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loday's Agenda

ACampus Cleanout
ASpring Budget

AAnnouncements & Deadlines
AThis is JeoParody!







Campus Cleanout - Confidential Shred

1. U of M Campus
AMarch 10th, 9am-3pm

AStudent Plaza — A shred truck will be parked near a large tent and
shredding on-site.

2. U of M Lambuth Campus

AMarch 39, 10am-2pm

AHyde Hall — A shred truck will be at loading dock to shred on-site.
3. Who can participate and how?

AThis event is open to University of Memphis personnel ONLY.

Alt is preferred for everyone to bring their own materials to be
shredded, however, assistance can be given if requested via Physical
Plant work order two days or more prior to the event.



Campus Cleanout - Confidential Shred

3. What can be shredded?

AUnacceptable Items: media, books, anything with lamination, glue or
spiral binding, and binders.

A Acceptable Items for shredding: paper products ONLY. Paper clips and
staples are OK.

AOnly University records with prior approval for destruction —
https://www.memphis.edu/cfo/rdinstructions.php.

APlease shred ONLY confidential material in order to save space on the
truck.



https://www.memphis.edu/cfo/rdinstructions.php

Campus Cleanout - Confidential Shred

APPROVED
MOST COMMON RETENTION | RECORDS DISPOSAL

DOCUMENTS/RECORDS* PERIOD & AUTHORIZATION

FORM REQUIRED

Student Information Records 5 years Yes

A Emails from/to students related to appeals, disciplinary actions, complaints,
grades, etc.

A Student applications and forms unrelated to employment or enroliment

A Classroom Rolls (Maintained in Banner —Registrar)

A Student advising files

A Student exams (non-accreditation)

A Student department files

Employment Applications — Not Selected Candidates 5 years Yes
A Search Committee files

Administrative Documents - Internal Policies and Procedures 5 years Yes
A Applications or forms unrelated to enrollment or employment

Working Papers Tyear No
A Copies of student documents, invoices, budget revisions, payroll forms, and
transfer vouchers

Temporary Records Destroy when no longer No
A Handwritten messages useful
A Non-critical emails (informational or promotional)

A General student emails simple request or informational




Campus Cleanout - Surplus Exchange and
Recycle

1. U of M Campus ONLY

AMarch 10t", 9am-3pm

AStudent Plaza — Under the large tent.
2. What is a Surplus Exchange?

AThis is a chance to declutter your office. Have office supplies or
furniture that you don’t need? Bring it to the Surplus Exchange and
someone else on campus may find a use for it.

3. Recycle Collection

AA recycle zone will be set up alongside our surplus event with labeled
bins for collection.



Campus Cleanout - Surplus Exchange and
Recycle

Surplus Recycle
Acceptable ltems: Acceptable Iltems:
A Office Supplies A Used batteries
A Scanners/Printers A Used ink/toner cartridges
A Monitors A Paper/cardboard
A Chairs A Metal
A Lamps A Plastic bottles
A Pictures A Styrofoam
A Radios A Binders
A Fans/Heaters
Unacceptable Items: Unacceptable Items:
A Computers/laptops A Furniture
A iPads A Hazardous material
A Any item with a University Tag.
Assistance Available:
A Itis preferred that all bring their own materials to the event. Dollies and wagons will be available to check out at the event location. A work order can be
submitted to Surplus or Recycle if materials are too large or heavy to move.




Questions?






ambuth Campus

Budget Development
in
February and March




Spring Budget - Key Dates

A Revenue Projections ™~ Due Friday, March 18, 2022

0 Email with instructions will be sent out Friday February 25, 2022
0 Ifyou desired, you may schedule a time for individual review with a Financial Planning Staff member
A Tuesday, Mar st thru Friday Mar 4

0 Instructions for preparing revenue budget revisions can be found on the Financial Planning website under the Frequent
Asked Question tab

A Capital/R&R/Faclility Projects ™ Due Monday, March 28, 2022

0 Ifa Summer projectis planned, submit by Spring deadline

A Expenditure & Position PDF Budget Revisions ™~ Due Monday, March 28, 2022

0 Email with instructions will be sent out Friday February 25, 2022

0 Submit revision to cover any newly hired Limited position and those FY22 Limited positions that have not been covered
previously

0 |If a position needs to be transferred for Fall, submit the transfer BR before deadline
0 Remember: no base budget revisions will be entered between the deadline and the opening of FY23

A BD4 Online Budget Revisions ™ Due Friday, April 8, 2022 with all approvals

0 Remember to align department budgets for the remainder of FY22
o0 No functional changes after deadline



What are Functional Totals?
Budget & Expenditure totals in a specific range of Program

Codes
Program Code Range Function
2000 - 2499 Instruction
2500 - 2699 Research
2700 -2799 University Libraries Research
3000 - 3499 Public Service
3500 - 3999 Academic Support
4000 - 4499 Student Services
4500 - 4799 Institutional Support
5000 - 5499 Operations and Facilities
5500 - 5699 Scholarship / Fellowships
6000 - 6999 Transfers

7000 - 7999 Auxiliary

Source: FGRPRGH Program Hierarchy Report



Why are Functional Totals Frozen in
April?

A The final current year budget is submitted as part of the Spring Budget
- Departments realign budgets and anticipated purchases

A E&G control totals are compared against final year-end amounts

A Functional Expenditure exceeding Estimated Budget — “Busting a
Function”



Spring Budget - Benefit Fringe Rate

A Benefits FY23 Proposed Fringe Rate (To be Finalized in May)

A 35.86% Salaried Employees

A 52.83% Hourly Employees

A 744% Temp Employees — No Insurance
A 14.40% Temp Employees — With Insurance
A 120% Student/GA

A Benefits FY22 Fringe Rate

A 34.80% Salaried Employees

A 52.52% Hourly Employees

A 727% Temp Employees — No Insurance
A 1818% Temp Employees — With Insurance
A 107% Student/GA



Spring Budget - Expense

X Reviewing FYBROOb5 Budget by Organization Current Year and
Base

U Department can determine whether Base Budget adjustments
are needed due to

C Small amount less than $100
¢ Change in expenditure plans

X Banner Self Service Query
U Department can use to analyze budgets to align as needed

¢ Reminder Current Year Budget to be moved as needed
for Departments spending plan through June 30™



Revenue Process
A Revenues are updated each budget cycle (Spring & Fall)

UTILITIES & REPORTS
budget overexpenditures

A Accessed via Financial Program Guide — revenue budget reviews  revene budgst reviews

e~Print

A Designees and Financial Managers to review report and make any necessary
Revenue changes with Budget Revisions or Accounting Transfer Vouchers —

(Use Transfer Voucher for corrections of actual transactions posted)

A Eliminated the Revenue Certification Process
FYBROOT ePrint report will continue to run for analysis review
A In the Spring you need to review current year and base for the next fiscal year

A Estimates & future projections should be realistic to reflect the activity you
expect

A Return revenue pdf Budget Revisions to Financial Planning
(Note, Academic Affairs units return to the Provost Office)



Banner Finance Program Guide — revenue budget reviews

Revenue Budget Reviews

To help you manage you accounts, we are providing this notice to aid in the review of the revenue
budget and actuals as shown on Banner Finance records.

®*  |tisimportant that your current estimates and future projections are realistic and accurately
reflect the activity you expect for the respective current and base budgets. Please review and
determine if action is required (budget revision or error correction). Please note, if submitting
a revenue budget revision, amounts should be rounded to the nearest hundreds. Budget
revision forms can be found online and need to be submitted in PDF format to
FPRevisions@memphis.edu.

Please see the column header descriptions below:

*  PY2 Actuals:
- Fall cycle: year-to date Actuals data as of the reporting period from 2 years prior
- Spring cycle: year-end Actuals data from 2 years prior

*  PY Actuals:
- Fall cycle: year-to date Actuals data as of the reporting period from 1 year prior
- Spring cycle: year-end Actuals data from 1 year prior

®* Y Actuals:  year-to date Actuals data as of the report date for the current fiscal year

Following are the details of the revenue account(s) as of February 24, 2022. Please note that this
is a static file as of the date indicated.

Revenue Budget Revisions due Friday, March 18, 2022

Account |PY2 PY CY CY Adj CY Avail |CY vs |CY Base

e e e e Actuals |Actuals |Actuals |Budget |Bal PY |Budget

Mo records found.

Questions? Contact budget@memphis.edu.

Logout



FYBROO1 Revenue Budget Estimate / Worksheet by
Organization
Reference Only — Eliminated the Revenue Certification
Process

PAGE: 73 University of Memphis 10-Feb-2022 04:30 AM
REPORT: FYBROO1 Revenue Budget Estimate / Worksheet by Organization
Prior FY: 21
Current FY: 22
Next FY: 23
Fund: 110001 Undesignated Eand G
Organization: 260000 School of Law
Program: 2100 Revenue Producing Instruction Actv Code: None
Adjusted Proposed
Actual Budget Receipts YTD Final Estimate Future / Base Budget
Account Account Title Prior Yr Current FY Current FY Current FY Next Yr Next Yr
Code
51816 Locker Fees 105.00 500 580.00 1,000
58868 Vendor Fees Non Taxable 950.00 3,400 3,41050
Total 1,055.00 3,900 3,990.50 1,000.00
Financial Manager Date

Lookup Results Matching Index 413013: School Of Law Instr
Organization Program Activity Location

AY AY AY AY

110001 260000 2100
(Undesignated E and G) |[(School of Law)} |(Revenue Producing Instruction)




FYBRO0O0O1 Revenue Budget Estimate / Worksheet by Organization
Best Tool to review Revenue to address issues / problems

PAGE: 146 University of Memphis 10-Feb-2022 04:30 AM
REPORT: FYBROO1 Revenue Budget Estimate / Worksheet by Organization
Prior FY: 21
Current FY: 22
Next FY: 23
Fund: 112000 Intercollefiate Athletics Not VGHd Fund fD.-" Organjzatjﬂn
Crganization: 543500 Tiger Copy and Graphics
Program: 4650 Gen Admin and Logistica Service Actv Code: None
Adjusted Proposed
Actual Budget Receipts YTD Final Estimate Future / Base Budget
Account Account Title Prior ¥r Current FY Current FY Current FY MNext Yr MNext ¥r

Code

58010 Sales Tax Paid - Athletics 0.00 0.00

58878 Other Sales - Taxable 0.00 -25.00

58882 Sales Tax Paid 0.00 -2.82

Total 0.00 -27.82
Financial Manager Date
Lookup Results Matching Index 264200: Reprographics
. Fund Organization Program Activit Location
Valid Index: alv “ vV unv alv)
112200 543500 4650
(Reprographics) (Tiger Copy and Graphics) (Gen Admin and Logistical Services)




FYBROO1 Revenue Budget Estimate / Worksheet by
Organization

1 Review revenue Budget and YTD transactions

o Department may need to prepare Budget Revision to adjust budget or Accounting TV to move revenue
91 Action Items for this example:

1) Banner Finance Program Guigi&earch by Org and Program to obtain list of vakDPA

2) Banner Finance Self Service Quehems inBluecan be clicked on to drill down to detail

3) Investigate Document Number by using OnBase / Office Files /AJSEH3NA || NX2 a
1 Note, once the Accounting TV to move Account Code 58878, OthercSarable has posted; Accounting

Office will process the Sales Tax Paid entry during their monthly process.



Which budget revision should be used?

A Determine what type of Budget Revision
ACurrent Year or Base Budget

A s the source of the revenue one time or recurring
A Round Revenue Budget to 100’s

A Explanation for Revenue Change
Questions Who? and Why? to be answered



Spring Budget Revenue

Temporary Current Year Budget Revision (BED04)

MEMPHIS.

Requesi Help

Submit completed form to Financial Planning Office, Administration Bldg., Room 151

User ID: |cwhitehd
Name: Christopher Whitehead
Department: School of Law

| (e.g.. jsmith)

Fiscal Year: | 2022

Date: 02/11/2022

Temporary Current Year Budget Revision (BD04)

Expense Expense Revenue Revenue
BTN R EE
{+) {+)

01413013 ||School Of Law Instr |[110001 ||260000 ||51816 | 2100 || I 1 0| o | 0| 100|
02413013 ||School Of Law Instr |[110001 ||260000 ||74000 | 2100 || I 1 100|| o | 0|| 0|
03413013 |[School Of Law Instr |[110001 |[260000 ||58868 | (2100 || I 1 0l o | 0|| 500
04 413013 ||School Of Law Instr |[110001 ||260000 ||74000 | 2100 || I 1 500/ | o | 0|| 0|
05 | Il I Il I || || | | 0| 0] | 0| 0
06 | I I I I || || | | 0| 0| | 0| 0
o7 | Il I Il I || || | | 0| 0] | 0l 0
08 | Il I Il I || || | | 0| of | 0l 0]

Net Change

0|
Document Total 1230' Total EUUH Ul | ﬂ'll ED[I'|

The reason for requesting this revision is as follows:

Space is imited--your responae will be limited fa 223 characters, and pressing the Enfer or Return key to create a new line has been disabled.

01 - 02 Law Locker increase in student participants 03 - 04 Law Orientation Sponsors

Questions:
Who
Why

Banner Description:

01-02 LawlLocker Participants Up

03 -04 Law Orientation Sponsors



What is Account Type 75?7
Departmental Revenue Account Codes

U Are to be used only for services provided by a Campus Department to
another Campus Department

U Are notto be used for a Campus Department expense (invoice, travel,
reimbursement, etc))

U The most misunderstood are:

0 75431, Conference Fees Non Taxable
The correct expense Account Code 74830, Training Costs for Employees

0 75432, Equipment Rental Non Taxable
The correct expense Account Code 74630, Rental of Equipment

0 75435, Parking FeesNon Taxable
The correct expense Account Code 74992, Parking Spaces / Decals



Budget Revision Process

All budget revisions must be submitted to Financial
Planning as PDF documents. Excel and paper versions
will be returned for PDF version.

DocuSign cannot be used to approve budget revisions.
Please add signatures in Adobe software. Directions can
be provided upon request by Financial Planning.

Approved budget revisions should be submitted to the
“inbox” email address: FPRevisions@memphis.edu.

(Academic Affairs units to submit to Provost Office first)
(Auxiliary units to submit to Colis Chambers — cchambrs@memphis.edu )

Please direct all questions to budget@memphis.edu.


mailto:FPRevisions@memphis.edu
mailto:cchambrs@memphis.edu

Financial Planning and Analysis Web
Page

Training Resources

* Finance Basics: Budget Training

Finance Basics: FOAPAL Training

Single Positions by E-Class Chart
Pooled Positions by Position Title Chart
Access Budget Reports via Eprint

Budget Reports Reference Guide
Revenue Tips: How to Review FYBR0O01 from FY2009 - note principles are the same today

Expense Tips: How to Review FYBROOS | will report Departmental Revenue

* InterFund Transfer Examples BD0O4 Form









Announcements & Deadlines

8 AWelcome to all first-time attendees at
Focus on Finance & HR!




Announcements & Deadlines

ANew HR Employees

ARyan Hall,
Senior HR Business Partner

ACharlena Brassell,
HR Service Center Associate

ABonnie Mahar,
Data Management Clerk




Announcements & Deadlines

A Don’t forget to review the University’s current
job openings at workforum.memphis.edu.

A Follow the Division of Business & Finance on
Twitter at @uofmemphisbf!

A Subscribe to our WorkforUM Twitter feed at
@umemphisjobs!

A Follow us on Instagram! @uofmhr



https://workforum.memphis.edu/
https://twitter.com/uofmemphisbf
https://twitter.com/umemphisjobs
https://www.instagram.com/uofmhr/

Announcements & Deadlines

Tigerbuy & Procurement Cards

Tigerbuy

A ?et access using Access to Business & Finance Systems
orm

A Sign up for training via Learning Curve
A Attend training for full access (requestors)

P Card

A Complete Procurement Card Application
A Sign up for training via Learning Curve
A Attend training

A Sign Agreement to receive card




Announcements & Deadlines

Constance M. Butts,
Procurement & Contract Services

Retirement from UofM is March 14, 2022
we’ll miss you, Constance!
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