FINANCIAL MANAGEMENT MEETING

December 14, 2004    9:30 - 11:30 AM

The Pyle Center
Minutes
Welcome and Introductions
Business Services Updates
Parking Citations

Business Services has been working with Car Fleet to make sure that parking citation charges against fleet cars are paid by the driver of the vehicle and not university funds.  If the driver does not pay the citation, eventually Fleet receives a notice from the municipality involved and pays it.  They will charge that back to the same coding from which the fleet rental was paid.  They will send a standard letter and copy of the citation to the Divisional Business Rep of the school/college involved and you will be responsible for obtaining reimbursement to the funding by personal payment.

Concerns were raised by RSP regarding charging federal awards with an unallowable charge.  Accounting Services will look into using a clearing account within non-federal funding.

Concerns were raised about why fleet cars are not exempt from UW Madison parking citations.  Lance Lunsway was consulted and he says that if you have a need to park a fleet vehicle somewhere where parking is not allowed at UW-Madison, please contact Parking first and clear it so you are not given a citation.  If you get a citation and you feel it should be waived, please follow the citation protest policy rather than ignoring the citation.

Formation of the Office of Human Resources

Last week the merger of the UW-Madison Office of Human Resources and UW-Madison Employee Compensation and Benefits Office was announced.  The management team was identified, working for Carla Raatz as the director.  Mark Walters heads Classified HR, Steve Lund Unclassified HR, Kathleen O'Rourke Benjamin heads Benefits, and a recruitment will be conducted for the manager of Payroll and the manager of Administrative Services/IT/Call Center.  Dick Laufenberg will remain as a consultant to Carla managing primarily the legacy systems.  This merger will take place in a slow careful way so that no service gaps are encountered.  Other than identification of the management team, many other details are yet to be worked out.  Staff from both offices have been working hard to test the new Lawson HRIS system and to plan for its implementation.  Reorganization is low on their priority lists.  The unit will be physically brought together in the new Park-Regent Office Building to be completed in late summer, 2006.

Lawson APBS/HRIS System
The System test concluded several months ago determined that the computer system was not ready for implementation January 1, 2005 as planned.  A new date has not been set.  Project sponsorship is now under Darrell Bazzell, but this sponsorship is to accomplish a systemwide implementation, not just a UW-Madison implementation.  System Administration's new Office of Human Resources Information Services will still be the operational processing center for the resulting system and the UW-Madison OHR will be the UW-Madison operations office.  Members have been added from several other UW institutions and other roles at those institutions to the System APBS project steering committee.  A new project budget, plan and timeline are under development.

Cell Phones

The Legislative Audit Bureau (LAB) is conducting a statewide survey of use of state owned cell phones.  UW-Madison has about 1700 such phones.  After their report is issued, there are likely to be tougher use and issuance policies from the Governor's Office.  UW-Madison will then determine what it wants to do in response to these changes.  More information is forthcoming.

Purchasing Services
UPS Progress
UPS usage on campus continues to see positive growth.  There are approximately 200 new CampusShip accounts representing about 1200 users.  UPS representatives continue to work on campus to assist users in getting started with the program.  UPS has added another full-time support person to handle the volume of our accounts.  In addition, Materials Distribution Services (MDS) has completely switched over to supplying UPS pre-paid stamps and is no longer selling FedEx stamps.

DOR Collection of Sales and Use Tax Ineligible Vendor List
The Certification for Collection of Sales and Use Tax Ineligible Vendor Directory lists vendors determined to be ineligible by the Wisconsin Department of Revenue (DOR) for non-compliance with tax law (not properly registered and remitting WI sales/use tax or have not certified that they are exempt).  This is currently a very small list that is updated on a monthly basis by DOR, but must be checked regularly before making a purchase (just as the listing of ineligible vendors due to non-compliance with affirmative action laws must be checked).  For more information and frequently asked questions, please see the State of Wisconsin's Certification for Collection of Sales and Use Tax page.

Check the State of Wisconsin Ineligible Vendor Listings through the Purchasing Services website at http://www.bussvc.wisc.edu/purch/inel.html.  Please check both of the listings before committing to a purchase. The vendors on these lists cannot be used by any State of Wisconsin Agency, including UW-Madison.

Tax Exempt Letter How-To Page

The “How To Find Information on the University's Tax Exempt Status” page, located at http://www.bussvc.wisc.edu/howto/purch/TaxExemptStatusHowTo.html, has been updated to include a copy of the University of Wisconsin System Tax Exempt Certificate.  If a vendor requests a copy of the actual tax exempt certificate, it is available from this page as a Microsoft Word document.  The UW-Madison Tax Exempt Status Letter designed to answer inquiries concerning our tax exempt status is still available on this page as well.

Training Opportunities from Purchasing Services

On Friday, February 11, 2005, in 220 Ingraham Hall, Purchasing Services will be offering a workshop entitled The Wisconsin Minority Business Enterprise (MBE) Program.  This workshop will provide insights into how to direct your purchases to Wisconsin Certified Minority Businesses and the University's commitment to achieve minority business goals.  We will have Godwin Amegashie, the Director of the State’s MBE Programs Office, on hand to provide an overview of the history of the state MBE program, and a glimpse at goals for the future.  We encourage anyone interested in learning more about the MBE program on campus to attend.  Please register online, through the Office of Human Resource Development at https://www.ohrd.wisc.edu/OhrdRegMaster/DesktopDefault.aspx?tabindex=1&tabid=19&serieskey=202.

On February 17, 2005 in 220 Ingraham Hall, we will be offering our two session “How to Purchase Goods and Services at UW-Madison” workshop.  We will discuss an overview of Purchasing authority, policies, procedures, and approvals including different ways to purchase and associated types of competitive processes and dollar limits.  Also, learn how a requisition is processed into an order and how to track it.  We will cover a detailed overview of our E-Commerce operations, and demonstrations of all prime vendor ordering sites utilizing the MDS Ordering System as well as completing the tail end of the process through SWAP.  Please register for one or both of these workshops at http://www.ohrd.wisc.edu/reg/catalog_course.asp?course_key=5671 and http://www.ohrd.wisc.edu/reg/catalog_course.asp?course_key=6665.  We will be offering this session every two months during the academic calendar year.

Purchasing Postage Stamps

MDS continues to carry US Postal Service stamps as a convenience to departments that have requested this service, but the same product can be obtained for less money by using a procurement card to order directly from the postal service.
Vendor Rebate Policy
Purchasing Services, in conjunction with Internal Audit, has drafted a policy addressing receipt of vendor rebates.  Purchasing Policy and Procedure (PPP) 36 “Vendor/Manufacturer Rebates” can be referenced on the web at http://www.bussvc.wisc.edu/purch/PPP36.html.

In summary, Wisconsin State Statutes maintain that no state employee may use his or her public position or office to obtain financial gain or anything of substantial value for the private benefit of himself or herself or his or her immediate family, or for an organization with which he or she is associated.  Rebates associated with University purchases in the form of money or property are considered items of value that individuals may not personally acquire as a result of their position and must be returned to the department.

Returning Liquid Nitrogen Dewars
As you return liquid nitrogen dewars to Praxair (and others), please keep track of the serial numbers, sizes of vessels and dates of return.  Please send the information to Vint Quamme at vquamme@bussvc.wisc.edu or contact Vint with any questions.  We anticipate a difficult reconciliation process for these dewars and this requested effort on your part would help us avoid some of the issues that may come up.
Accounting Services
Purchasing Services and Accounting Services are working together on the End of Year Calendar.  It will be issued towards the end of January 2005.  The end of the year calendar is going to be early this year with June closing taking place on the 24th.  Make sure that you get your transfers in as soon as possible to avoid a heavy workload at year end.
Kim Moreland was introduced as the new Director of Research and Sponsored Programs.   Deletta “Del” Anderson was welcomed back to the University.  Del is the Divisional Business Representative for the School of Business.
Shared Financial System Updates
The SFS Team has resumed WISDM training classes, with Joel Freeman on board.  We have already conducted two sessions in December.  The demand for training classes is very high.  All the classes up to the end of March are already full.  We have also updated WISDM training manuals, which are posted to the SFS website at http://www.bussvc.wisc.edu/acct/sfs/wisdm.html.

The UW System is re-evaluating the SFS upgrade go-live date.  A lot of UW System and DoIT resources are being allocated to the APBS implementation, which takes the highest priority in resources.  We may be able to hear more from UW System in January.

United Airlines Upgrade/Ticket Voucher Drawing
Free Domestic Flight Coach Ticket – June Ganser from Vice Chanc. for Student Affairs
Free Domestic Flight Coach Ticket – Lisa Learish from Rec. Sports Admin.
One-way, One-class Upgrade – Eileen Hanneman from Environmental Studies

One-way, One-class Upgrade – Todd Friske from DoIT

One-way, One-class Upgrade – Jeanne Rotter from Athletics

One-way, One-class Upgrade – Bethany Pluymers from Law School
Purchasing Card Updates
The pilot program implementation of the new Purchasing Card is being tested by internal staff before we expand.  Space Science, Engineering and Housing will be in the second phase of the pilot program.  Depending on how the pilot program goes, it will be opened to more people.  We are looking at implementation this summer.  The Department of Administration (DOA) would have liked us to implement by March 2005.  We are moving from PVS Net software.  There will be new cards and different account numbers.  We are working with DOA to define the contract requirements with US Bank.  Sandy Bolson has now left the Purchasing Card Program.  Linda Diring will be doing the duties that Sandy had been doing.
Social Security Numbers

There have been Social Security number concerns and confidentiality issues with submitting Travel Expense Reports (TER) and Payment to Individuals (PIR).  For a copy of the flowchart on tax related documents, the location is on the Accounting Services Tax web page (http://www.bussvc.wisc.edu/acct/tax.html) under the How-To Pages.  The actual flowchart’s URL is http://www.bussvc.wisc.edu/howto/acct/requiredtx.html.  One of the options identified is to use the last four digits of the Social Security number.  If you see any problems, let Jose A. Carus, Jr. know.  The flowchart is a work-in-progress.  There are also concerns about T-Forms (Extramural Support Transmittal Form) that are submitted to Research and Sponsored Programs containing Social Security numbers.
Processing Scholarships
Electronic Scholarship Group

The committee has met various times to discuss the needs of each of the groups involved in the committee (Bursar, Financial Aid, Registrar, and Accounting).  This group has functioned very well and excellent progress has been achieved.

The group decided that we would like to have CALS as our first group in this pilot program.  Paul Jelle and staff at College of Agriculture and Life Sciences (CALS) were happy to volunteer.  Pennie MacLean, School of Education, will join the group. Her view point will help us to make sure that what we are doing works across campus.  The sub-committee comprising of CALS, Education, Bursar, and Accounting Services met on Tuesday, December 7, 2004 to discuss the proposed pilot.  A flowchart of the process is being developed.
The plan is to run the pilot in Spring 2005 using CALS as our pilot group.  Full implementation of all schools is expected for Fall (2005).  Summer session is uncertain at this time.  Benefits include:
1. Easier submission of data (via Excel spreadsheet which is a common denominator for schools at the UW).

2. Satisfies the concerns about using and putting Taxpayer Identification Numbers (SSN) on forms (Confidentiality).

3. Will allow departments (Bursar, Financial Aid, Registrar) to review financial aid package prior to giving access to the money to the students (avoid refunds, etc.)

4. Special Non-ISIS students and NRA’s will be processed the came as now.  Checks will go to the Bursar after processing.

Non-pilot groups need to get their scholarship payments processed as soon as possible to avoid the late rush.  It takes approximately 10-15 business days for processing, once we receive the PIR in Accounting Services.
Travel Agency RFP 
The Department of Administration (DOA) has decided to bring forth some of the outcomes of surveys that have been done and work on Request for Proposals (RFP) to contract with travel agencies.   DOA wants to establish contracts with three to five agencies.  One would be on-line booking agency to handle all travel needs of the State and the University of Wisconsin.  There may be an award to one partner agency with multiple locations to serve our travelers geographically.  There will be three to four alliance agencies with specific specialties (Athletic; Foreign/Study Abroad; Group Meetings; General Business).  There would be an award to a Minority Business Enterprise (MBE).

The intent of the project is to be able to recognize economies through centralized data collection and being able to negotiate discounts.  Also there are plans to contract with hotels to get better rates, reduce service fees and penalties.
Jan Richardson and Terri Mills have worked with DOA on this project for the last four years.  They have involved seven faculty members from campus in the process.  Athletic and Space Science are also involved from our campus.  The evaluation period will be in February 2005.  The award will be in March.  Implementation is expected for August 2005 at the UW.  DOA is expecting 75% participation from the in the first year.
The benefits are long-term.  Please keep an open mind on the process.    A criteria for implementing is that the administrative costs of payments do not increase due.  Automation will be done as much as possible using a Purchasing Card.  The first phase will be to do travel management.  We will continue to look at the possibilities of implementing electronic travel expense reports in the future.  As the RFP develops, you will be updated.
Adjourned
The 2005 Financial Management Meetings will be from 9:30 AM to 11:30 AM on the dates listed below. Location for the current meeting will be stated on the Agenda.

February 8 – The Pyle Center

April 12 – Lowell Hall 

June 14 – The Pyle Center

August 9 – To be determined

October 11 – To be determined

December 13 – To be determined
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