MESSAGE FROM CFO

This is the first of many newsletters to come! Ower time,
this will becorne an irmportant source of information that
our custormers can use to interactwith Adrinistration and
Finance. Having a topical information source during this
particular time will deepen the partnership that exists
between our area and our stakeholders, I expect the
newsletter to serve as a beacon that lights the way for
SUMO as wee improve our operations in support of our
rission, qoals and objecties,

[ look forward to our collaboration on topics and stories
for future newsletters. Thank you foryour contribution to

our inaugural edition!

Sincerelhy,
Ter=sa Hardes, EADL CPA, 55BE

QUOTE

“You rmay not always have a
carnfortable hife and wou will
not always be able to salwe all
of the warld's problems at ance
But don't ever under estimate
the impartance you can have
bBecause history has shown us
that courage can be contagious
and hope can take an a life of

its own.”

- Michelle Obarna
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FACILITIES MANAGEMENT

What should you know?

You should know:- - that buildings are locked but open to authorized users from 8-5 M-F, and

sanitized daily.

What should you do?

Please give us a call to let us
know when you're here and
when you are leaving in an
effort to have the space sani-
tized.

Who should you contact?

R Name: Derrick M. James
) Phone: (504) 286-5292

Email: djames@suno.edu
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INTERNAL AUDIT

What should you know?

You should know::- that the Internal Auditor assists the university in
accomplishing its objectives by bringing a systematic and disci-
plined approach to SUNO's risk management, control, and gover-
nance process.

What should you do?

Should you have any knowledge or concerns related to fraudu-
lent activities, waste or abuse, please contact us.

Who should you contact?

A Name: Justin M. James, CPA
{3 Phone: (504) 286-5115

(X Email: jjames@suno.edu



STUDENTS

What should students know?
In efforts to lmit socil contact, the SUNO Cashiers &
Compuroller Office will be closed for walkin ransacions.
However we wil emain avaable M-F 8a-Som by phone,

ursd 10 student accounts and 8 credt
belance s avaiabe

What should students do?
Students should continue 1o check their accounts
online by way of their Banner SUNO Student et
W suno e, Paymentscan al be maci oine by
debit o reitcard.

hould you know?

Vou shouid kn

Who!

A

Who should students contact?
(R Emait busar@sunoedy

R, Phone: (504 286-5222
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Vendors

What should vendors know?

Operations have been scaled back due the Covid-19. In efforts to limit social contact, the
SUNO Cashier's & Comptroller's Office will be closed for walk-up transactions. Accounts
Payable will process vendor checks bi-weekly during this time of social distancing.

All payments will be mailed to the address on file.
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Vendors are required to have a Purchase Order (PO) in order for invoice(s) to be processed.

Who should vendors contact?

B Email: accountspayable@suno.edu

Employees

What should employees know about
payroll?

Payroll will continue to be processed regular-
ly. And as always, Public Relations will email
timesheet submission reminders. Direct
deposits will continue to post according to
schedule. The Southern University System
requires that all employees receive payroll
through direct deposit. Employees who have
not signed up for direct deposit should do so
immediately by completing the below form:

What should vendors do?

Vendors should continue to submit all invoices
to: accountspayable@suno.edu

What should employees do?

Employees should ensure that payroll is submitted in
Banner & approved timely. When timesheets are not
submitted and approved by the deadline, unfortu-
nately a paycheck will not be processed. In the event
that a submission is missed, employees must submit
their timesheet via WEBTIME, with a letter of late justi-
fication, and email immediately in order to meet the

next available manual processing.

Who should employees contact?

Email: agibson@suno.edu.

http://www.sus.edu/assets/sus/Human_Resources/Downloadable_Forms/Direct_Deposit/direct-deposit.pdf.



POLICE

What should you know?

You should know:-- All Southern University at New
Orleans’ buildings will remain locked throughout
the day. Any faculty or staff members seeking entry
into campus buildings must contact the SUNO's
Police Department.

Residential Housing visitation has been tem porarily
suspended and additional social distancing guide-
lines have been implemented. Failure to abide by
the guidelines may result in the student’s immedi-
ate removal from housing pending a hearing
before the Judicial Committee.
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What should you do?

Calls for service, which do not require an
officer-to-citizen contact, will be taken
over the phone. This will be on a case by
case basis. This is only in effect for non-
emergency calls for service. Emergency
calls for service will remain as usual. The
lobby of the Police Department will remain
open; however, reports will be taken over
the phone unless there is an extenuating
circumstance. Once again, this will be
determined on a case by case basis.

Who should you contact?

On-Campus Emergency (504) 286-3355
Off-Campus Emergency 911
Non-Emergency Reporting

Escort Service (504) 286-5290

Lost & Found Office (504) 286-5291

Parking and Traffic (504) 286-5291
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What do you need to know?

The Information Technology Department is functioning in
a hybrid mode. We have employees on campus and

employees working remotely. The office hours are the
same 200 am to 200 pm.
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Who doyou need to contact:

\. Phone: 504-286-5237

4] Ermail: service@suno.edu
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OFFICE OF ADMINISTRATION
AND FINANCE
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What should you know?

You should know:-- Departmental requisitions and invoices are still
being accepted and processed.

However, all University travel and campus events are suspended until
further notice.

What should you do?

Who should you contact?
If possible, please forward your request electronically.

If not, place under the door, Room 301, Bashful Admin-
istration Building.

R Name: Tiara Konate

Email: tkonate@suno.edu

R, Phone: (504) 286-5117
What do you need to know?

?
Financial Aid Appeal, (FAA), Fall 2020, start date, [IRAASEEPATRESCREEEHEEE
July 1, 2020.

K

p\ Ms. Hazel Pitts

FAA Fall and Spring semesters only. No FAA
Summer semester.

K

X  Email: hpitts@suno.edu

\. Phone: (504) 286-5148
Open Scholarship Application period, March 1,

2020-May 15, 2020.

K

Please leave a detailed message
with Student ID, and contact
information.

Deadlines may extend.

K

Travel Card Program, WORKS upload and docu-
mentation due.

K\

PLEASE NOTE: Voicemail checked duaily. Additional questions
or concerns are welcomed.
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