Department chair/head for
approval.

For policy questions, contact University
Compliance Services by emailing
compliance@uta.edu or calling 817-272-2080
with policy questions.

For technical questions, please click “Help
and Support” within the application and
complete the required information on the
Support Request Form. You may also call 1-
855-488-3274 from 9 am to 5 pm Monday —
Friday.

11. | am aware that employees that employees

involved in procurement activities and
contract management includes any UTA
employee who makes decisions or
recommendations regarding contract terms
or conditions of a contract; who is awarded a
contract; preparation of a solicitation for a
contract; or evaluation of a bid or a proposal.
This applies to procurement activities
regarding purchases of $15,000 or more.

Handbook of Operating Procedures, Section 5-508,
Conflicts of Interest Policy
https://www.uta.edu/policy/hop/5-508

For competitive procurements, any employee
serving on an evaluation committee for bids
or proposals will be required to sign a “Non-
Conflict of Interest Statement” prior to
serving on the evaluation committee. This
statement affirms that the employee, nor any
immediate family member, has no financial
or personal interest in any of the firms that
have submitted bids or proposals. In addition,
it affirms that no other potential conflicts
exist which may bias the employee’s
evaluation of the bid or proposal.

For non-competitive procurements (e.g. “sole
source”), both the requesting employee as
well as the Dean/Chair/Business Officer of
the requester’s department or business unit

Page 4 — University of Texas at Arlington Management Leadership Tool



mailto:compliance@uta.edu
https://www.uta.edu/policy/hop/5-508

STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

sign a similar statement on the Exclusive
Acquisition Form (Form 4-24) that must be
submitted and reviewed by Procurement
Services prior to the purchase being made.
This statement affirms that they have not
received, nor will receive, any financial
compensation, gift, loan, gratuity, special
favor, trip, or any other type of consideration
in return for making the purchase.

12.

Employees in my department are aware that
they should cooperate fully with all University
inquiries or investigations related to any
suspected violations of the laws of the State
of Texas, Rules and Regulations of the
University of Texas System, and/or the
policies of the University of Texas at Arlington
or any laws, rules, regulations, or policies
affecting the operation of the University.

13.

| am aware that UTA has a legal obligation to
protect the privacy of students and the
confidentiality of student records.

UTA HOP 13-1100 Educational Records
https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

UTS 139 — Texas Public Information Act
https://www.utsystem.edu/sites/policy-
library/policies/uts-139-compliance-texas-public-
information-act

Texas Government Code, Chapter 552, Texas Public
Information Act
http://www.statutes.legis.state.tx.us/Docs/GV/htm/
GV.552.htm

Texas Government Code, Section 559.003, Right to

UTA faculty and staff are encouraged to use
the greatest precautions in communicating
with students regarding their grades and
other protected academic data.

A Student should access his/her grades and
other academic data through self-service in
MyMav (http://www.uta.edu/mymav).

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.
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STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

Notice about Certain Information Laws and Practices
http://www.statutes.legis.state.tx.us/Docs/GV/htm/G

V.559.htm#559.003

Family Educational Rights and Privacy Act (FERPA)
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www2.ed.gov/policy/gen/guid/fpco/index.htm
|

14.

| am aware that faculty and staff in my
department should have a functional
understanding of the key concepts of the
Family Educational Rights and Privacy Act of
1974.

UTA HOP 13-1100 Educational Records
https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

Family Educational Rights and Privacy Act (FERPA)
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www2.ed.gov/policy/gen/guid/fpco/index.htm
|

The key concepts include:

0 Student’s right of access to student
records, including directory
information

0 Written permission requirement for
disclosure of student education
record

0 Parent’s limited right of access to
student records

O Exceptions to the written permission
requirement

0 Legitimate educational interest (job
requirement)

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.

15.

Employees in my department are aware that
UTA requires its employees to use safe
methods to identify and authenticate the
identity of students, parents, school officials
and all other parties before disclosing
educational records.

UTA HOP 13-1100 Educational Records
https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

Family Educational Rights and Privacy Act (FERPA)

See the FERPA Basics PowerPoint
presentation for additional information at
https://www.uta.edu/records/ downloads/F
ERPA BASICS.ppt

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.
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STATEMENT/QUESTION/OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www?2.ed.gov/policy/gen/guid/fpco/index.htm

16. Employees in my department are aware that
student records supported by websites must
have the same level of security and access
that non-web-based student records do.

UTA HOP 13-1100 Educational Records
https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

Procedure 13-5 Records and Information
Management
http://www.uta.edu/policy/procedure/13-5

Information Resources Acceptable Use Policy
http://www.uta.edu/oit/policies/acceptable-use-
info-resources.php

UTS165 UT System Information Resources Use and
Security Policy
https://www.utsystem.edu/sites/policy-
library/policies/uts-165-information-resources-use-
and-security-policy

Family Educational Rights and Privacy Act (FERPA)
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www?2.ed.gov/policy/gen/guid/fpco/index.htm

Only releasable directory information can be
made available to the general public and
other class members.

UTA’s definition of directory information is
available in HOP 13-1100.

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.

17. Employees in my department are aware that

UTA HOP 13-1100 Educational Records

So that no protected data is compromised or

Page 7 — University of Texas at Arlington Management Leadership Tool



http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www2.ed.gov/policy/gen/guid/fpco/index.html
http://www2.ed.gov/policy/gen/guid/fpco/index.html
https://www.uta.edu/policy/hop/13-1100
https://www.uta.edu/records/faculty-staff/ferpa.php
https://www.uta.edu/records/faculty-staff/ferpa.php
http://www.uta.edu/policy/procedure/13-5
http://www.uta.edu/oit/policies/acceptable-use-info-resources.php
http://www.uta.edu/oit/policies/acceptable-use-info-resources.php
https://www.utsystem.edu/sites/policy-library/policies/uts-165-information-resources-use-and-security-policy
https://www.utsystem.edu/sites/policy-library/policies/uts-165-information-resources-use-and-security-policy
https://www.utsystem.edu/sites/policy-library/policies/uts-165-information-resources-use-and-security-policy
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/index.html
http://www2.ed.gov/policy/gen/guid/fpco/index.html
http://www2.ed.gov/policy/gen/guid/fpco/index.html
https://www.uta.edu/policy/hop/13-1100

STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

they may only email grades to the student’s
official UTA email address and only to that
student.

https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

Family Educational Rights and Privacy Act (FERPA)
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www?2.ed.gov/policy/gen/guid/fpco/index.htm
|

widely broadcast, use caution when using the
delivered email functionality within the
MyMav class roster or grade roster to email
academic information to students.

A Student should access his/her grades and
other academic data through self-service in
MyMav (http://www.uta.edu/mymav).

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.

18.

Employees in my department are aware that
the public posting of grades on office, class or
departmental doors or bulletin boards, or on
the web, which uses the student names or
identifiers, including the UTA ID or NetID or
any other identifier that would allow a
reasonable person in the University
community who does not have personal
knowledge of the relevant circumstances to
identify the student with reasonable
certainty, is prohibited under federal law.

UTA HOP 13-1100 Educational Records
https://www.uta.edu/policy/hop/13-1100

FERPA for UTA Faculty and Staff
https://www.uta.edu/records/faculty-

staff/ferpa.php

Family Educational Rights and Privacy Act (FERPA)
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/ind
ex.html

Family Policy Compliance Office (FPCO)
http://www2.ed.gov/policy/gen/guid/fpco/index.htm

A Student should access his/her grades and
other academic data through self-service in
MyMav (http://www.uta.edu/mymav).

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.

19.

| will notify the appropriate University offices
in the event of a FERPA incident of non-
compliance.

Contact the Chief Legal Officer and University
Attorney at 817-272-2142 with questions or
to schedule training for your department.
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STATEMENT/QUESTION/ OVERVIEW

\ PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

Fiscal Management - General

20. My department has a system for
reviewing/reconciling the Cost Centerand
Project Statementson a monthly basis to
determine whether the University’s
accounting records match my
department’s records. Appropriate
action is taken in the event that errors
and/or unauthorized transactions are
identified, and all reviews/
reconciliations are dated and signed by
the preparer and the reviewer.

Procedure 2-3 Cost Center and Project Statements .
http://www.uta.edu/policy/procedure/2-3

Regents’ Rules Series No: 20501 J
https://www.utsystem.edu/board-of-
regents/rules/20501-accounting-operating-budgets-
and-legislative-appropriation-requests

Managers should have a working
knowledge of their budgets and UT Share.

Implement a departmental system for
tracking and reviewing departmental
expenditures and revenue. The type of
system used may vary depending on the
complexity of the department.

If possible, assign different individuals the
responsibility for entering data into the
departmental system and the responsibility
for reconciling the departmental system to
UT Share.

Review departmental reconciliations
monthly and ensure all transactions are
appropriate and there are no
misstatements or omissions.

Ensure that errors are corrected

21. My department is structured so that
one person does not create, approve,
and reconcile transactions. If | do not
have the staff to adequately segregate
these duties, | understand that as
department head | must take a more
active role in monitoring my
department’s Cost Center(s) and
Project ID(s).

Proper segregation of duties in a
department ensures that no single
individual handles all aspects of a
transaction or business process, thus
reducing the possibility of undetected
errors or fraudulent activity.

Ensure that no one person handles all
phases of a transaction, e.g., creates,
approves, and reconciles.

Employees cannot approve disbursements,
including payroll to themselves.
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STATEMENT/QUESTION/ OVERVIEW

PoLicY/FORM LINKS

BEST PRACTICES/SUGGESTIONS

Good segregation of duties is critical to
prevent fraud in a cash operation. Having
one person in charge of all phases of a cash
operation is risky. There should be at least
two sets of eyes on every transaction.
Ideally you should ensure that the
individual responsible for recordkeeping
(reconciling cash/checks received to cash
register tapes, registration or other income
records) is different from the person who
has custody of the cash/checks (opens
mail, prepares deposit). In small
departments this can be a challenge,
however there are creative ways to
compensate if you cannot fully segregate
duties, e.g., have someone outside of the
process analyze sales and deposits for
reasonableness or monitor for unusual
trends.

22. | review my department’s monthly phone
charges.

Procedure 12-4 Long Distance Telephone
Usage/Cellular Telephone Usage
http://www.uta.edu/policy/procedures/12-4

Review monthly phone bills and question
unusual charges.

Inform employees that university phones
should not be used for personal long distance
calls. If personal long distance charges are
incurred, the university should be reimbursed
in a timely manner.

An Extension Detail Report (report) is
received from the Telecommunications Office
for each employee that made long distance
telephone calls in the previous month.
Employees should review the reporton a
monthly basis and each employee should
attest that phone calls are business related by
signing the report.
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STATEMENT/QUESTION/ OVERVIEW PoLicY/FORM LINKS BEST PRACTICES/SUGGESTIONS

e The Extension Summary Report summarizes
the charges for each extension in the
department/unit.

23. My department reconciles cash and check e Adepartment that receives cash and/or
income records to the deposit checks should have a system in place for
documentation. recording those receipts, e.g., cash

register, check log or cash receipt book.

e (Cash register tapes, check logs or cash
receipt books should be compared to actual
deposits on a routine basis to ensure that
all income is being deposited.

e Income trends should be analyzed to
determine whether actual income matches
expected
income.

e Receipts should be issued for all in-person
transactions, and the department should
maintain documentation that a receipt was

provided.

24. All cash/checks in my department are e Asaminimum requirement, keep cash/checks
adequately secured at all times, access is locked in a drawer or safe at all times.
restricted to the extent possible and checks
are immediately endorsed when received. e Establish accountability for cash/checks by

limiting access to the key or combination
to as few individuals as possible.

25. Money from all sources received by my Procedure 2-14 Cash and Check Handling e Depositing cash and checks timely is key to
department will be deposited in the Bursar’s http://www.uta.edu/policy/procedures/2-14 reducing the risk of theft and should be a
Office on a daily basis if the receipts of cash priority when organizing employee’s duties
and/or checks total $500 or more, and twice a | UTS 166 — Cash Management and Cash Handling
week if these receipts total less than $500. Policy

https://www.utsystem.edu/sites/default/files/policie
s/uts/uts-166.pdf
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Purchasing

26. Employees designated to procure
goods and services for my department
must have an understanding of the
various procurement processes prior to
purchasing on behalf of the University.

Procurement Website
http://www.uta.edu/business-
affairs/procurement/index.php

Best Value Procurement Procedure
http://www.uta.edu/policy/procedure/4-2

ProCard Procedure 4-11
http://www.uta.edu/policy/procedure/4-11

Reimbursement and Payments Other Than for
Travel and Purchase Orders
http://www.uta.edu/policy/procedure/4-26

UT Share Training Resources
http://www.uta.edu/business-
affairs/training/index.php

Managers should have a working
knowledge of purchasing procedures.

Emphasize the importance of following
purchasing regulations and procedures.

Ensure that employees who initiate and
approve transactions are familiar with
guidelines and restrictions for different
cost centers and project ID’s.

Notify Procurement when discrepancies or
problems occur with vendors and
contractors.

Call your Procurement Specialist if you
have questions.

Employees are stewards of University
funds; therefore, purchases must be
business related and consistent with the
department’s mission.

Utilize the UT Arlington ProCard for
purchases $4,000 and less including
freight. Items purchased must comply
with ProCard Procedure 4-11.

Purchases of less than $15,000 may be
sourced in UT Share to the prime vendor
without competitive bidding.

Have an understanding that Procurement
must handle all purchases of $15,000 and
over, unless the purchase is for goods
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and/or services that are not to be
processed with a purchase order.

Purchases shall not be divided or split in
order to evade procurement thresholds
and procedures.

Archive adequate supporting
documentation for all purchases in the
event of an audit or other request for
information.

Expenditure transactions and related
vouchers must be independently reviewed
for completeness, accuracy and
compliance with University procedures,
and in agreement with supporting
documentation before being approved for
payment.

The Business Affairs Training &
Development Office provides training
classes concerning purchasing the
application of UT Share. Training &
Development can be reached by calling
817-272-2155 or emailing
batraining@uta.edu.

27. l understand that when goods are delivered
directly to my department, desktop receiving
needs to be done in UT Share. |am aware that
when vendors are not paid within 30 days, my
department could be subject to interest payments
under the Prompt Payment Law.

Procedure 2-49 Central Receiving and
Central Receiving Services
http://www.uta.edu/policy/procedures/2-49

Texas Prompt Payment Act, Texas Government
Code, Chapter 2251.025

http://www.statutes.legis.state.tx.us/Docs/GV/htm

/GV.2251.htm#2251.025

Ensure that employees who receive goods in
your department are aware that desktop
receiving needs to be performed immediately
so that vendors can be paid. Departments
may incur monetary penalties under the
Prompt Payment Law if vendors aren’t paid
within 30 days.

If goods delivered to a department are
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Prompt Payment Law Interest Rate damaged, or are not what was ordered, your
https:fmx.cpa.state.tx.us/fm/usas/prompay/rate/in department’s designated Procurement
dex.php Specialist and Central Receiving must be
contacted immediately. Central Receiving
UT Share Training Resources must be notified once the vendor has
https://www.uta.edu/business- remedied the situation to your satisfaction so
affairs/training/index.php that the vendor can be paid. Ensure that

items are inspected and counted prior to
performing desktop receiving in UT Share.

e Departments should have a system for
tracking outstanding purchase orders, e.g., an
internal filing or accounting system.

28. | am aware of the regulations and restrictions | Procedure 4-11 Purchasing Card (Procard) Program e Managers should have a working knowledge
for using the Procard, and ensure that http://www.uta.edu/policy/procedures/4-11 of Procard policies and procedures.
Procards in my department are used for
appropriate business related transactions. e Managers should be aware of items that

cannot be purchased using the Procard and
should ensure that cardholders are aware of
these items as well. A list of restricted items
is included in the Procedure 4-11 Purchasing
Card (Procard) Program.

e Personal use of a University Procurement
card is prohibited.

e Ensure that Procard purchases are
appropriate for the purposes/mission of the
department/unit.

e Maintain a log of Procard purchases and
retain adequate supporting documentation
for all Procard purchases, including Internet
purchases, e.g., invoice, packing slip.

e Before approving the Reconciliation Statement
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in UT Share for Procard purchases, review all
transactions to ensure that they are
reasonable and appropriate for the
department. Unusual transactions should be
guestioned.

Call Payment Card Services at 817-272-0404 if
you have questions or problems with the
Procard.

Ensure that sales tax is not charged on
ProCard transactions.

Review all ProCard documentation and
approve the Reconciliation Statement in
UT Share before the designated date.

Instances of non-compliance with the Procard
procedures and/or Procard misuse will be
reported to University Compliance Services.

Failure to accurately respond to the Procard
certification process will be reported to
University Compliance Services.

Historically Underutilized Business (HUB)

29. My department is committed to the
University’s goal of doing business with
Historically Underutilized Businesses (HUBs)
and will consider HUBs in the process of
selecting vendors and contractors.

Procedure 4-28 Contracts with Historically
Underutilized Businesses
http://www.uta.edu/policy/procedures/4-28

HUB Program Website
https://www.uta.edu/business-affairs/hub/

Understand that UT Arlington is committed to
maximizing the opportunity for HUB firms to
provide materials, supplies, equipment and
services needed to support the University.

Take steps to ensure HUB vendors are utilized
whenever possible on purchases $5,000 or
less, and ProCard purchases.

Use HUB information provided by
Procurement to make purchasing decisions.
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HUB vendors can be found on the Texas
Procurement and Support Services
Centralized Master Bidders List.

Contact the University’s HUB Coordinator for
any questions or guidance regarding the HUB
Program at 817-272-2194.

Business Contracts

30. | am aware and all employees paid from my

Cost Center(s)/Project ID(s) have been
informed that only the President and
Person(s) with specific written delegation of
authority from the President have authority
to bind UTA to a contract.

Procedure 4-7 Departmental Contract Administration
http://www.uta.edu/policy/procedures/4-7

Regent’s Rules Series No. 10501
https://www.utsystem.edu/board-of-

regents/rules/10501-delegation-act-behalf-board

Ensure contracts comply with applicable UTA
and UT System contracting policies and
procedures, including the Board of Regents’
Rules and Regulations related to contract
delegation.

The Board of Regents’ Rules and Regulations
require that all contracts be approved by the
President or his/her official, authorized
delegate (ref. Series 10501, §§ 5 & 6). Only an
individual with a written delegation of
authority from the President may execute
and deliver contracts on behalf of the
University. A University contract without an
authorized signature may be invalid and
unenforceable.

Ensure that contracts are reviewed by Legal
Affairs except for those routing through the
Software purchase process and Procurement
Services.

Property Management

31. My department conducts an annual

inventory of University property.

Property Management Procedures 2-43 through 2-47
and 2-57 through 2-64
http://www.uta.edu/policy/procedures

Property Management will email a
memorandum to Deans and Vice Presidents
of each department to alert them of the
Annual Reconciliation of Equipment Inventory
as well as instructions on how to complete
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BEST PRACTICES/SUGGESTIONS

the inventory.

Ensure that each of your departments
designates a Departmental Inventory Contact
Person (ICP). Multiple departments may
designate the same ICP. The ICP is a staff
member responsible for daily oversight of the
department’s inventory. The ICP should
contact the Property Management Office at
817-272-2191 to set up an appointment and
receive instructions. Property Management
will assist each department on site with their
physical inventory.

Ensure that the annual inventory for your
departments are conducted and review the
annual inventory documentation before
completing the required annual certification.

32. My department prepares and maintains the
proper inventory forms.

Property Management Forms (Form Nos. 2-45, 2-47, 2-
49 and 2-53)
http://www.uta.edu/policy/forms/index

Designate an employee(s) to oversee the
inventory process.

UT Arlington inventory forms are available in
the following categories:
0 Inventory Transaction Form (Form 2-
45)
0 Removal of Equipment from
University Campus (Form 2-47)
0 Asset Information Form (Form 2-49)
0 Lost or Missing University Inventory
Report Form (Form 2-53)
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33. In the event that equipment is stolen, | will
ensure that my department notifies the
University Police Department and Property
Management immediately as required by
University policy. If the stolen asset is a
computer, | will ensure that the Information
Security Office is also notified.

Procedure 2-45 Removal of Property from a
Department’s Inventory
http://www.uta.edu/policy/procedures/2-45

Lost or Missing University Inventory Report Form (Form

No. 2-53)
http://www.uta.edu/policy/forms

Contact the University Police at 817-272-3381
and an officer will complete an
Offense/Incident Report.

After contacting University Police, contact
Property Management and complete and
submit a Lost or Missing University Inventory
Report Form (Form 2-53) and a copy of the
police report to propertymgmt@uta.edu or
fax to 817-272-5220.

If the asset is a computer, also send copies of
both documents to the Information Security
Office at security@uta.edu or fax: 817-272-
2612.

34. Equipment vulnerable to theft in my
department is adequately safeguarded in
locked cabinets or locked rooms.

Procedure 2-43 Responsibilities, Inventories,
Reporting and Tracking of University Property
http://www.uta.edu/policy/procedure/2-43

Ensure that items such as laptops,
projectors, etc. are in locked rooms or
cabinets when not in use and limit the
number of individuals who have keys/access.

35. | have informed my employees that they
may be held personally liable for
lost/stolen equipment if:

a. Reasonable care was not
exercised in the safekeeping
of the equipment;

b. Reasonable care was not
exercised in the maintenance
and service of the
equipment;

c. Theloss occurred as a result
of an intentional wrongful act
by a university employee.

Property Management
http://www.uta.edu/business-

affairs/property-management

Ensure that employees are familiar with
rules regarding accountability for university
property.
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36.

| am aware that equipment that is taken off
campus remains the property of the
University and must be returned to the
department when no longer used for
University business. My department
maintains complete records for University-
owned equipment that is not on University
premises.

Procedure 2-46 Removal of Equipment from the
University Premises
http://www.uta.edu/policy/procedures/2-46

Removal of Equipment from University
Campus Form (Form No. 2-47)
http://www.uta.edu/policy/forms

A Removal of Equipment from University
Campus Form (Removal Form) must be
completed before any University property can
be removed from University premises. The
form requires the signatures of the employee
who will be responsible for the equipment
while it is off campus and the appropriate
department chair or director. If the employee
who is completing the Removal Form is also
the department chair or director, etc., the
Removal Form should be approved by the
individual to whom the employee reports.

Gifts

37.

All gifts received by my department are
forwarded to the Office of Institutional
Advancement within 24 hours of receipt
accompanied by a completed gift record form
and all other correspondence or documents
related to the gift. Additionally, cash gifts
require the blue copy of the cash receipt from
the department.

Procedure 2-8, Gifts to the University
http://www.uta.edu/policy/procedures/2-8

Regent’s Rules Series No. 60101
https://www.utsystem.edu/board-of-
regents/rules/60101-acceptance-and-administration-

gifts

Review information on UT Arlington’s Office
of Institutional Advancement website.

Managers should have a working knowledge

of gift policies in the University’s Policies and
Procedures and Regents’ Rules (see web links
provided).

Ensure that designated employees know
where to find and how to fill out the gift
record form (Form 20-1)

Ensure that employees know contact
information for the UT Arlington Office of
Institutional Advancement.

38.

Each donor to my department receives an
acknowledgment letter thanking them and/or
expressing appreciation for his or her gift and
a copy is forwarded to the Office of
Institutional Advancement. Additionally,
letters acknowledging gifts-in-kind should
only include a description of the item(s)

Procedure 2-8, Gifts to the University
http://www.uta.edu/policy/procedures/2-8

Have a written policy for your
unit/department regarding how to thank
donors and express appreciation.

Designate someone in your department to
coordinate the thank-you process.
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donated, not the value of the gift.

The Office of Institutional Advancement
coordinates the IRS receipts and thank you
letters from the President and Vice President
of Development.

Ensure that employees have a copy of the
procedures for acknowledging and thanking
donors.

Keep samples/templates of letters.
Contact the UT Arlington Office of

Institutional Advancement if you have
questions.

39.

My department has a system in place to keep
track of all gift and endowment accounts for
which we are responsible and maintains
current files for them

Procedure 2-6, Endowment Establishment and
Management
http://www.uta.edu/policy/procedures/2-6

Procedure 2-8, Gifts to the University
http://www.uta.edu/policy/procedures/2-8

Designate an employee to manage gift and
endowment accounts.

Have written procedures on managing gift
and endowment accounts.

Keep files current, organized, easily
identifiable, and readily accessible.

Ensure that copies of appropriate
documentation are in the files. Included
should be copies of the Gift Record Form, any
correspondence from the donor, check, and
department chair/director’s acknowledgment
letter. (All original documentation is
forwarded to the Office of Institutional
Advancement.)

40.

My department has a system in place to
document that expenditures from gift and
endowment accounts comply with the
donor’s intentions.

Procedure 2-6, Endowment Establishment and
Management
http://www.uta.edu/policy/procedures/2-6

Designate an employee to manage gift and
endowment accounts.

Document policies/procedures for
expenditures including donor’s intentions for
each gift and endowment account.

Ensure that employees know policies and
procedures regarding appropriate
expenditures.
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Prior to approving expenditures from gift and
endowment accounts, ensure that the
expenditure is in compliance with the donor’s
intentions.

41. My department works with the Office of
Institutional Advancement to secure the
appropriate approval from the Board of
Regents, Chancellor, or President prior to
soliciting a gift that may include the naming
of a building, space, or program.

Regents Rules Series No. 80307
http://www.utsystem.edu/board-of-

regents/rules/80307-naming-policy

Managers should have a working knowledge
of the Board of Regents Naming Policy.

Ensure that designated employees know that
the Office of Institutional Advancement will
coordinate with the President’s Office and UT
System to request the appropriate approval
to approach a potential donor with a naming
opportunity.

Ensure that employees know contact
information for the UT Arlington Office of
Institutional Advancement.

Human Resources

42. | complete and document annual
performance evaluations for all department
employees.

Procedure 3-25, Performance Management
Review http://www.uta.edu/policy/procedures/3-25

Every supervisor is expected to conduct an
annual performance evaluation for all regular
Classified and Administrative and Professional
employees that report to them. Performance
Review Forms are available on the
Forms/Exhibits Index (Form 3-82).

Evaluations should be completed each year
during the month of March. The period of the
evaluations should be January 1% through
December 31° of the previous year.

The original evaluation form should be
scanned as a PDF and emailed to
hrperfomancereviews@uta.edu. A complete
copy should be retained in the administrative
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unit or College, and another copy should be
given to the employee.

The Performance Management Form for New
Employees should be used to evaluate newly
appointed classified staff during the first six
months of employment. The form is available
on the Forms/Exhibits Index (Form 3-82). An
evaluation should be conducted on the 9t0Oh
and 180" day of employment. Results of
these evaluations should be the basis for
retention or release of the employee. A
signed copy of the 180-day evaluation form
should be scanned to Human Resources at
hrperformreviews@uta.edu. The New
Employee Performance Review Form is used.

Develop performance goals for all positions
(you may consult with your employees when
developing expectations for the position).

Communicate the expectations for the
position to the employee upon hiring and at
the onset of the evaluation period.

In evaluating an employee, consider the
employee’s performance in the position in
relation to the goals previously set by the
supervisor.
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43. My department records hours worked on Payroll Services Website e Time records are required for all non-

time sheets or time cards for non-exempt http://www.uta.edu/policy/bac/payroll exempt employees.

employees.
Monthly Employee Time Record (1-5A) e Timesheets/cards should be used to record
http://www.uta.edu/policy/forms/ hours worked for hourly employees.
Hourly Employee Time Record (1-5B) e The employing department enters all hours
http://www.uta.edu/policy/forms/ worked into UT Share. Timesheets/cards

should be signed and dated by the

Time Record Codes (1-5C) employee and supervisor and kept on file in
http://www.uta.edu/policy/forms the department for fiscal year end plus

three years.
Payroll Processing Dates

http://www.uta.edu/policy/bac/payroll/dates e Payroll deadlines and paydays are listed
online: https://www.uta.edu/business-
Human Resources Website http://www.uta.edu/hr affairs/payroll/payroll-processing-dates.php
44. My department has procedures to ensure e Give employees advance notice whenever
that overtime and other non-standard possible that they will be working non-
work hours are appropriate and approved standard or overtime hours.

in advance by a supervisor.

e Develop a departmental procedure for
requests to work additional or nonstandard
hours (explanation for supervisor,
supervisor’s approval, etc.) and keep copies of
documentation.

45. My department has a system to manage e Ensure that department keeps copies of
employee leave that achieves the following: appropriate documentation/records.
e Employee workdays are monitored
and leave balances are routinely e Encourage employees to review their
reviewed by someone in their individual reports for accuracy.

management chain.

e Vacation, sick leave, an
compensatory time balances are
reconciled and entered into UT
Share on a weekly basis.

e Leave balances (vacation, sick, and
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compensatory) are communicated
to employees on a monthly basis.

e The monthly Vacation & Sick Leave
Report reflecting the prior months
leave activity is submitted to HR by
the 15 of each month.

46. | am aware that all qualified job applicants
should be considered and that there is a
process to determine the best qualified
applicant for the position.

Procedure 3-3, Employment Procedures
http://www.uta.edu/policy/procedures/3-3

A set of interview questions (that are job
related) should be prepared in advance of
the interviews.

Interview questions should be designed to
permit a fair and objective evaluation of each
applicant and consist of objective, job-
related inquiries.

The interview questions should be reviewed
by the Office of Human Resources prior to
the hiring department conducting the
interview.

Each applicant should be asked the same
questions; all responses should be recorded
in writing.

The matrix, questions and responses should
be forwarded to the Office of Human
Resources when a hiring decision is made.

A criminal background check (CBC) must be
conducted on all internal and external job
applicants under final consideration for a
position.

A CBC must also be conducted on all
summer camp employees, temporary
employees, independent contractors,
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volunteers, and interns.

A CBC should also be conducted on a
contractor’s employees who are assigned to
perform work on UT Arlington property if
deemed necessary by the Office of Facilities
Management in consultation with the Chief
of Police.

47. | am aware that an Employee Clearance Form
must be completed and submitted to Human
Resources for all employees.

Procedure 3-24, Employee Separation and Clearance
Process
http://www.uta.edu/policy/procedures/3-24

Departmental Vacation/Holiday Payroll Voucher Form
1-6
http://www.uta.edu/policy/Form/1-6

The Employee Clearance form must be
completed on-line.

The employee must deliver a hard copy of
this form to the Key Control Office, the
Parking Office and the Central Library. After
these departments sign off on the Clearance
Form, the employee must return the form to
the employing department for final signature.

The department will send the Clearance Form
to Human Resources for retention after all
signatures have been obtained. Additionally,
the department will also submit the
completed Vacation/Holiday Pay Voucher.

An employee’s appointment will also need to
be terminated in UTAFLOW, even if it has
previously expired.

Contact Human Resources at 817-272-5554
with questions.

48. The Notice of Voluntary Service Form must be
completed and forwarded to Human
Resources for approval prior to a volunteer
appointment.

Procedure 3-44, Volunteer Service
http://www.uta.edu/policy/procedures/3-44

Notice of Voluntary Service (Form 3-8)
http://www.uta.edu/policy/forms

All required documents must be completed
and submitted to Human Resources for
a