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Overview

The Business and Auxiliary Services Office exists to provide oversight and direction to various auxiliary and quasi-auxiliary operations at the University of West Florida. These service organizations support the institution’s educational mission and provide necessary services to the university community.  

Some operations are institutionally operated while others are contracted. The method of operation does not alter the responsibility on Business and Auxiliary Services to ensure that the operations are fulfilling their individual missions. The operations reporting to Business and Auxiliary Services include the Bookstore, Copy Services, Dining Services, Licensing, Nautilus Card, Postal Services, Printing Services, Records Management, and Vending.  Managerial, fiscal, marketing and computer support are provided to these operations by the Business and Auxiliary Services Office.

The auxiliary operations are self-supporting operations which receive no support from state funds. The quasi–auxiliary operations are not fully self-supporting and receive funding support from the General Revenue Fund.  All of the operations within Business and Auxiliary Services operate as small businesses and maintain an eye toward customer service, provision of needed services, and fiscal responsibility. 

Accomplishments

Bookstore

The Bookstore on the Fort Walton Beach campus was renovated and is now operating as a satellite operation completely under Follett management and without university staffing. BookNow, an integrated solution for students to purchase course materials when they register for classes, was implemented.  The Bookstore was the Silver Sponsor for Relay for Life on campus. The Bookstore Advisory Committee, which serves as a focal point for both the Bookstore and the campus community, met three times during the academic year.  The used book ratio increased from 24% last year to 26% this year. Online book orders increased by 75% over the previous year.  The Bookstore continued to sponsor and participate in activities such as Welcome Week, Homecoming, Festival on the Green, Grad Expo, Orientation, and more. The Bookstore Scholarship program awarded 58 scholarships totaling $14,797 during this academic year. 
Copy Services
Copy Services entered into a new copier contract and new copiers were installed in all student and administrative locations. Copiers have network printing and scanning capabilities and a group of 10-20 departments have expressed interest in the new features. 
Dining Services

All of the renovation projects.  including SubGeneration in the College of Professional Studies; Terra Juice in the HLS facility; Starbucks in the Library; Quizno’s and Mamma Leone’s in the area previously known as Argos’ Grill; and the Nautilus Market, formerly the Food Court, were completed by the start of the fall 2006 semester.
A mandatory meal plan was implemented for first-time-in-college students living in the residence halls. Meal plan participation was increased by 70% over the previous year, including voluntary and mandatory participation.  During the fall of 2006 and the spring of 2007 research was conducted to determine the feasibility of converting the Nautilus Market to an All-You-Care-to-Eat (AYCE) plan to replace the tray-load meal plan.  The decision was made to move forward with the AYCE plan. The Wackadoos venue was changed to the Argo Galley which provides modified table service.  
Licensing

UWF 40th Anniversary merchandise as well as high-end products bearing the University Seal were introduced in the Bookstore. The Emerald Coast Logo was added as a licensed service mark for the Fort Walton Beach location. The Licensing web site was continuously updated with information, licensing agreement, and current licensed vendors.

Nautilus Card

The Nautilus Card Office began preparing for its first recard of the entire campus. The recard was necessary because of the University’s move to replace Social Security Numbers with a new UWF ID number. The new Nautilus Card will display the ID number rather than the Social Security Number.  Preparation for the recard included design and approval for a new design on the card, and plans for upgrading the software and hardware of the OneCard system.
Postal Services

Postal Services upgraded its digital postage metering capability with the purchase of a new Pitney Bowes DM500 Mail Processor to handle increased mail requirements and to serve as a backup to the primary mail processor in order to insure UWF mail is postmarked the same day as it is received.

The Address Printer was replaced with a new Pitney Bowes DA400.  The increased speed and the ability to accept thicker mail pieces, as well as paper stock that is coated on both sides means more types of mail can be bar coded and automated, and more postage savings can be realized through discounts from the U.S. Postal Service.  
Working with ITS and Housing, Postal Services began a new mailbox assignment system in which students are assigned a Post Office Box number when they are approved for housing. A computerized Post Office Information Station was installed in the lobby so students can quickly access their account in Argus and check their combination as well as obtain other information concerning their mail related needs.  
The Courier Service added several new delivery/pickup locations in Downtown Pensacola and at the Emerald Coast campus. 
Printing Services 

Printing Services added a CP Bourg 10 Pocket Booklet maker to its production. This is an air feed collator, stitcher, folder and face trimmer that has the ability to run all stocks through (coated and uncoated) the system at speeds of up to 4200/hr. This eliminated all outsourcing of this function. A Standard Bind Fast Perfect Binder was put into production. It provides the ability to put a wrap-around cover to booklets much like a paperback book. It is an entry level model that produces 100 books/hr and can handle books up to 2 inches.  A computer station was installed in the lobby allowing customers the ability to upload their printing and send to output devices. Work flow was improved by cross training employees to print plates from the Heidelberg platesetter, use the MBO folder and operate the collator/bookletmaker. Improvements were made to the tracking system for invoices using an improved storage and filing system. 
 
Records Management

Records Management completed the filming stage of the 1994 Student Academic Records and the 1998-2002 Terminated Employee Files. 639 cubic feet of records were purged from the records storage facility. New shelving was installed in the records storage facility which will double the storage capacity.  
Vending

Energy Drinks were added to juice machines at four Residence Hall locations. Vending machines were re-installed in Bldgs. 54 and 73 after being removed in late 2004 due to damage from Hurricane Ivan at these locations. Vending machines with signage were added upstairs in the Commons to accommodate patrons attending various functions in the Conference Center as well as the other meeting rooms.

Three vending promotions were again sponsored by Buffalo Rock and coordinated by the Business and Auxiliary Services office with one student and one staff winner for each promotion. Prizes included Sony Handycams. Beach Cruiser Bikes, and Best Buy Gift cards.
All Operations

All of the operations within Business and Auxiliary Services have seen an increase in their marketing efforts. The operations have participated or been represented in a variety of University activities designed to showcase their services and increase their visibility. These include the Benefits & Services Fair (a collaboration between the Office of Human Resources and Business and Auxiliary Services), the Human Resources Certificate in Administrative Services Training Program (CAS 101), Orientation Programs for Parents and Students, the Student Organizations and Services Fair, and the Graduation Expo.  
Staff in the Business and Auxiliary Services areas have assumed responsibility for division and university activities such as serving on Making Way for Excellence Service Excellence Teams, serving as web master for the division web pages, serving as a division Argus Channel Administrator and Trainer for the division, sitting on the Governing Channel Administrators Board, sitting on or chairing various personnel search committees, serving on the campus United Way steering committee, serving on the Graduation Expo committee, volunteering at Housing check-in, and volunteering at the Festival on the Green.
Issues/Challenges

Bookstore

The UWF Bookstore faces many of the same challenges that most college and university bookstores face including the timely receipt of textbook orders, the ability to acquire as many used books as students want, the ability to receive and shelve textbooks prior to the start of classes, the capability to provide buy-back services and text sales services with as short a queue time as possible. These are on-going issues and the UWF Bookstore has done a good job of addressing the issues and working to improve processes, follow-ups, marketing, and relationships. 

Copy Services

Volume on office and library copiers has decreased while volume on office or individual printers has increased. Costs for use of these printers are borne by the individual office and without any standardization, these costs are usually not known by the users but are often more costly than use of the office copiers. Copy Services has explored an option for increasing the convenience and use of centralized printers/copiers while maintaining the efficiencies that students and staff have come to expect.   
Dining Services

The All-You-Care-to- Eat program will be implemented just as the dining director relocates and a new person fills the position. Kitchen facilities continue to need improvements as the condition of some of the equipment requires multiple work orders to keep them running properly. The Wackadoo’s venue experienced many set-backs and was ultimately replaced with a Chartwells-run operation, the Argo Galley. Marketing of the mandatory meal plan continues to be a challenge as we try to ensure that students are knowledgeable of the plan before they arrive on campus.
Licensing

The primary purpose of the licensing program is the protection of the University name, logos and trademarks. Other purposes of the program are to promote the name and image of the University and to provide an additional source of auxiliary funding for the institution.  While the primary purpose for the program has been met, it continues to be difficult to allocate resources to promoting the logo merchandise to area retailers.  A meeting was held with Marketing Communications in December 2006 and steps are being taken by their staff to pursue this initiative.

Nautilus Card

Like many campus card offices, avenues for revenue are limited. Upgrading and purchasing new equipment is an expense of keeping the Nautilus Card system upgraded, and we continually explore avenues for generating revenue to support these major ventures as well as the day-to-day operations of the card office.  

Postal Services

On-going challenges for Postal Services include improving relationships with departments and off-campus print & mail vendors so that bulk mail funds are more expediently reported as used.  Additionally, Postal Services will continue to make departments aware of money saving discounts available to them through services on campus using Postal Services rather than off-campus vendors. Educating departments concerning Postal Service rules and regulations, services, standards, discounts, etc. will continue to be a high priority.
Printing Services

Personnel turnover has been the biggest challenge this year. Workload has continued to increase but with positions unfilled and new staff needing to be trained, it has been a strain to meet deadlines.  Staff in the Business and Auxiliary Services office are assisting the Printing Services staff as need be. 
Records Management

Despite the advent of electronic record keeping, paper records remain predominant in our business culture. This holds true for the University, and we have seen no decrease in the amount of paper records.  The demands on records management services continue to grow.  To maintain present customer service levels will inevitably require an increase in our labor.  It remains a difficult task to meet the University’s records management needs with only one full time position.   

Vending

The vending contract with Buffalo Rock terminates in February 2008.  An ITN is currently in progress for exclusive beverage and pouring rights.  An on-going challenge is to continually find ways to enhance the vending program so as to meet the changing needs of our customers and to determine the appropriate mix of the “healthier” and “trendier” options with the more traditional options.
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