Baseline Standards Form Instructions

1. In the Baseline Standards Form, replace “Department Name” with the name of your department in the Header under Page Setup or Page Layout.  In the Footer, type the date the Baseline Standards were reviewed/revised in the lower left.  The format should be as follows:
Header:
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Footer:
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2. For each task on the form, indicate the name and title of the person(s) primarily responsible for the task in the Primary column.  If the task is not completed by your department, type “N/A.”

3.                If there are individuals who are secondarily responsible for completing a task, indicate the name and title of those individuals in the Secondary column.  These might include individuals who act as a backup for the primary.

4.                Insert a new sheet in the Excel workbook and complete steps 1-3 for each department in the college/division.

5.            
The College/Division Administrator emails the completed file to the Executive Director of Finance (Mike Glisson) by the deadline indicated in the Key Dates Calendar for UH/UHS Departments: http://www.uh.edu/finance/pages/Calendar.htm.  The Executive Director or designee will review and post the Baseline Standards on the web: http://www.uh.edu/af/survival/Finance/CashHandling.htm 
6.                As changes in responsibilities occur, the College/Division Administrator updates the Baseline Standards Form and emails it to the Executive Director of Finance, who posts it to the web.
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