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Huge shout out to those (past and
present) who have shared their

expertise and helped another M-G
CAFE department experiencing an
extended leave or vacancy. One

department director said: 
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Calendar Year to Date
Participants (as of
publication date):

Kelley Beverly
Kaleb Grey
Angie Fogle

Natalie Simpson
Kayla Mincks

Melissa Feddes
Julie Tolliver

Cindy Stidham
Alec Steckler

Anthony Smith
Sarah Habel

We appreciate you!

“The Business Function Overtime
Pool helped my department

tremendously over the last year. As
a new department director, I had

vacancies that limited the
department’s ability to complete
daily business functions, current

employees did not have the
capacity to fulfill the roles of the
vacancy. The pool saved me and

the department not once, but
twice! at important times of the
year, through hiring employees,
high volume of programmatic

tasks, and at the federal year-end.”

https://cafebusinesscenter.ca.uky.edu/


CONSTRUCTION UPDATES

GENERAL COLLEGE UPDATES
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Below is the logistics plan released by our facilities team for upcoming
construction to several M-G CAFE buildings. Please be aware that these
plans are still tentative and subject to change. The areas in light green,

purple and orange will be fenced when the construction projects get
started for the Martin-Gatton Agricultural Sciences building (likely in

April), the new research building (likely in May) and the USDA building
(later this summer). 

For questions or concerns, contact Associate Dean for Administration,
Orlando Chambers.

mailto:ochamb@uky.edu
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HR NEWS
OPPORTUNITIES TO LEARN ABOUT BENEFITS 

Take advantage of two opportunities to learn about Open Enrollment. 

Employees are invited to join us for a Lunch & Learn Benefits Open
Enrollment April 9 at 12 p.m. EDT.

         <Click here to Register>

April 2024 Newsletter  3

Additionally, Benefits Open Enrollment Open houses will occur in May.
Employees may drop in at their convenience to talk with vendors and
pickup materials. Maybe even snag some swag! Mark your calendar:

 Featured: 
·    May 1 from 11am -1 p.m., VDL Coldstream campus 

·    May 3 from 11am-1 p.m., E.S. Good Barn
·    Click here for a complete list.

https://uky.az1.qualtrics.com/jfe/form/SV_6QKKpswpVpJc4dg
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/UK%20Open%20House%20Schedule%202024a.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/UK%20Open%20House%20Schedule%202024a.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/UK%20Open%20House%20Schedule%202024a.pdf
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https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/UK%20Open%20House%20Schedule%202024a.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/UK%20Open%20House%20Schedule%202024a.pdf


EMPLOYEE RESOURCE FESTIVAL

HR NEWS
April 2024
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We’re proud to announce our next Employee Resource Festival, focusing
on a “Sense of Belonging”.

This first of its kind event will feature a keynote speech from Dr.
Vanessa Jackson alongside your colleagues from various departments
explaining how you can directly benefit from the work of your college!

Join us on Zoom, April 17, 10 am (Eastern)

Register today for this exciting, free event:
https://uky.az1.qualtrics.com/jfe/form/SV_4MjjLrka6cjzfRI

https://uky.az1.qualtrics.com/jfe/form/SV_4MjjLrka6cjzfRI


 
This year the college is recognizing 267 faculty and staff who
have reached a service milestone. Recipients were given the

opportunity to select from a variety of awards including
options for pins, charms, and products from the RCARS Wood
Utilization Center. Awards have been distributed along with

individual certificates and letters, from the dean, recognizing
the hard work and dedication to the Martin-Gatton College of

Agriculture, Food and Environment. 

HR NEWS
April 2024
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We kicked off the launch of the 2024 HR Huddle Training Certification Series

on March 12! This is a fun, interactive group conversation on current relevant
topics for the HR Administrators. Stay tuned for the next session date, and

our casual chat one-on-one Check In sessions will resume soon!

SERVICE AWARDS

STAFF DEGREE COMPLETION FORM
As a reminder, the Staff Degree Completion Form is available to help

maintain the accuracy of the staff degree information in SAP. Please share
the form, as needed, with employees in your department who have recently

completed a degree. Please email the completed form to
agbusinesscenter@uky.edu

MENTOR PROGRAM
Know a faculty or staff member that is positive and
encouraging? Please consider taking a minute to

nominate the employee to be a mentor. Click here to
access the nomination form and click here to access the

sharable Benefits of Being a Mentor flyer. 

https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Frcars.ca.uky.edu%2Fwood-products-catalog&data=02%7C01%7Cleanne.herzog%40uky.edu%7C7650265a877143e97d2b08d7bc5df567%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637184984036768145&sdata=kOwP46jRe8J2qlLipsmD6UdffIyZCxkX6Zv0G7tqYqI%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Frcars.ca.uky.edu%2Fwood-products-catalog&data=02%7C01%7Cleanne.herzog%40uky.edu%7C7650265a877143e97d2b08d7bc5df567%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637184984036768145&sdata=kOwP46jRe8J2qlLipsmD6UdffIyZCxkX6Zv0G7tqYqI%3D&reserved=0
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/Degree%20Completion%20Form%20051322a.pdf
mailto:agbusinesscenter@uky.edu
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/Mentor%20Nomination%20Form%20-%20092920a.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/Benefits%20of%20Being%20a%20Mentora.pdf


Payroll Earliest Retro Dates will set to the following:
Bi-Weekly 3/24/24                      Effective 5/21/24
Monthly  4/1/24             Effective 5/28/24 at noon

ECRT Deadlines
Pre-Review: 4/18 - 5/6
Confirmation: 5/7 - 6/4

Access ECRT resources here.
*PI should plan to confirm ECRT statements prior to leaving when

the semester ends.

Dates Notes

Central
HR Relocation

Plans
Mid-April In-person Services (Benefits, I-9, Employee Records) to

Mandrell Hall

Central
HR Relocation

Plans May/June

 Other HR departments (Career Employment,
Compensation, Employee Relations, Leave Administration

and Training and Development) to Alumni Park Plaza

Central
HR Relocation

Plans
June 3 Health and Wellness to A-250 

Southcreek Park
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Dates to Know

Mandrell Hall

https://cafebusinesscenter.ca.uky.edu/content/hr-administrator-resources


The FY’24  Student Wage Scale  and Part Time Instructor Fee
Rates have been updated.

STUDENT WAGE SCALE & PTI RATES FOR FY’24 

STEPS SERVICES

Now that the 2023 Staff Performance Evaluations process is complete, we
wanted to remind you that supervisors looking for ways to enhance employee
performance and professional development, throughout the year, can access
the Supervisor Resources page. Also, the M-G CAFE Employee Enhancement
Programs offer many professional development opportunities for employees

throughout the year. 

HR NEWS
April 2024
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STAFF SHARED LEAVE POOL PROGRAM DONATIONS

PERFORMANCE EVALUATIONS UPDATE

Not going to use all of that vacation leave? Don’t waste it! Please consider
helping out a fellow staff member who is facing a tough situation by donating

to the Staff Shared Leave Pool. Donations can be submitted via the myUK
Employee Self Service portal. Click here for step-by-step instructions.

HIRE BLUE STUDENT JOB FAIR

We had such a great time promoting
your student jobs by talking with

hundreds of UK students! The college
Jobs Page received an immediate
spike in the number of visits and, in

particular, the student job tab was the
most visited section of the page
immediately following the fair! 

SEASONAL FLAG
As you know, due to ACA, temporary employees with an FTE of 75% or higher are offered
the UK health insurance credit. However, there is an exception for seasonal employment
(an assignment less than three months). In order for the UK Benefits Office to be aware
that the employee is seasonal, please remember to select the seasonal flag on screen 7

when processing the personnel action.

https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/student_wage_scale_-_FY%2724a.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/PTI%20Rate%20Schedule%20FY24.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/PTI%20Rate%20Schedule%20FY24.pdf
https://cafebusinesscenter.ca.uky.edu/files/qrg_-_shared_leave_pool_donations.pdf
https://cafebusinesscenter.ca.uky.edu/content/supervisor-resources
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcafebusinesscenter.ca.uky.edu%2Fcontent%2Femployee-resources&data=04%7C01%7Cleanne.herzog%40uky.edu%7C0f8490e51c914eb4364b08d8c9ef69a9%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637481377389182005%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4LAzikMewt6c1Kg8zUm5la1vjduD1V6HDxZCSsWeGew%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcafebusinesscenter.ca.uky.edu%2Fcontent%2Femployee-resources&data=04%7C01%7Cleanne.herzog%40uky.edu%7C0f8490e51c914eb4364b08d8c9ef69a9%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C637481377389182005%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=4LAzikMewt6c1Kg8zUm5la1vjduD1V6HDxZCSsWeGew%3D&reserved=0
https://cafebusinesscenter.ca.uky.edu/files/qrg_-_shared_leave_pool_donations.pdf
https://jobs.ca.uky.edu/student
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All departments are responsible for maintaining updates to space belonging
to their department. Each department should have a contact at the

department level who is responsible for completing that department’s
facilities inventory. Department contacts will need access to the space
inventory module in eBars to complete the process. Please see more

information regarding facilities inventory from UK Capital Assets below. 

The annual University of Kentucky Facilities Inventory, required to accurately
report utilization of all available University of Kentucky space to the Council

on Postsecondary Education, will officially begin on Monday, April 1, 2024 and
must be completed by Friday, May 31, 2024 (Please note that the College of
Medicine deadline is May 15, 2024). Each department/unit is responsible for

updating information about the space they occupy online in the eBARS
system. Facilities Inventory includes all owned, leased, rented, and free space
being used by the University of Kentucky. In order to begin the new fiscal year

with the most accurate data possible, it is essential that the eBARS space
database be updated prior to year-end.

Viewing the recorded ‘Space Inventory Class’ video is recommended for
personnel responsible for Facilities Inventory and for their supervisors,
especially for those who have not previously used the Space Inventory
module of eBARS. The link to the video is located on the Capital Assets

Accounting website under the Facilities Inventory section. Facilities Inventory
Instructions (Training Manual) are available on the eBARS website or on the

Capital Assets Accounting website.

Prior to the start of the annual inventory process, attendees should verify that
they have access to eBARS by visiting the eBARS website and logging in. If the

user does not currently have access, it can be obtained by selecting the
‘Request eBARS Access’ link on the right side of the screen and completing the
required fields. If you have access to eBARS,but do not have access to space

inventory or all of the departments for which you are responsible, please
contact Daren Bowyer at debo230@uky.edu.

 

SPACE INVENTORY

FI NEWS
April 2024

https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uky.edu%2Fufs%2Fcapital-assets-accounting&data=05%7C02%7Ccristin.sullivan%40uky.edu%7Cef02576bd2464d88651f08dc475e7f56%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638463718385758901%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=QTWgb%2FG4MB0CRYGCWpVDoeLJwOT36yr1onFyM%2FiYkVQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uky.edu%2Fufs%2Fcapital-assets-accounting&data=05%7C02%7Ccristin.sullivan%40uky.edu%7Cef02576bd2464d88651f08dc475e7f56%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638463718385758901%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=QTWgb%2FG4MB0CRYGCWpVDoeLJwOT36yr1onFyM%2FiYkVQ%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmyuk.uky.edu%2FzAPPS%2Febars%2F&data=05%7C02%7Ccristin.sullivan%40uky.edu%7Cef02576bd2464d88651f08dc475e7f56%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638463718385766831%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ScCVBN9yysi2qX64zXpY2w4JCtfhTbcpglVsJaGUn54%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uky.edu%2Fufs%2Fcapital-assets-accounting&data=05%7C02%7Ccristin.sullivan%40uky.edu%7Cef02576bd2464d88651f08dc475e7f56%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638463718385773594%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lvDgUnKFnqLIsJ%2B9zxlhByzYHT9tCIaBc5HJwzAzhNk%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmyuk.uky.edu%2FzAPPS%2Febars%2F&data=05%7C02%7Ccristin.sullivan%40uky.edu%7Cef02576bd2464d88651f08dc475e7f56%7C2b30530b69b64457b818481cb53d42ae%7C0%7C0%7C638463718385780888%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=WB3%2BMbPZS%2Fak0MY2wVM0GKBDEXCTXhk1e18zfaGmZKU%3D&reserved=0
mailto:debo230@uky.edu


1. Ensure all pending travel requests and procard purchases are completed by the dates1. Ensure all pending travel requests and procard purchases are completed by the dates
specified on the year-closing calendar specified on the year-closing calendar at the latestat the latest. We recommend department business. We recommend department business
officers set their own travel and procard use cut-off dates to avoid late submissions.officers set their own travel and procard use cut-off dates to avoid late submissions.  

2.2.    Review open Purchase Orders on your FCGs using t-code ME2K. Submit invoices toReview open Purchase Orders on your FCGs using t-code ME2K. Submit invoices to
Accounts Payable and enter goods receipts by the dates specified on the calendar to ensureAccounts Payable and enter goods receipts by the dates specified on the calendar to ensure
POs with items received prior to June 30th are recorded in the appropriate fiscal year.POs with items received prior to June 30th are recorded in the appropriate fiscal year.  

3.3.    Review your department's HR clearing account(s) to ensure charges have been moved toReview your department's HR clearing account(s) to ensure charges have been moved to
appropriate accounts. Z4 JVs may be needed to clear salary charges.appropriate accounts. Z4 JVs may be needed to clear salary charges.  

4. Take stock of items that may need to be recorded as account payable or prepaid expense4. Take stock of items that may need to be recorded as account payable or prepaid expense
accruals. Detailed documentation on these items is required. Contact your department’saccruals. Detailed documentation on these items is required. Contact your department’s
business analyst if you are not sure whether accruals are needed.business analyst if you are not sure whether accruals are needed.  

April 2024
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Find more state year-end resources on our website here

We are nearing the FY24 state year-end process. The M-G CAFE FY24 year-end
closing calendar has been published and can be found here. Please be sure to

review our college’s calendar in addition to the university’s year-end close
calendar found here. 

FI NEWS
State Fiscal Year-End Reminders

Tips for a Successful Year-End Close

https://cafebusinesscenter.ca.uky.edu/content/fiscal-year-end-processes


April 2024 Newsletter 10

GRANT REMINDERS

Reminder to check CAS overrun accounts for tuition that wasn’t able to
charge the grants and see if it can be transferred to the grant. 

To charge GRA tuition and fees to a sponsored project, all the following
criteria must be met:

1.    The individual must be in an active graduate research assistant position;
and

2.    The sponsored project must be active at the midpoint of the semester
(March 11, 2024) being charged; and

3.    The student must have effort on the sponsored project no later than the
midpoint (March 11, 2024) of the semester being charged; and

4.    Tuition must be allocable, allowable, necessary, and reasonable for the
sponsored project with sufficient available budget, and

5.    Tuition charges to the sponsored project follow the effort proportionately;
and

6.    The GSAS must be submitted, student accepted, and final sponsored
project cost object(s) to charge must be submitted to the Graduate School

by their established deadline.

Please review your specific sponsored project award to determine if budget is
needed in sponsored class E537110. Contact your College Grant Officer (CGO)

and/or Office of Sponsored Projects Administration (OSPA) Research
Administrator (RA), with questions regarding budget requirements or

available balances. 
 

FI NEWS
April 2024

Tuition



Reminder to check PADRs for cost share to ensure these requirements are
being met.
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FI NEWS
April 2024

GRANT REMINDERS

Cost Share Requirements on PADR

BPM E‐50‐2 Cost Sharing  
OSPA Cost Sharing/Grant Matching 

FI GM 320 Advanced Cost Sharing Training 
Tableau View for Grant Ledger Report on Cost

Share

Resources

https://www.uky.edu/ufs/e-50-2-cost-sharing
https://www.research.uky.edu/office-sponsored-projects-administration/cost-sharinggrant-matching
http://myhelp.uky.edu/rwd/HTML/GM/FI_GM_320_v5.pdf
http://myhelp.uky.edu/rwd/HTML/GM/FI_GM_320_v5.pdf
https://analytics.uky.edu/#/views/GrantLedgerReportForReview/VariableScreenGrantLedgerReport/0451460a-7c33-4832-a0e8-df83cb742ddc/CostShareExpenses?:iid=1
https://analytics.uky.edu/#/views/GrantLedgerReportForReview/VariableScreenGrantLedgerReport/0451460a-7c33-4832-a0e8-df83cb742ddc/CostShareExpenses?:iid=1
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FI NEWS
April 2024

UFS ADVISOR - MARCH 2024  

Concur Training Opportunities

Deposit Checks Using a Campus Kiosk

Treasury Services would like to remind campus units that they can make their bank
deposits utilizing any one of the three (3) SmartAHD Deposit Kiosks located in the

Funkhouser Building, Ag North Building, and the Gatton Student Center. These
deposit kiosks provide convenience for campus units located near those building
locations, thus eliminating the need to take the deposit to Treasury Services in the

Peterson Building or to a PNC Bank branch location. The deposit kiosks allow an
employee to enter the deposit details directly from their desk workstation, as well as
reducing the amount of time spent dropping the deposit into the kiosk to 30 seconds

or less. 

For information on how to use the SmartAHD Deposit Kiosk
system, please visit the Quick Reference Guide section of the

Treasury Services webpage. For any questions or issues, please
contact Treasury Services at (859) 257-1983 or

Treasury.Services@uky.edu. Treasury would also appreciate
any feedback regarding the new SmartAHD Deposit Kiosks.

Find more helpful information and other topics on the UFS website. 

https://www.uky.edu/ufs/treasury-services#QRC
mailto:Treasury.Services@uky.edu
https://www.uky.edu/ufs/ufs-advisor


Procard Applications

The procard office is now requiring certified Adobe digital signatures to process
procard applications. Wet signatures or digital signatures that are not certified

will not be accepted. Signatures should look like the example below. For
assistance with digital signatures, please reference our guide here.  

April 2024
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FI NEWS
General Reminders

Student Awards

UFS recently published an update to BPM E-7-11, Establishment of Student
Awards and Prizes. The primary update addresses the timeliness of award

presentation, stating, “Awards and prizes for the prior academic year are not
permissible and should not be given retroactively.” We have updated our college

award guidelines, respectively. Find the updated BPM here and our college
award guidelines here. 

Records Destruction Certificates

UK Records has advised that each time a records destruction certificate is
completed, the “schedule date” should be checked for any updates. The most
updated date is listed under “Approvals” and “Date of Approval” on the records

retention schedule, which can be found on pg. 4 of the state records destruction
website. The current “schedule date” as of this publication is 1/18/2024. More

information on records retention can be found on the UK Records site or the M-G
CAFE Business Center site. 
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