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Administrative Activities Review (AAR) Guidelines 

Due by August 6, 2018 
 
The review is an opportunity for your unit to reflect on its mission, the services you provide, your 
strengths and challenges, and your future plans.  It will be used to inform decisions about 
resource allocations across the campus.  This document should be used as a guideline and you 
should address only the sections that are applicable to your unit. 

 
 

I. Basic Facts and Description of the Unit. 
a. Mission and goals.  Describe your unit’s mission/role on campus and its near-

term/long-term goals. 
b. Services. Describe the primary services provided by your unit, organizing them 

into major categories. Indicate how your unit prioritizes its services in terms of 
importance or effort. Describe the relative magnitude of the major categories 
(e.g., by department workload, students or customers served, revenue 
generated, etc.). 

 

• For each primary service, describe the following: 
• Critical partners. List your key partnerships with other units 

inside and outside of the University. Note if there is overlap or 
duplication of services with other units at UA. 

• Customers or end‐users of your services. List your customers 
(e.g., departments, divisions, organizations/groups inside and 
outside of UA, etc.) or types of students served and include some 
indication of the relative volume of service provided to each. 

• Key performance analysis. Present the most important metrics (in 
charts, tables, etc.) you track to measure performance. Provide the 
most recent three-to-five years of results, targets, and comparisons 
to peer institutions, as available. For every metric, provide the 
corresponding analysis, including a comment on important trends, 
conclusions, or insights drawn from the data. 

• Brief assessment. Highlight (in a couple of sentences) any 
noteworthy strengths, challenges, or opportunities. 

 
c. Resources. Describe your resources as outlined below. Highlight (in a couple of 

sentences) any noteworthy strengths, challenges, or opportunities related to your 
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resource allocation. 
• Personnel. Include an organizational chart of your unit, supplemented 

with a table that includes titles, a short description of the key functions of 
each position-type, and the number of people in each position-type 
(including number of FTEs, if applicable). (The appendix should include an 
org chart showing how your unit fits into the larger University structure.) 

• Financials. Provide a line-item summary of the unit’s budgeted and 
actual expenses (and revenues, if applicable) over the past five years. 
Briefly explain key takeaways (e.g., causes of budget deficits, trends in 
expenditures). 

• Equipment and technology. If applicable, describe the equipment and 
technology critical to your unit’s operations. 

• Space. If relevant to your unit’s operations, describe your unit’s 
location(s) and space allocation. 

 
II. Future Plans. This section should provide insight into the future of your unit, based on your 

mission and goals, opportunities you intend to pursue, and/or emerging trends that will 
likely impact your operations. 

a. Potential changes. Are there specific ways you are planning for your unit to 
evolve (e.g., new/discontinuation of services, changes in strategies for how you 
operate) in the next 3-5 years? If so, what are you planning? Why do you believe 
these changes will be necessary? 

b. Trends. As you think about factors external to your unit (at UA, in your 
field/industry, or nationally/globally), are there emerging trends that will 
significantly impact your unit (and are not addressed above)? How do you plan to 
respond? 
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