FINANCIAL MANAGEMENT MEETING

August 12, 2003  

Minutes

Welcome and Introductions

Kathleen Moore was introduced as the new Divisional Business Representative at Business Services, replacing Dennis Olson who will retire in September.  She can be reached at:  265-0904, 203 A.W. Peterson Building, kmoore@bussvc.wisc.edu.  

Business Services Updates

Facility Use Policies and Guidelines  - Jane Johnson, Director of Central Reservations, provided two documents related to use of University facilities. The Facility Use Committee has representatives from the Chancellor's Office, Housing, Business Services, Wisconsin Union, Facilities, Planning & Management, UW Communications, Student Organization Office, Legal Services, UW Police, Risk Management, Athletics and the Dean of Students Office worked on the documents to ensure proper and consistent use of UW facilities and lands.

The document distributed titled "University of Wisconsin-Madison Facilities Use Policy Manual" is not the full manual.  The first page has a copy of the index of polices.  Attached were P-1 "Use of University Facilities and Lands" and P-6 "Use of University of Wisconsin-Madison Facilities for Political Purposes".  P-6 is not on the web.  Items to be aware of are:

P-1. - Use of University Facilities and Lands 

· Section II/B/1. - Eligibility for Use

· Section II/B/1/b/(1) - Sponsorship

· Section II/D - Revenue Producing Facilities Use

The document "Facilities Use Guidelines -Use of University Facilities and Lands" had the following areas to be aware of:

· G-3 - Use of Library Mall

· G-6 - Temporary Food Sales in UW Madison Building and on University Lands

· G-9 - Liability Insurance

· G-10 - Catering Policy and Procedure -- Use of Outside (Non-UW) Services

· G-13 - Use of UW-Madison Facilities:  Terms & Conditions (items 2 & 13 have been revised)

Work with your event planners and make sure they are aware of the guidelines.  The Library Mall area was clarified as the grassy area between the State Historical Society and the Memorial Library.  

Contact Jane Johnson at jbjohnso@facstaff.wisc.edu for copies of the documents or questions about them.  

Accounting Services Updates

Red Book Budget - The budget information will be available on Friday.  

Functional Directory Use - Attendees felt that the Functional Directory is a valuable resource and is very good for new employees to use.  If you have any comments or suggestions, please contact Carl Johns at cjohns@bussvc.wisc.edu.

Travel Study Update - A copy of the "Travel Changes Approved in 2003-2005 Compensation Plan" (dated 6/27/03) was distributed.  The entire compensation plan, including the Uniform Travel Schedule Amounts is available at http://der.state.wi.us/home/dclr.htm.  Items updated included:

· Requirement for receipts for taxis was increased

· Tips for hotel employees

· Reimbursement for porterage

· Parking claims in excess of $25.00

· Service or transaction fees for use of ATM's

· Passport and visa costs

Accounting Services is working on web site changes.  Miscellaneous charges will be displayed differently.  An email will be sent out regarding updates.  

LAB Purchasing Card Audit - The document "LAB Purchasing Card Audit Results - Financial Management Meeting 8/11/03" was distributed.  The document covered statistics, findings, concerns, best practices, and program changes and improvements.  A copy of the report is available on line at www.legis.state.wi.us/lab/windex.htm.  Jan Richardson thanked everyone who was involved in the audits.  .  Misuse of purchasing cards was minimal.  Best practices include use of a log of purchases.  More training and clarification of the food policy for events was encouraged.  Remember to get the proper signatures and attach receipts for an audit trail.  Accounting Services will be adding staff to the Purchasing Card Program.  

On August 4, 2003, Terri Mills sent and email out to the Divisional Business Representatives list regarding "Payment of professional licenses for represented and non-represented employees".  It also applies to Academic and unclassified personnel.  

Shared Financial System (SFS) Update - Some transactions in 3270 are no longer available (INQM, INQV and INQC), except for special situations.  We will be taking transactions down as we transition off of Legacy.  Joan Christiansen, CPA, was introduced as the new contact person for WISDM data views and enhancements.  If you have questions about WISDM data view, use the SFS mailbox at sfsmsn@bussvc.wisc.edu.  Mail sent to that address would be checked by the SFS team members.  The Functional Directory will be updated to include "WISDM Functional Help". 

Accounts Payable /Purchase Order (APPO) - The project team has been meeting every two weeks for about a year.  A summary of Phase 1 will be on the SFS web site soon at  http://www.bussvc.wisc.edu/acct/sfs/.  You will find it under Other Projects.  The team is recommending PeopleSoft for Direct Payment.  It will allow for a vendor file, which has not happened before.  There is no timeline set up at this time.   

Year End - Legacy was closed out in July.  You will see some differences in SFS.  INQM is not available.  Jim Hellenbrand is working on loading information on SFS.  The Encumbrances have already been moved.  You will be notified when expenditures are moved.  There is no known date of when we will be down to one set of class codes.  As payroll goes into effect, Account codes will be used.  

3270 Transactions - Some 3270 transactions have been turned off or are in the process of being turned off.  

DoIT - The SFS team is working with DoIT on a new procedure for conception to date information and organization roll-up with WISDM.  DoIT has improved the test process.  The response time has improved and WISDM/SFS is more stable.  

WISDM Distribution List - This list was developed for all WISDM users to notify people of rare instances of major disruption of WISDM service, not to be used as a general contact list.  

Training - The Office of Human Resource Development (OHRD) has taken over logistical administration of the WISDM training.  Go to http://www.ohrd.wisc.edu/ for a listing of upcoming training dates, time, and location.  You will register on line through OHRD.  Information on training will also be on the SFS web site.  Gareth Green will continue to do the training.

Division WISDM Experts - A meeting will be set up to document post year-end on "How to Manage Year-End" for next year.  Give feedback on what did or did not work for you.  No date for the special session has been set, but it may be in late September or early October.

Cash Balance - UW System will set up a new display in WISDM which will be called "Fund Balance", rather than Cash Balance.

Cut Off  Dates -  What changes do you want Accounting Services to make with Cut Off Dates for the end of the year?  What problems are you having with close out?  Let Al Benzschawel at abenzschaw@bussvc.wisc.edu know of your suggestions.

Purchasing Services

New Prime Vendor - Dell Computers is on the MDS E-Commerce -page.  The prices are not marked up but are the State contract prices. It is a standard routine at MDS for purchases of over $5,000.00.   Codes on purchases will be updated before posting.  No separate MD number will be needed.  Shipment will be direct, not through MDS.

***Note:  Corrections to the FMM Minutes Statements, per Mike Hardiman, 8/29/03

At the Financial Manager’s Meeting, it was stated that a procedure was in place at MDS to convert a supply class code to a capital equipment class code when purchase of a single item exceeded $5,000.  What actually occurs is that MDS runs a daily report to extract purchases of any single item with a purchase cost exceeding $5,000. This information is provided to Property Management who notifies the originating department of any need to make appropriate journal changes to reflect the correct capital code. 

We regret to have misinformed you on this process. 

New Prime Vendor for Gas Cylinder and Implementation Schedule - A contract with AGA for gas cylinders will centralize the cylinder program. The tracking and package is superior.  Ordering on line may begin in January 2004.  A notice will go out to other vendors about arrangements.  Prior to the web ordering, there will be a meeting of large quantity users to discuss the plan.  Mike Hardiman will check to see if propane is included in the list of gas cylinders available from AGA.

Moving of External Requisition Pre-Audit Function to Purchasing -Effective September 1, 2003, Purchasing Services will be taking over the Pre-Audit responsibility.  Internally, there will be few people involved and externally there will be just one place to check for the requisitions.  Purchasing Services will keep a log of requisitions going out (not a database).  The process will be the same as Accounting Services had it, except the supply code with not be pre-audited.  All other codes will be looked at.  The 133 funds requisitions will be routed to Research and Sponsored Programs to be reviewed by them.  As of September 1st, send External Requisitions and confirmers to Purchasing Services, 2nd floor A.W. Peterson Building.  A notice will be sent to campus with contact names.  

Requisitions - Purchasing is developing a better resource for requisitions, on showing how to create and fill out a requisition.  There was an overview given on tools to get into where the requisitions are on line.  There will be a basic "How To" page.  A tutorial will be web based.  It is not in production at this time.  Purchasing Services is working with DoIT to get a pre-numbered process in FY04.
Adjourned

The Financial Management Meetings will be from 9:30 AM to 11:30 AM on the dates listed below. Check Today In The Union at http://www.union.wisc.edu/TITU/mutitu.htm for room locations.

October 14, 2003 - Memorial Union

December 9, 2003 - Memorial Union

February 10, 2004 - Memorial Union

April 13, 2004 - To be determined

June 8, 2004 - To be determined
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