
 

ADMINISTRATIVE SERVICES DIVISION 
ADMINISTRATIVE SERVICES/RISK MANAGEMENT 

 

The Administrative Services Division consists of Campus Mail Services, Central 

Duplicating Services, Central Office Supply, Central Receiving, Directory Assistance, 

the Finance and Administration Records Center, and Risk Management Services. The 

services offered by these units aid the administrative functions of the University and are 

driven by a commitment to excellence and customer service.  

 

Summary of Major Accomplishments 
 

The University’s property insurance program, which provides comprehensive protection 

for all University buildings and contents, is maintained by the Administrative Services 

Division and is administered by the State of Georgia Department of Administrative 

Services (DOAS) Risk Management Services. Excess insurance is purchased by DOAS 

Risk Management to insure against catastrophic losses and to protect assets of the State 

of Georgia. The program provides insurance for direct physical loss or damage to state-

owned property. Covered causes of loss include fire, lightning, explosion, wind/storm, 

hail, smoke, vandalism, sprinkler-leakage, and flood and water damage. Coverage is for 

actual replacement cost of any damaged property, and all covered causes of loss are 

subject to a $1,000 deductible per occurrence, except when the cause of loss is burglary. 

Laptop computers are subject to a $1,000 deductible per unit, and a claim of burglary 

must be supported by evidence of forcible entry. The insured value of all University 

buildings and contents for Fiscal Year 2010 was $3,611,152,449. The University’s 

premium for this coverage was $3,611,152.   

 

During FY 2010 the University of Georgia filed 11 claims under the Building and 

Contents policy. Six claims from FY 2009 were carried over into FY 2010. Ten claims 

were paid, including three from FY 2009, at a total value of $310,548. Of the remaining 

seven claims, one did not meet the deductible; two were denied because the losses were 

not covered perils; and four are still pending.  

 

The 10 claims paid included three water damage claims resulting in a loss of $22,401; 

one claim for damages caused by a tree falling on an air conditioning unit for a loss of 

$9,558; one steam damage claim to data switches resulting in a loss of $8,143; one claim 

for damage to a fence for a loss of $750 and a fire damage claim to equipment for a loss 

of $3,726. Three claims that were paid in FY 2010 were carried over from FY 2009: two 

windstorm damage claims totaling $38,845; and a snowstorm claim totaling $227,125. 

 

In FY 2010, the University of Georgia operated 1,691 state vehicles. Per the request of 

individual departments, 713 vehicles were insured against physical damage through 

DOAS Risk Management for a premium of $77,481. A total of 136 accidents involving 

University vehicles or buses were reported during FY 2010; 83 of these accidents were 

the fault of University employees, and 53 accidents were the result of other parties.  

The department also secures All Risk insurance policies that provide specialized 

coverage for various types of equipment for specific periods of time. Examples of 
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equipment currently carrying All Risk coverage include campus art exhibits; permanent 

collections of fine art objects; scientific, photographic and electronic equipment taken on 

field trips; computer equipment taken off-campus; non-state-owned equipment in the 

possession of University personnel; boats associated with various University programs; 

and all money and securities in the possession of University departments. Mysterious 

disappearance or unsubstantiated signs of burglary are not covered under the All Risk 

policy. The deductible per incident during FY 2010 was $500.  

 

In FY 2010, six new claims were filed against the All Risk policy, and five were carried 

over from FY 2009. Eight claims were paid, which included four from FY 2009, for a 

total of $15,907. One claim was denied due to the department’s delay in reporting. 

Claims must be reported to DOAS Risk Management within 60 days of the known loss. 

One claim was denied because it was not a covered peril, and one claim carried over from 

FY 2009 did not meet the deductible. Claims filed throughout FY 2010 varied in cause of 

loss and included burglary, windstorm damage and lost equipment. 

 

Another area of responsibility for Administrative Services includes processing general 

liability claims for bodily injury or personal property damage that is the result of 

negligence on behalf of a UGA employee while acting within the course and scope of 

his/her official duties of employment. Sixty-one liability claims were filed in FY 2010, 

and eight were carried over from FY 2009. The types of liability claims for personal 

property include such incidents as falling tree limbs, a lawn mower throwing rocks, water 

damage to stolen property, fire damage to students’ belongings and personal injuries. 

DOAS Risk Management settled 27 claims. Five claims were denied, which included two 

from FY 2009, because the University was found not to be negligent or responsible. 

Twenty-three were closed, which included six from FY 2009, due to a lack of response 

from the claimant, and two were withdrawn. Twelve claims are still pending. 

 

Administrative Services Risk Management continued with the implementation of the 

Comprehensive Loss Control Program (CLCP) in partnership with the Department of 

Administrative Services Risk Management. The purpose of the CLCP is to recognize, 

evaluate, control and anticipate risks and hazards that lead to losses. Findings from the 

assessment process have provided the University with the opportunity to lower claim 

frequency and severity as well as the opportunity to lower or eliminate deductibles based 

on compliance and participation. 

 

In compliance with the CLCP, the Report My Driving program was implemented in 

December 2009. The University has a total of 1,667 vehicles that have been assigned 

Report My Driving decals. Since implementation of this program, there have been a total 

of 60 incident calls (see Exhibit 1), 32% of which were compliments. 
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Summary of FY 2011 Goals 

Administrative Services Risk Management will continue to administer the insurance 

program in a manner that ensures compliance with all DOAS Risk Management policies 

and procedures and to identify possible risk exposures to control losses, and will continue 

to process all claims promptly, working toward finalizing and closing all outstanding 

claims as punctually as possible. A primary goal is to make progress toward full 

implementation of all applicable CLCP programs in FY 2011, with processes in place to 

evaluate their effectiveness. 
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Compliment, 32.81%

Unsafe Lane Change, 
21.88%

Speeding, 10.94%

Faulty Equipment, 
6.25%

Failure to Stop, 6.25%

Fail to Stay in Lane, 
6.25%

Failure to Yield, 6.25%

Tailgating, 4.69%

Broken Windshield, 
1.56%

Illegal Passing, 1.56%
Littering, 1.61%

Incident Call Type Trend
12/8/2009 - 6/30/2010

D-6



Administrative Services 

Assistant Director 

Kathy McCarty 

Administrative Associate I  

Cathy Brain 

Systems Administrator Specialist 

Brian Gillispie 

Central Office Supply- 

Central Receiving  

Finance & Administration 

Records Center Manager 

Susan Thornton 

 

UGA Mail &  

Central Duplicating  

Manager 

Dwayne Weaver 

 

Directory Assistance 

Supervisor 

Christine Long 

ADMINISTRATIVE SERVICES DIVISION 

ORGANIZATION CHART 

Administrative Specialist I 

Judy Baxter 

D-7


	1Exec Summ
	2OSVPFA_2010
	3RESM
	RESM
	resm org chart

	4aux and admin summ
	5Admin Svcs
	6Campus Mail
	Campus Mail Annual Report FY2010.pdf
	Campus Mail Exhibits FY10 - 1_2
	Campus Mail Org Chart 2010

	7Cent Dup
	Cent dup
	new Central Dup Exhibit 1-2
	Cent  Dup Org Chart

	8cos-cent rec
	9dir assistance
	Directory Assistance Annual Report FY2010
	Directory Assistance Exhibit
	Directory Asst Org Chart 2010

	10records center
	Records
	Records Retention Exhibits FY10
	Records Center Org Chart 2010

	11aux srvs
	Auxiliary Division Summary
	Financial Summary - AUXILIARY GROUP
	Aux Ser - Org Chart

	12warehouses
	12warehouses
	warehouse summaries
	ross Auxiliary Services - Org Chart

	13transit
	campus transit
	transit financial summary - OTHER UNITS
	campus transit org chart

	14parking
	Parking Services - Narrative
	parking lotsBinder1
	PARKING SERVICES- ALL
	PARKING SERVICES-MONITOR & GEN LOTS
	PARKING SERVICES-CAMPUS PAY LOTS
	PARKING SERVICES-SOUTH DECK
	PARKING SERVICES-WEST DECK
	PARKING SERVICES - EAST CAMPUS DECK
	PARKING SERVICES-NORTH DECK
	PARKING SERVICES-CARLTON STREET
	PARKING SERVICES- EAST VILLAGE DECK
	PARKING SERVICES-HULL STREET
	PARKING SERVICES-TATE CENTER
	PARKING SERVICES-IM DECK
	PARKING SERVICES-PAC DECK

	Parking - Org Chart

	15bookstore
	Bookstore
	bookstore.xls
	Bookstore - Org Chart

	16Golf Course
	golf
	golf summary
	Golf Course - Org Chart

	17Golf - Stadion golf tourny
	Golf Course Tournament - Narrative
	Tourny Financial Summ
	Golf Course Tournament - TFC Scorecard Chart
	Golf Tourny - Org Chart

	18printing
	Printing - Narrative
	printing financial summary
	Printing - Chart for Narrative
	Printing - Org Chart

	19vending
	Vending 
	Vending Financial Summary
	Vending - Org Chart

	20Food Svcs
	Food Services Narrative
	Food Svcs - All  Summary
	Bolton Fin Summ
	Snelling Fin Summ
	Oglethorpe Fin Summ
	East Camp Comm Fin Summ
	Catering Fin Summ
	Sat Ops Fin Summ
	East Village Fin Summ
	chick-fil-a Fin Summ
	Red Clay Fin Summ
	SLC Fin Summ
	Admin Fin Summ
	Central Fd Stor Fin Summ
	Barberitos Fin Summ.
	Hotei's Fin Summ
	Larry's Subs Fin Summ
	Taste Fin Summ
	Tate Fin summ
	Food Services - Org Chart

	21UGA Card Svcs
	UGACard Services
	UGA Card-Bulldog Bucks
	UGACard Services - Org Chart 

	22OSEP
	23uga police
	Police Dept Report FY2010
	Police - Calls for service chart
	Police Charts - Detectives chart
	Police - Crime prevention
	Police - Crime charts 1
	Police - Crime charts 2
	Police - Service Assistance and Statistics chart
	Police - org chart

	24budgets
	24budgets
	24budgets begin
	budget office
	budg exh A
	budg ex b1
	budg exh c1-d1
	budg exh e1-f1s
	budg exh g1-h1
	budg exh I
	budg exh -J1
	budg exh -K1
	budg exh -L1
	budg ex M1
	budg ex N1
	budg exh -O1
	budg ex -P1
	budg ex-Q1
	budg exh -R-1
	budg -R2
	budg exh -R2.1
	budg exh -R3
	budg exh -R4
	budg ex -R5
	budg ex -R6
	budg ex -R7
	budg ex -R8
	budg ex -R9

	budg ex R-10 - R-12
	budg ex -R13
	budg ex -R14
	budg ex -R15
	budget div org cht

	univ budget ofc org ch

	25web dfs
	26web svcs
	27controller
	Controller's Office Intro - and org cht
	Procurement 
	acctg2.pdf
	accounting
	Accounting
	Accounting Ex 1
	Accounting Ex 2
	Accounting Ex 3
	Accounting Ex 4
	Accounting org chart

	Accounting Ex 1
	Accounting Ex 2
	Accounting Ex 3
	Accounting Ex 4
	Accounting org chart

	contracts and grants.pdf
	con and grants narr
	C&G Exhibit 1
	C&G Exhibit 2
	C&G Exhibit 3
	C&G Exhibit 4
	C&G Exhibit 5
	C&G Exhibit 6
	C&G Org Chart

	accts pay.pdf
	accts pay
	accts pay exh A.1
	accts pay exh B-C.1
	accts pay exh D 1-2.1pdf
	accts pay exh E.1
	accts pay exh F-G.1
	accts pay exh H.1
	accts pay org cht.1

	payroll.pdf
	payroll
	payroll ex A.1
	Payroll Exhibits B.1
	payroll ex C.1
	payroll ex D-E.1
	Payroll Org Chart


	28esd
	ESD
	ESD Stats
	ESDOrgChart

	29hr
	Human Resource
	HR org chart

	30ppd
	PPD
	PPD org chart

	31 oua
	32ugaref
	ugaref
	ugaref org chart

	accts pay.2.pdf
	accts pay
	accts pay exh A.1
	accts pay exh B-C.1
	accts pay exh D 1-2.1pdf
	accts pay exh E.1
	accts pay exh F-G.1
	accts pay exh H.1
	accts pay org cht.1

	payroll.pdf
	payroll
	payroll ex A.1
	Payroll Exhibits B.1
	payroll ex C.1
	payroll ex D-E.1
	Payroll Org Chart

	payroll.pdf
	payroll
	payroll ex A.1
	Payroll Exhibits B.1
	payroll ex C.1
	payroll ex D-E.1
	Payroll Org Chart

	contracts and grantsa.pdf
	con and grants narr
	C&G Exhibit 1
	C&G Exhibit 2
	C&G Exhibit 3
	C&G Exhibit 4
	C&G Exhibit 5
	C&G Exhibit 6
	C&G Org Chart

	accts payable brand new 1.pdf
	accts pay new
	accts pay exh A.1
	accts pay exh B-C.1
	accts pay exh D 1-2.1pdf
	accts pay exh E.1
	accts pay exh F-G.1
	accts pay exh H.1
	Accts Pay new Org Chart

	payroll - brand new.pdf
	new Payroll AMR
	payroll ex A.1
	Payroll Exhibits B.1
	payroll ex C.1
	payroll ex D-E.1
	Payroll Org Chart

	procurement - brand new.pdf
	new Procurement
	Procurement exh 1
	Procurement exh 3
	Procurement Exh 4 - 5
	Procurement Org Chart




