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Business Continuity Planning Overview
Ronald Mark Heath
Executive Director 

Business Continuity and Risk Management



What is Business 
Continuity Planning? 

Business Continuity Planning (BCP) is a 
collection of resources, actions, 

procedures, and information that is 
developed, tested, and held in readiness 

for use in the event of a major 
disruption of operations. 



BCP Purpose & Importance
• Allow continuation of department / division / 

university business functions
• Identifies succession of Key Personnel
• Reduces disruptions to operations 
• Allow us to resume services to the campus 

community
• Achieve a timely recovery 
• Minimizes financial losses
• Mandated by the University Board of Trustees as 

a part of Best Practices



BCP vs. EOP, ERP & Crisis Management
• Emergency and Crisis Plans Focus on Life Safety Issues
Fire & Hazardous Materials Event
Severe Weather
Evacuation e.g., Civil Disturbance

• Continuity Planning Focuses on                                              
on how to Resume Operations

Identifies succession of Key Personnel
Reduces disruptions to operations 
Achieve a timely recovery 
Minimizes financial losses



BC Planning Considerations

1. Single or Multiple Facilities Affected
• Fire, Explosion, Severe Weather, Loss of Utilities

2. Loss of Personnel
• Infectious Disease

3. Loss of IT or Data
• Power Outage
• Act of Terrorism 
• Equipment Failure

4. Additional Disruptions
• Communications (Cell)
• Logistics Support



Critical Function Principles
Four Defining Principles:

1. All university functions are necessary: some are critical

2. A critical function is a unit activity or service, not a unit name,
not an object

3. A critical function is comprised of several—perhaps many—
processes and almost never is comprised of a single process

4. A critical function is a high-value activity, or an activity set that
is normally performed by your unit and must be available at a
sufficient level within 30 days or less if a negative event
affects the campus



Levels of Critical Functions 
1. Critical:

A function that must be restored to a minimum level of service, preferably within 4 hours of
an incident. Must continue at a normal or increased level. Pausing for more than 24 hours
may cause significant consequences or serious harm. (Possible examples: police services,
provide back-up facilities or housing, food/meals to University residents, maintain campus
emergency web presence, email services, conduct hazardous waste materials response, etc.)

2.  Priority:
Must continue, perhaps in a reduced mode. Stopping for more than one week may cause
major disruptions. (Possible examples: manage payroll, conduct purchasing of campus goods
or services)

3. Important:
May be temporarily suspended but must resume normal operations within a maximum time of
30 days. (Possible examples: research, administer course scheduling/room assignments,
student advising, etc.)

4. Deferrable:
May pause; resume when conditions permit. (Possible examples: routine building
maintenance, training, marketing.)



Critical Function 
Determination
A function is critical if it:
• Preserves life, prevents injury, or protects property
• Provides indispensable support for provision of other

critical functions
• Is required by law or regulatory authority
• It must be continued under all circumstances/cannot

suffer a significant interruption
• Directs or controls instruction or research—be sparing

about tagging a function as directing or controlling these
services.

• It provides vital support to another department, unit, or
organization (with critical functions)



Recovery Time Objectives
Critical 

Duration: Less than 4 hours and up to 8 hours
Priority

Duration: Less than 24 hours                                               
and up to 72 hours
Important                                                                     

Duration: 4 to 7 days as a                                                
target but less than 30 days max
Deferrable                                                                   

Duration: Greater than 30 days



Dependencies
• Upstream Dependencies
Are the departments (WITHIN the University) whose reduced 
functioning would seriously impair your own department's ability 
to perform a Critical Function
• Downstream Dependencies
Are the departments that would be seriously impacted if YOUR 
department could not perform a particular Critical Function

• Dependencies can be external as well

NOTE: Do not name IT systems as dependencies. IT 
systems are treated separately.



Nine Key Areas of Concern
How to Cope  Unique Skills
Working at Home Showstoppers
Risk Policy Exceptions
Action Items Campus Closure
Additional Vulnerabilities

Business Impact Analysis
(Consequences)



Additional Areas
Key Resources                                                                      
Staff, Teams, Equipment and Supplies, Inventories, Facilities, Transportation, Utilities or 
other unique Resources

Information Technology
The Information Technology section is designed to be to be completed on-screen with 
assistance by your ITS LSP

Faculty Preparedness                                                                                                 
Applies to Academic/Instructional Units Only.



Questions?



ANNUAL INVENTORY CONFIRMATIONS
Darya Maksimova

Accountant III
Financial Reporting



Policy & Statute Requirements
• Annual Inventory Confirmation is a required procedure:  BF4025 Policy –

https://memphis.policytech.com/dotNet/documents/?docid=711&public=true

• Once a year Accounting will send a Fixed Asset Inventory 
Listing/Confirmation by Organization to Equipment Reps and Financial 
Managers.

• It is essential that you maintain accurate and up-to-date records of your 
department’s inventory.

• State Auditors verify Inventory Confirmations as part of their normal audit 
procedures. Failure to complete Inventory Confirmations could be 
reported as an audit finding.

https://memphis.policytech.com/dotNet/documents/?docid=711&public=true


Fixed Assets Categories
• “Capital Equipment” is a single item costing $5,000 or more.

• “Sensitive Minor Equipment” is particularly vulnerable to theft and has a 
cost between $1,500.00 and $4,999.99. Examples of items that may be 
viewed as sensitive minor equipment include: boats, boat motors, boat trailers, 
canoes, cameras, computers, audio and video equipment, microscopes, 
oscilloscopes, and other scientific equipment. This category is NOT included in 
Report this year.

• Equipment under $1,500 is not included in Report.  

Report of all assets may be obtained from Banner ePrint – Banner Finance 
Repository – FYFR001-Fixed Asset Inventory Listing.



Annual Inventory Confirmation Process
1. Print a copy of the Confirmation and read instructions carefully.

2. Physically confirm the location of all assets.

3. If information is missing or incorrect, update asset description 
information (make, model, serial number, etc) on the confirmation 
report, preferably using a red pen. Changes to description, make, 
model and serial number are made by Financial Reporting.

4. Update Location or Org; if needed zero value assets through Fixed 
Asset Workflow (indicate WF on confirmation).

5. For additions (only for assets that cost more than $5,000), complete 
the Items in Department Not on Inventory form and send with 
completed inventory confirmation.



Annual Inventory Confirmation Process
6. Older items not found – Look up in INB Banner on the FFIMAST page 

for System Status Code (assets with Codes “D” or “C” are NOT 
included) .

7. Ensure you have a Request for Off-Campus Use of Equipment Form 
completed for all Off-Campus items (112688 and 112687).

8. You must complete a Report of Lost or Stolen Property Form for all 
missing/lost/stolen items.

9. Make a copy and return the signed confirmation report to Accounting 
by March 31, 2021.

http://bf.memphis.edu/forms/equi/equi02.htm
http://bf.memphis.edu/forms/equi/equi03.htm


Annual Inventory Confirmation – Samples

• Completed Report

• Correction Samples



Items in Department - Not on Inventory



FFIMAST - Asset Status
To determine System Status Code of the asset, use the Banner INB FFIMAST page.  
Enter Decal # (Asset Tag), click on Go

• Active Status – System Status Code “J” or “I”



FFIMAST - Asset Status
• Inactive Status - Assets that were previously zero-valued, cannibalized, or 

disposed are indicated by “D” or “C” (not included in the Report).



FFIMAST – Organization
To determine which org the asset belongs, use the Banner INB FFIMAST page.  Enter 
Decal # (Asset Tag), click on Go, and then, click on the down arrow in the bottom left 
of the screen 2 times.



FFIPROC – Fixed Asset Procurement Query
Additional information may be found using the Banner INB FFIPROC page by 
purchase order #, serial #, description or other parameters.  



Equipment Representatives Listing
The list of current equipment representatives can be viewed at 
http://bf.memphis.edu/spectrum/eqreps.php

Make sure that each Organization has assigned equipment representative

http://bf.memphis.edu/spectrum/eqreps.php


Location Code Search
The list of location codes can be viewed at 
https://bf.memphis.edu/spectrum/search-locations.php

https://bf.memphis.edu/spectrum/search-locations.php


RESOURCES
• Questions / Issues

wf-fixedasset-admins@memphis.edu 

• Financial Reporting Website – Fixed Assets
http://www.memphis.edu/accounting/fixedassets.php

• ePrint Report – FYFR001 (Fixed Asset Inventory Listing)

mailto:wf-fixedasset-admins@memphis.edu
http://www.memphis.edu/accounting/fixedassets.php


QUESTIONS



SPRING BUDGET
Deborah Keeney

Associate Director Budget
Financial Planning and Analysis



Lambuth Campus
Budget Development 

in
February and March



Spring Budget – Key Dates
• Revenue Projections ~ Due Friday, March 19, 2021

o Email with instructions will be sent out Friday February 26, 2021
o If you desired, you may schedule a time for individual review with a Financial Planning Staff member 

 Tuesday, Mar 2nd thru Friday Mar 5th

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

• Capital/R&R/Facility Projects ~ Due Monday, March 29, 2021
o If a Summer project is planned, submit by Spring deadline

• Expenditure & Position PDF Budget Revisions ~ Due Monday, March 29, 2021
o Email with instructions will be sent out Friday February 26, 2021
o Submit revision to cover any newly hired Limited position and those FY21 Limited positions that have not been covered previously
o If a position needs to be transferred for Fall, submit the transfer BR before deadline
o Remember: no base budget revisions will be entered between the deadline and the opening of FY22

• BD4 Online Budget Revisions ~ Due Friday, April 9, 2021 with all approvals
o Remember to align department budgets for the remainder of FY21
o No functional changes after deadline



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



Why are Functional Totals Frozen in April?

• The final current year budget is submitted as part of the Spring Budget
o Departments realign budgets and anticipate purchases 

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

• Functional Expenditure exceeding Estimated Budget – “Busting a Function”



Spring Budget – Benefit Fringe Rate
• Benefits FY22 Proposed Fringe Rate (To be Finalized in May) 

 34.8% Salaried Employees
 52.5% Hourly Employees
 7.3% Temp Employees – No Insurance
 19.2% Temp Employees – With Insurance  
 1.1%  Student / GA

• Benefits FY21 Fringe Rate
 36.3% Salaried Employees
 55.9% Hourly Employees
 7.2% Temp Employees – No Insurance
 32.3% Temp Employees – With Insurance  
 1.1%  Student / GA



Expense Budget – FYBR005



Banner Finance Program Guide

• FOAPALs Search by Multiple Fields



FGITRND Detail Transaction Activity



Spring Budget - Expense
Reviewing FYBR005 Budget by Organization Current Year and Base

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

Small amount less than $100
Change in expenditure plans

Banner Self Service Query
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 30th



Spring Budget - Expense



Spring Budget - Expense



Spring Budget - Expenses



Spring Budget Expense



Expense Budget – FYBR005



Banner HR ePrint Report NYPR001 Labor Distribution



NYPR001 Labor Distribution Payroll No: MN (Monthly)



NYPR001 Labor Distribution Payroll No: BW (Bi-Weekly)



NHIDIST Labor Distribution Data Inquiry



NHIDIST Labor Distribution Data Inquiry



Salary Redistribution Request



Banner Finance ePrint report FGROPNE Open Encumbrances



Banner SSB – Encumbrance Review



Banner SSB – Encumbrance Query



Banner SSB – Encumbrance Query



Banner SSB – View Document Purchase Order



FGITRND Detail Transaction Activity



FGITRND Detail Transaction Activity



FGIOENC – Organizational Encumbrance List



TigerBuy – Change Order Request



TigerBuy – Change Order Request



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

• Accessed via Financial Program Guide – revenue budget reviews

• 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)

• Eliminated the Revenue Certification Process
FYBR001 ePrint report will continue to run for analysis review

• In the Spring you need to review current year and base for the next fiscal year
• Estimates & future projections should be realistic to reflect the activity you expect

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



Banner Finance Program Guide – revenue budget reviews



FYBR001 Revenue Budget Estimate / Worksheet by Organization
Reference Only – Eliminated the Revenue Certification Process



FYBR001 Revenue Budget Estimate / Worksheet by Organization
Best Tool to review Revenue to address issues / problems



FYBR001 Revenue Budget Estimate / Worksheet by Organization

• Review revenue Budget and YTD transactions
o Department may need to prepare Budget Revision to adjust budget or Accounting TV to move revenue

• Action Items for this example:
1) Banner Finance Program Guide – Search by Org and Program to obtain list of valid – FOPA
2) Banner Finance Self Service Query – Items in Blue can be clicked on to drill down to detail
3) Investigate Document Number by using OnBase / Office Files / USBS – Bursar’s

• Note, once the Accounting TV to move Account Code 58878, Other Sales – Taxable has posted; Accounting 
Office will process the Sales Tax Paid entry during their monthly process.



Banner Finance SSB Query Account Code 5%



Which budget revision should be used?
• Determine what type of Budget Revision

• Current Year or Base Budget

• Is the source of the revenue one time or recurring

• Round Revenue Budget to 100’s

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



Spring Budget Revenue



Banner Finance Account Types and Budget Pool Account Codes

Revenue Account Types / Account Codes
Begin with “5”

Departmental Revenue Account Type 75
With Account Codes Beginning with “754”



What is Account Type 75?
Departmental Revenue Account Codes

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

Are not to be used for a Campus Department expense (invoice, travel, 
reimbursement, etc.)

The most misunderstood are:
o 75431, Conference Fees Non Taxable
The correct expense Account Code 74830, Training Costs for Employees

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

o 75435, Parking Fees – Non Taxable
The correct expense Account Code 74992, Parking Spaces / Decals



Where to find Listing of Account Codes



Account Type 75
Departmental Revenue Account Code Listing

Account 
Code Account Title

Account 
Pred

Account Type 
Code

Account 
Pool

Account Data 
Entry

Account 
Normal 

Bal
Account 

Cap Asset

Code Title AP ATC AP DE NB CA
754 Departmental Revenues 75 N C
7540 Departmental Revenues Budget 754 75 N C
75400 Departmental Revenue Budget Pool 7540 75 B C
7541 Departmental Revenues 754 75 N C
75410 Departmental Revenues 7541 75 75400 Y C
75411 Dept Revenues A Non Taxable 7541 75 75400 Y C
75412 Dept Revenues B Non Taxable 7541 75 75400 Y C
75413 Dept Revenues C Non Taxable 7541 75 75400 Y C
75414 Dept Revenues D Non Taxable 7541 75 75400 Y C
75415 Dept Revenues E Non Taxable 7541 75 75400 Y C
75416 Dept Sales and Services A Non Tax 7541 75 75400 Y C
75417 Dept Sales and Services B Non Tax 7541 75 75400 Y C
75418 Dept Sales and Services C Non Tax 7541 75 75400 Y C
75419 Dept Sales and Services D Non Tax 7541 75 75400 Y C
75420 Dept Sales and Services E Non Tax 7541 75 75400 Y C

Source:  Banner Finance Program Guide Account Code List (Export to EXCEL)

1 of 4



Account Type 75
Departmental Revenue Account Code Listing

Account 
Code Account Title

Account 
Pred

Account Type 
Code

Account 
Pool

Account Data 
Entry

Account 
Normal 

Bal

Account 
Cap 

Asset

Code Title AP ATC AP DE NB CA
75421 Departmental Local Telephone 7541 75 75400 Y C
75422 Departmental Long Distance 7541 75 75400 Y C
75423 Departmental Sales and Services 7541 75 75400 Y C
75424 Departmental Leases 7541 75 75400 Y C
75425 Departmental Cellular 7541 75 75400 Y C
75426 Departmental Cable Vision 7541 75 75400 Y C
75427 Departmental Chargeback 7541 75 75400 Y C
75430 Univ Facilities Rental Non Taxable 7541 75 75400 Y C
75431 Conference Fees Non Taxable 7541 75 75400 Y C
75432 Equipment Rental Non Taxable 7541 75 75400 Y C
75433 Vendor Fees Non Taxable 7541 75 75400 Y C
75434 Technical Service Fees Non Tax 7541 75 75400 Y C
75435 Parking Fees - Non Tax 7541 75 75400 Y C
75436 Departmental WCCG 7541 75 75400 Y C
75437 Dept Catering - Other 7541 75 75400 Y C

Source:  Banner Finance Program Guide Account Code List (Export to EXCEL)

2 of 4



Account Type 75
Departmental Revenue Account Code Listing

Account 
Code Account Title

Account 
Pred

Account Type 
Code

Account 
Pool

Account Data 
Entry

Account 
Normal 

Bal
Account 

Cap Asset

Code Title AP ATC AP DE NB CA
75440 Rats 7541 75 75400 Y C
75441 Rabbits 7541 75 75400 Y C
75442 Mice Voles 7541 75 75400 Y C
75443 Hamsters 7541 75 75400 Y C
75444 Warm Blooded Creatures 7541 75 75400 Y C
75445 Pigs 7541 75 75400 Y C
75446 Animal Purchase 7541 75 75400 Y C
75450 Corel Word Perfect Revenue 7541 75 75400 Y C
75451 Software Licenses Revenue 7541 75 75400 Y C
75452 Surgical Room Rental 7541 75 75400 Y C
75453 Surgery Room Clean Up 7541 75 75400 Y C
75454 Pig Room Charges 7541 75 75400 Y C
75455 Veterinarian Service Fees 7541 75 75400 Y C
75456 Technician Service Fees 7541 75 75400 Y C

Source:  Banner Finance Program Guide Account Code List (Export to EXCEL)

3 of 4



Account Type 75
Departmental Revenue Account Code Listing

Account 
Code Account Title

Account 
Pred

Account Type 
Code

Account 
Pool

Account Data 
Entry

Account 
Normal 

Bal
Account 

Cap Asset

Code Title AP ATC AP DE NB CA
75460 Dept PP Direct Charge Utilities 7541 75 75400 Y C
75461 Dept PP Direct Charge Maint Repair 7541 75 75400 Y C
75462 Dept PP Direct Charge Grounds 7541 75 75400 Y C
75463 Dept PP Direct Charge Custodial 7541 75 75400 Y C
75464 Dept PP Direct Charge Motor Fuel 7541 75 75400 Y C
75470 Grants Non-Sponsor Revenue 7541 75 75400 Y C
75490 Student Activity Fee Allocations 7541 75 75400 Y C

Source:  Banner Finance Program Guide Account Code List (Export to EXCEL)

4 of 4



Banner Finance SSB Query



Banner Finance SSB Query



Banner Finance ePrint Report
FYBR005

Review Departmental Revenue – Round Budget to 100’s
 Are you expecting to meet Departmental Revenue Budget for FY21? 
o Yes, then no action needed 
o No, then Banner OnLine BD4 can be completed due to Account Code Begins with “7”



Banner OnLine BD4 
Example – Departmental Revenue



Banner Admin Page – FGIBAVL Budget 
Available Status (includes Pending Documents)



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



Questions?



ANNOUNCEMENTS & DEADLINES



Announcements & Deadlines

• Welcome to all first-time attendees at Focus on 
Finance & HR!



Announcements & Deadlines

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

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

• Subscribe to our WorkforUM Twitter feed at 
@umemphisjobs!

• Follow us on Instagram! @uofmhr

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


Announcements & Deadlines

• Temporary Employee E-Contracts are coming soon!

• Expect a demo at next month’s Focus on Finance & HR meeting, 
and training dates will be announced soon.



Announcements & Deadlines
Student Employment Reminders

• Federal Work-Study (FWS) students can only work ONE job at a time 
(i.e., cannot overlap with any other positions) – whether standard or 
GA work-study, or one-time payment.

• Review existing jobs at the top of eContract before proceeding
• FWS position # begins with SW, followed by 4 digits
• FWS eClass is SW
• Start date must be within the semester; no sooner than the first day 

of classes.
• Coincide termination date with the end of a scheduled payroll cycle.
• Feel free to e-mail DebraAnn Brown at dbrown@memphis.edu if you 

have any questions.

mailto:dbrown@memphis.edu


Announcements & Deadlines

Rehiring Retirees as Temporary Employees or Part-Time Faculty

• If you have a retiring employee you would like to bring back as a 
temporary employee or part-time faculty, remember that until 
they truly terminate from the University, they may still be getting 
a check and therefore their employee type may not be able to be 
immediately changed.

• Retiring faculty members must also “apply” in your department’s 
part-time faculty pool to be appointed.



Announcements & Deadlines

WorkforUM Update

• You will now have Y/N fields for “Is this posting for on-campus 
employees only?” and “Post to HigherEdJobs.com?” on all of your 
position actions. These will carry over to the posting.

• Remember you need approval to post on-campus only.



Announcements & Deadlines

• American Heart Association Walk – we need walkers! Sign up to 
register here. 

• Questions?
engagement@memphis.edu

https://www2.heart.org/site/TR?fr_id=5657&pg=company&company_id=313318
mailto:engagement@memphis.edu


Announcements & Deadlines

• Be sure to keep your Work Location Status updated 
in the top middle section of the MyMemphis 
Employee tab.

• You may choose from Working on Campus, Working 
Remotely, or Hybrid (Both).

• This applies to ALL employees, including temps, GAs, 
part-time faculty, and student workers.



Announcements & Deadlines

• Online Total Compensation Statements for 2020 
have been released.

• They are located on the Employee tab of 
MyMemphis, and an e-mail notification has been 
distributed.



Announcements & Deadlines
• Clarification: At last month’s meeting, a question was asked about 

the maximum amount of annual leave an employee can roll to a 
new fiscal year.

• While the stated answer of 315 hours is technically true, as a 
maximum, there are certain employee types whose maximum 
carryforward would be less than 315 hours. More details can be 
found online.

https://www.memphis.edu/hr/alsl.php#max


Announcements & Deadlines
• Staff performance appraisals are coming up!

• The standard staff employee evaluation period is May 1, 
2020 thru April 30, 2021. Start planning now by reviewing 
last year’s (and next year’s) goals!

• SAMS training sessions have been added to Learning 
Curve.

• memphis.edu/performance

• Questions? emprelations@memphis.edu

https://www.memphis.edu/performance
mailto:emprelations@memphis.edu


Announcements & Deadlines

• WorkforUM Training
April 28 at 9:30am
Sign up in Learning Curve!

• E-Contract trainings for the spring have also been 
added to Learning Curve.



Announcements & Deadlines

• Finance & HR Trainings can be held via Zoom, 
dependent upon demand.



Announcements & Deadlines

• Need someone added to the Focus on Finance & HR 
mailing list? 

• Don’t forward to them—forward to us!

• hr@memphis.edu

mailto:hr@memphis.edu


NEXT MEETING

Tuesday, March 16, 2021 @ 2:30pm
memphis.edu/focuszoom



THANK YOU FOR ATTENDING!

memphis.edu/focus
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