ADMINISTRATION SUPPORT DIVISION (ASD) MISSION STATEMENT

· Provide senior oversight for the University’s Equal Employment Opportunity program.

· Provide professional travel services and serve as the Contracting Officer’s Representative for the commercial travel office.

· Serve as the Records Management Office, developing and maintaining a standard University filing system.

· Receive, sort, meter, and distribute U.S. and in-house mail.

· Provide transportation services and arrange for courier deliveries.

· Collect, maintain, and distribute federal, DoD, and University Instructions, manuals, and other publications.

· Duplicate or arrange for the professional printing of material.

· Provide copier management and engraving services.

· Provide and maintain cell phone/pager services.

· Acquire, develop, and maintain federal, DoD, and University forms.

The Administrative Support Division reports to the Vice President for Administration (AVA) and the Vice President, Finance and Administration.
