
**NEXT MEETING: Tuesday, May 13th @ 9:00am Eastern via Zoom** 

MARTIN-GATTON CAFE
ADMINISTRATIVE USERS’ GROUP

February 11th, 2025 

Rescheduled 2/24 

9:30-11:00am ET 

Location: Zoom 

FOLLOW-UP NOTES 

1. Budget & Finance
a. FY26 Budget Process (Susan/Jason)

i. Income Estimates - The first of March, we will begin working on income account
revenue estimates. We will send an email to business officers with detailed
instructions on how to enter estimates.
If you know your estimates will be changing more than 10% from last year, please
provide a note as to why on the estimate spreadsheet. We will be able to assist during
this process as needed.

ii. Restricted Estimates – Around mid-March, we will receive information from the
Provost Budget Office regarding gift and endowment spending distribution revenue
estimates. We will send this information out to department business officers and ask
you to enter estimates for your department.

iii. FY25 Fund Balance Estimates – We will request projected FY25 fund balances at the
end of March from Chairs and business officers. A request must be made to receive
fund balance back.

b. University Fee Calculation QRG (Christie)
i. We have created a new tool to help determine the cost of strategic service fees and

waste disposal fees on expenses. This helps when you have an account with a small
balance to spend down. University fees must be considered to prevent the account
from being overspent.

ii. Here is a link to the Purchasing FAQ's and QRG page:
https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-
guides

c. Sponsored Programs (Angela)
i. Grant Cost Distributions: Cost distributions on FCGs should go out until the end of the

federal fiscal year, 9/30/25. This will allow us to get more accurate balance
projections. Cost distributions on OSPA grant should go out until the end of the budget
period.

ii. Tuition Costs: Should be posted to grant accounts by the end of March. Be sure to
check the accounts for charges to ensure they are charging the correct accounts and
check the overrun account to make sure tuition did not hit there. Cost distribution must
be from January- March 17th. Ensure OSPA grant budgets have funding for tuition in
the appropriate sponsored class. If not, these expenses will charge to your overrun
and corrections will need to be made.

iii. OSPA Grant JVs - CGS is to complete all JVs on grants except for service centers,
equipment, or fuel JVs. This does not include cost share on 1* accounts. All JVs need
to go through departmental analyst for approval. Reach out to Angela when needed
for issues with CGS or OSPA.

iv. Cost Share Fund Center Elimination - RFS sent an email explaining that they are no
longer creating unique cost share accounts. This is a back-end process that will

https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-guides
https://cafebusinesscenter.ca.uky.edu/content/purchasing-faqs-abd-quick-reference-guides
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primarily affect RFS. Reminder that if you have cost share for employees in a different 
department, you may need to reach out to them to get a cost center and make sure 
you are moving other department cost share to them from your cost share 1 account. 
See the presentation slides here.  

2. HR & Payroll
a. Staff Performance Evaluation Update (Le Anne)

i. This is the last week for staff evaluations. 99% have submitted at least their self-
evaluation. Supervisors will need to finalize the process by March 1st. Please ask us
questions any time in the process.

Find resources here: 
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/file
s/2024%20Timeline%20%26%20Resourcesb.pdf  

b. Important Dates (Le Anne)
i. If you do HR functions for your dept, please come to the HR Huddle. Make sure to

register and bring others who could benefit. Can attend by zoom if you need to due to
your location.

ii. HR Huddle – sign up form for 3/19 Huddle:
https://uky.az1.qualtrics.com/jfe/form/SV_2fSNjaMU597dg4m 

c. College Resources
i. CSA Enrollment and vouchers – UK pays towards the program:

https://hr.uky.edu/csa-voucher-program 
ii. Visit the Arboretum: https://arboretum.ca.uky.edu/events-programs
iii. Work- Life Events: | Human Resources
iv. Reminder that the college pays for up to $1,000 per year, per person for professional

development activities: Staff Professional Development Fund | M-G CAFE Business
Center

d. Student/Internships Job Fair (Le Anne)
i. HR will be representing our college at the Spring 2025 Internship & Career Fair, held

February 26th, 2025
e. Service Award Delivery (Le Anne)

i. Service Awards are given for 5 year marks of employment. Thanks for helping us get
the last orders in and the awards and gifts will be coming in soon. Please make the
award delivery to your staff special in your dept’s own way.

f. Student Hiring Demo (Maggie)
I. A few departments have sent in postings to present at the Fair so please send in your

needs. Link to the post location: https://jobs.ca.uky.edu/
Student Job Openings | Job Opportunities
Setting up for success with hiring starts with the job posting.

See HR slides here. 

3. Other
a. Follow up on building moves (Tom Hanna)

As noted on the User Group meeting agenda Monday, the website of resources to prepare for
the building moves in 2026 has been launched.  Department chairs are aware of this effort
and will be helping us coordinate communication this year.
https://research.ca.uky.edu/preparing-building-moves

https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/2024%20Timeline%20%26%20Resourcesb.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/2024%20Timeline%20%26%20Resourcesb.pdf
https://uky.az1.qualtrics.com/jfe/form/SV_2fSNjaMU597dg4m
https://hr.uky.edu/csa-voucher-program
https://arboretum.ca.uky.edu/events-programs
https://hr.uky.edu/calendar/worklife-wellbeing
https://cafebusinesscenter.ca.uky.edu/staffprofessionaldevelopmentfund
https://cafebusinesscenter.ca.uky.edu/staffprofessionaldevelopmentfund
https://jobs.ca.uky.edu/
https://jobs.ca.uky.edu/student
https://research.ca.uky.edu/preparing-building-moves
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If your department is in Garrigus, Ag North, or the adjacent greenhouses, it’s not too soon to 
start going through offices, files, labs, and storage!  The FEPP process, in particular, takes 
several weeks, often months, to return items to the federal property pool.  FEPP items that 
are consumed or eligible for destruction or disposal still require federal approval.  Each 
department chair will soon get an inventory of FEPP items in these buildings for processing.  

Note there is a checklist document link (PDF) at the top of this new webpage.   Please 
bookmark and check back as this website evolves.   Let me know if you have any suggestions 
or questions. 

b. Welcome and Congratulations to New Staff Members in M-G CAFE!
i. Abigail Shepherd - hired fulltime in DHN
ii. Samantha Shoulders - new admin assist in WKY
iii. Julie Tolliver - transitioning from BAE to NIOSH
iv. Melissa Feddes - transferring to BAE from Extension March 9th
v. Edit: Jessica Storey began as new business officer for 4-H 

2/17

4. Optional Philanthropy presentation (Tressa Neal and Erin DesNoyers)
Overview of Philanthropic gifts, ways to care for these funds. Presentation slides following 
Finance and HR below here.  

Your input is valued!  
If you have fellow employees, you would like to add to this meeting invite list or if you 

have any requests/questions you would like to see answered in future meetings,  
please send those to Ginny Huntress (ginny.huntress@uky.edu). 

mailto:ginny.huntress@uky.edu
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Cost Distribution 
• FCG cost distribution should be going entered through 9/30/25 and OSPA grants cost distribution

should be going out to the end date of the budget period listed on the PADR.
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Tuition on Grants

o January 14, 2025 (start of semester) - March 17, 2025, is the midterm date of the
semester.

o Student must have effort on the sponsored project no later than the midpoint March 17,
2025, of the semester being charged.

o Check OSPA 3* accounts to insure there is enough funds in the tuition sponsor class
E537030 for Bud Rule 4 & 5.

o First of April check overrun account to see if any of the tuition charged there and if so,
work with CGS to get them moved to the appropriate grant.
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CGS – JV’s
CGS is to complete JVs on OSPA Grant except for Service Center, Equipment, Fuel JV’s those are 
still processed with in each department.

o Any 3* account JVs should be sent directly to your department’s CGS post-award contact which can
be found at this link College of Agriculture, Food & Environment, and they will review/process.

o Please send your post-award CGS contact an email explaining the JV need, including the JV
explanation form, memo if it is 120 days old, and any pertinent information and who needs to
approve from our college (Your Analyst should be listed for approval on all JV’s).  Business officers
can copy Angela or their analyst if needed.

o Reminder for grant JVs 120 days old – approval from Business Officer, Analyst, chair, PI, and Tim
West (on behalf of the Dean) is required. Send Tim an email with JV # and reason it is being
processed.

o Reminder that this does not include cost share JVs – only JVs involving 3* grants.
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https://www.research.uky.edu/uploads/cgs-portfolio-assignments-cafe


Cost Share Fund Center Elimination

• Effective immediately, grant accounts
created by Research Financial Services will
include the default fund center based on
sponsored program.  We will no longer
create a unique fund center for accounts
requiring cost share commitments. This
change will simplify the creation process
and lessen the time and effort needed to
complete accounts for use once
transmitted to SAP. Current reporting
processes support this change as both
SAP and Tableau use the fund or fund type
for cost share transactions.
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Helpful Links
• Link to CGS FAQs also has information on it regarding JV’s.

• PADR Distribution Update Request - Click here to add or remove an email address from the Project
Account Data Record (PADR) distribution list.

• OSPA Grant Training Recordings

• OSPA Grant Training Cost Share, Subcontracts, Effort on Grants

• OSPA Grant Training PADR, Grants Master Display, BudRule Crosswalk, AVC
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https://www.research.uky.edu/collaborative-grant-services/faqs
https://forms.office.com/r/rrAvXrF0EK
https://cafebusinesscenter.ca.uky.edu/node/247
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/OSPA%20Grants%20Slides%209.19.23.pdf
https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/Grants%20training%20PADR%20GMGRANTD%20Expenditure%20Recharge%20Transfer%20gl%20BudRule%20Corsswalk%20AVC.pdf
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PERFORMANCE 
EVALUATION

UPDATE



STAFF PERFORMANCE EVALUATION UPDATE

• The M-G CAFE PE deadline is coming up on  March 1, 2025
• Resources are available to both employees and supervisors on our site.
• We will continue to send weekly status reports.



IMPORTANT EVENT REMINDERS



HR Huddle
 March 19th @10:00 am

Register:



CSA ENROLLMENT & VOUCHERS
 CSA shareholders purchase a share of a farm’s harvest before the 

season starts and commit to being a shareholder for the entire 
designated season. In return, shareholders will receive a weekly 
box or bag of farm vegetables and sometimes fruit and herbs as 
well.

 The UK HR Health and Wellness CSA Voucher program helps 
make this choice easier for you! As a participant in this 
program, employees* on a health plan receive a $200 vouchers 
toward the cost of a CSA share from one of our partner farms.

 Vouchers:



VISIT THE ARBORETUM 

TERRARIUM WORKSHOPS

COMPOSTING CLASSES

BIRD WALKS

CHILDREN’S GARDEN

VISIT: HTTPS://ARBORETUM.CA.UKY.EDU/EVENTS





STAFF PROFESSIONAL DEVELOPMENT FUND

Interested in attending a conference or expo? How about getting 
some extra training or obtaining a certificate? The college is here to 
help with that!

What qualifies?
Professional development, continuing education, or business procedure training 

Examples:
Conferences, Expos, Meetings, Trainings/Certificates (Experienced Leader Academy, 
Certificate in Graphic Design from the Pratt Institute, Automotive Repair Technician 
Program, etc.)

Reminders:
Each professional development must be related to the employee’s current job

The department must cover at least 50% of the expenses

Requests may not exceed $1000 in a fiscal year.

The employee must be in a regular staff position, in M-G CAFE, with an fte of 75% or 
greater.

If the employee is participating in the conference as a presenter instead of an attendee, 
then they are not eligible for the fund.



SERVICE AWARD 

Delivery



STUDENT HIRING



STUDENT/
INTERNSHIPS 
JOB FAIR

FEBRUARY 26

GATTON STUDENT CENTER 
BALLROOM & HARRIS BALLROOM

ANNOUNCING AN EXCITING 
OPPORTUNITY FOR FILLING YOUR 
STUDENT POSITIONS!



PLANTING A SEED TO REMEMBER 
US BY…  



WHICH JOB SUMMARY GRABS YOUR ATTENTION?



 WHAT SEASON

 TOTAL NUMBER

 EXPERIENCE

GROUP POLL



 IES – STUDENT JOB POSTINGS

Demo Time!



QUESTIONS?



M-G CAFE Departments with Endowed Funds
• Agricultural Economics
• Animal and Food Sciences
• Arboretum
• Biosystems and Agricultural

Engineering
• Center for Student Success
• Community Leadership and

Development
• Dietetics and Human Nutrition
• Entomology
• Family and Consumer Sciences

• Food Connection
• Forestry and Natural Resources
• Horticulture
• Landscape Architecture
• Plant and Soil Sciences
• Research Office
• Retailing and Tourism Management
• Veterinary Sciences
• Veterinary Diagnostic Laboratory



Philanthropy Endowment Discussion

February 2025



M-G CAFE Philanthropy Stewardship

Tressa Neal
Sr. Director of Donor Relations

Erin DesNoyers
Director of Donor Relations



Overview of Philanthropic Gifts at UK
Non-Endowed Gifts Endowed Gifts

Do not always require formal agreements Require a formal agreement between the University and the 
donor

No minimum donor contribution Minimum donor contribution levels- AR 8:4

Deposited in gift cost centers (1215* in SAP) Deposited in an endowment fund (07* in SAP) and invested

Flexibility for current use that aligns with donor 
requirements

Expenses related to donor's purpose are posted to 
endowment's spending distribution cost center (1215* in 

SAP)- delayed one year from date of first deposit

"Checking accounts" Provide a distribution in perpetuity

https://regs.uky.edu/administrative-regulation/ar-84


Overview of Philanthropic Gifts at UK

Both Non-Endowed and Endowed Gifts

Must be spent in accordance with donor intent

Donors cannot determine the actual expenses

All formal agreements are signed by the donor and representatives of the University



Division of Duties
UK Central Philanthropy University Financial 

Service
MG-CAFE Philanthropy 

Office
MG-CAFE Central 

Business Team Departments 

Gift Receiving: Process gifts, 
donor records, documentation, 

tax acknowledgments

Coordinate Endowment 
accounting

Request new gift fund 
and cost centers

Oversee creation 
of new gift and cost 

centers 

Monitor and initiate 
changes to all gift 

accounts

Gift and Estate Planning: 
manage gift agreement process 

and provide legal expertise

Administer EGATS and 
hold all gift account 

records

Provide communication 
and support for 

departments/Central 
Business Team

Execute all change 
forms

Manage and reconcile 
cost centers monthly 

according to BPM E-2-1

Prepare and provide 
financial reporting

Create and deliver 
impact reporting

Provide departmental 
support

Execute all spending on 
gift accounts

Monitor and manage special requirements on gift agreements per donor 
intent



Gift Purpose and Supporting Documentation

• Non-Endowed
oAccount creation paperwork with UFS
oSometimes includes formal agreements from donors

• Endowed
oEndowment and Gift Tracking System (EGATS)

 Database built by Endowment Services

Presenter Notes
Presentation Notes
Review Examples: 
C. Bryan and Frances Bush Botts Scholarship
Joe and Sue Ross Endowed Fund in Biosystems 
Don Corum and National Nursery Products/Landscape Research Endowment













C. Frances and Bryan 
Bush Botts 

Scholarship- Purpose

Presenter Notes
Presentation Notes
Standard purpose example



Joe and Sue Ross 
Endowed Fund in 
Biosystems and 

Agricultural 
Engineering- 

Purpose

Presenter Notes
Presentation Notes
Example of very open ended purpose. Great because it doesn't restrict the department but is often the most difficult as there is actually no structure.



Don Corum and 
National Nursery 

Products/Landscape 
Research 

Endowment- 
Documentation

Presenter Notes
Presentation Notes
Example of informal documentation. Other things you will see- wills, Board of Trustee Actions (FR)



Presenter Notes
Presentation Notes
Standard example to discuss financial pieces



Presenter Notes
Presentation Notes
Example of fund with multiple distribution funds



Presenter Notes
Presentation Notes
RCTF Example and explanation of RCTF



New Endowment Creation

• New endowed fund creation requires a formalized agreement between the 
donor and UK

• The Office of Philanthropy & Alumni will facilitate the gift agreement and fund 
creation in coordination with the Business Office

Unit is notified when a new 
endowment is created

Endowment enters a 
13-month investment 
period starting on the 
date of first deposit

Following the 
investment period, 

Philanthropy will JV the 
interest earned to the 

associated cost center

Philanthropy will 
initiate the distribution 
change form to direct 

monthly interest to the 
cost center

Unit is notified when 
the fund is available to 
spend and provided gift 

documentation for 
future reference

Endowment is then 
managed at the unit 

level



GR55 Report: 
0705184300 - C. Bryan 
and Frances Bush Botts 
Scholarship



GR55 Report: 
0705184300 - C. Bryan and Frances Bush Botts Scholarship

Presenter Notes
Presentation Notes
A GR55 available budget report for the C. Bryan and Frances Bush Botts Endowed Scholarship is shown here. You can see that this endowment has received $30k in gifts this year on the first "Endow Gift" GL. You can also see that the interest earned on the "Spending Rule Distribution" GL at this point in the fiscal year is 11k. You can drill down on this distribution line item to view the interest by month. The next slide will show the drill down by month. 



GR55 Report: 
0705184300 - C. Bryan 
and Frances Bush Botts 
Scholarship

Presenter Notes
Presentation Notes
Drilling down into the spending rule GL, you can see the monthly interest allocation and total.



KSB1 Report: 
0705184300 - C. Bryan and 
Frances Bush Botts Scholarship

Presenter Notes
Presentation Notes
For those who like to use the KSB1 report, you can run it on the associated cost center to see the monthly endowment interest pool/distribution, prior fund balance and expenses/awards.



FM5S Report: 
0705184300 - C. Bryan 
and Frances Bush Botts 
Scholarship



FM5S Report:
0705184300 - C. Bryan and 
Frances Bush Botts 
Scholarship

Presenter Notes
Presentation Notes
The FM5S report for the Botts Scholarship will show the estimated annual interest distribution and the associated cost center with percentage distribution.



FM5S Report: 
0705273400 - Joe and Sue 
Ross Endowed Fund in 
Biosystems and Agricultural 
Engineering

Presenter Notes
Presentation Notes
The Joe and Sue Ross Endowment is a great example to showcase how one endowment can have multiple cost centers associated with the fund, each for a specific purpose based on the gift agreement. This endowment provides support for students, lectureships, seminars, travel and enhancement for the Department of Biosystems and Agricultural Engineering. This report shows the four cost centers and the percentage of interest distributed monthly.



FM5S Report: 
0705122400 - Don 
Corum and National 
Nursery Products/ 
Landscape Research 
Endowment

Presenter Notes
Presentation Notes
This report demonstrates the annual earnings being distributed to one cost center. Next slide shows the GR55 report with accumulated funds. 



GR55 Report: 
0705122400 - Don Corum and National Nursery 
Products/ Landscape Research Endowment 
Spending Account Balance

Presenter Notes
Presentation Notes
Don Corum Endowment shows an accumulation of funds and carry forward balance from prior fiscal year. FM5S report demonstrates the fund earns $4700 annually which has built up over time. This is a great example of a fund to work with the department to develop a spending plan moving forward.



What's the point?

• UK is closely reviewing endowments and unspent dollars
• Management of these dollars helps everyone
• We want to help
o Review your endowments and their purpose
o Start thinking about spending plans moving forward considering:

 Flex budget funds in other areas
 Fundraising priorities
 Work with philanthropy to solve problems

Presenter Notes
Presentation Notes
The college annual spending distribution from endowments is ~$5MM but there is almost $9MM in our spending cost centers. That represents $4MM of built up funding that is neither being deployed for impact or reinvested for greater impact in the future. 



We're here to help!

Tressa Neal
Tressa.Neal@uky.edu 
859-257-2146

Erin DesNoyers
Erin.DesNoyers@uky.edu 
859-218-5905

Office of Philanthropy and Alumni 
Cooper House: 1312 Nicholasville Road
859-257-7200

mailto:Tressa.Neal@uky.edu
mailto:Erin.DesNoyers@uky.edu
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