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Welcome to InFocus!

Finance and Administration has aligned our mission and values so that we can support the 
University of Missouri in its strategic direction and goals. This University is one of our State’s 
most valuable assets, and as the Finance and Administration Division we have direct 
responsibility and influence in helping to manage the resources of this asset. In A Strategic 

Direction for the University System it states that the University strives to facilitate lifelong-

learning by its students and Missouri’s citizens; to foster innovation to support economic 
development; and advance the health, cultural and social interests of the people of Missouri, 
the nation and the world. 

Vice President Krawitz

In the Finance and Administration Strategic Plan, it notes direct ways that F & A support these initiatives:

●     Work with campuses to ensure the preservation, enhancement, and appropriate utilization of physical resources.

●     Provide University leadership with value-added planning and decision support services that inform major policy issues.

●     Increase financial resources and strategically allocate those resources to achieve national recognition for the undergraduate educational experience.

●     Preserve and enhance physical resources and strategically allocate resources to the highest priorities, and improve processes and services through 
innovation.

●     Develop strong external partnerships that serve to benefit the Missouri business community and private philanthropic organizations.

●     Allocate resources to high priority economic development initiatives.

●     Proactive in undertaking initiatives to increase financial resources and decrease cost.

With our division’s unique set of skills, we are able to help the University of Missouri develop and manage its human, financial, and physical resources 
more efficiently so that it can effectively serve the citizens of the State of Missouri.

The goal of the newsletter is to enhance our customer service by providing information that will support the work that you do for the university.  As 
always, we welcome your feedback and your contributions.

- Natalie "Nikki" Krawitz 
  Vice President for Finance & Administration

Capital Appropriations
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“How does the University make a Capital Appropriation Request to the State of Missouri?” 
By Vickie Moore, Capital Budget Analyst 

Each year the University makes a Capital Appropriation Request to the state of Missouri to fund major construction and/or 
repair projects.  These capital investments in facilities and equipment support the university’s ability to provide students 
with quality educational programs and services, and to attract and retain great faculty and talented students.

The annual request takes several months to formulate.  System and campus staff work closely to put the plans together.  
First, the campuses create a list of capital projects targeted for state funding and these are ranked according to several 
criteria but primarily to each project’s relation to the campus mission and strategic plan.  A preference is given to renovation 
and adaptation of existing facilities, except in cases where cost-benefit analysis determines new construction would be the 
most cost-effective option.  A preference is also given to projects that improve campus infrastructure, including energy 
efficiency and sustainability, and projects that have secured other funding and/or operating endowments.

Once the list has been prioritized at each campus, the university does further sorting of the projects to make-up the final 
Capital Appropriations Request for Board of Curators approval, normally at the July Board meeting.  That sorting criteria 
includes the priority within the campus capital plan, the prior year priority on the state capital appropriations request, 
previous state funds appropriated and other funds raised, parity between campuses, system-wide benefit, and external 
political support.

The University President and General Officers make the final review and approval before it is presented to the curators for approval.  With the 
board’s approval, the Capital Appropriations Request database is submitted to the Department of Higher Education and state budget officers.  A 
Capital Appropriations Request booklet is also prepared and sent to legislature for consideration during the next year’s congressional session.  You can 
view this document at https://uminfopoint.umsystem.edu/media/fa/management/facilities/state/2013StateCapitalAppropriationsRequest.pdf

New Travel Policies Now in Effect

“Find out about the new and revised policies that took affect on July 1st!” 
By Donna Johanning, Director Financial Information Systems 

The University of Missouri implemented changes to several travel policies on July 1st, 2011.  The new and revised policies in 
the Business Policy Manual can be viewed by using the links below:

BPM-219 Travel and Other Business Expenses

BPM-501 Authorization to Travel

BPM-504 Methods of Transportation & Allowances

BPM-505 Allowable Expenses

Changes to the policies include per diem meal reimbursement, reduction or elimination of required documentation, and a 
more streamlined automated approval process.  Contact your campus accounting office if you have any questions regarding 
the policy changes.

Successful Travel & Expenses Module Go Live and Rollout

“Find out about the new automated Travel and Expenses Module in PeopleSoft Financials” 
By Donna Johanning, Director Financial Information Systems 

The new automated Travel and Expenses (T&E) module in PeopleSoft Financials went live on July 5 and will be rolled out to 
all employees across the system by December 31, 2011  This new module, along with changes to the current travel policy, 
will reduce administrative voucher preparation time, expedite reimbursements, and provide significant savings across the 
university.

Key Features

Some of the key features of the new module include a streamlined travel and expense approval process, per diem meal 
reimbursement, and a reduction or elimination of previously required documentation.  These benefits will accrue from the 
replacement of a paper-intensive reimbursement process with an electronic processing capability that has built-in 
information, policy compliance requirements, and helpful prompts that will enable faculty and staff to complete expense 
reports faster and receive reimbursements in a day or two, and in some cases overnight.

Statistics for the first 3 Months

As of December 8th, 2011, over 10,000 expense reports have been entered for 3,994 travelers.   For approximately 85% of these expense reports, 
the employees are being reimbursed within 2 days.  This is a significant improvement over the paper based system, when the average reimbursement 
could take between 7 and 20 days.

The campus accounting offices are working with departments on their rollout schedules and training.  If you need more information on the new T&E 
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module, contact your departmental fiscal officer or your campus accounting office.

To HAVE or WITHHOLD

“Are You Prepared for the Right Amount of Tax Withholding for 2012?” 
By Brian Sanders, Director of Payroll 

Federal income tax is a pay-as-you-go tax.  This means you must pay the tax as you earn or receive income during the 
year.  As a wage earner, you pay federal income tax by having it withheld from your pay during the year.  This is your 
“withholding.”  Your withholding is based on the number of allowances you claim when you filed Federal Form W-4, 
Employee’s Withholding Allowance Certificate.

Although most of us don’t normally think of income taxes at this time of the year, this is truly the best time to see where 
you are now so if you need to complete a new Form W-4, you are prepared.

Ideally, in determining the amount of your income tax withholding, you should claim the number of exemptions that will 
result in withholding as close as possible to what you owe in taxes for the year.  There are many things that can change 
your tax status throughout the year, so it’s a good idea to review your exemptions once or twice during the year to make 
sure you’re on track.

If changes occurred in 2011 that will decrease the number of your withholding allowances for 2012, you must submit a new 
Form W-4 to your employer in December, 2011. If such changes occur in December 2011, submit a new Form W-4 within 
10 days. See Table 1-1 below from IRS Publication 505 for examples of items that may decrease the number of your withholding allowances.

Table 1-1 Personal & Financial Changes

You may logon to myHR, Employee Self Service, to review your current number of withholding allowances and make applicable changes based on the 
above personal and financial changes that should be considered.

Sponsored Programs

“The A-133 audit is currently underway. Are you ready?” 
By Ryan Rapp, Associate Controller 

The A-133 audit is currently underway for fiscal year 2011.  We currently have seven major programs that are being 
audited, including Student Financial Aid, Research and Development, and other smaller programs.  If you handle federally-
funded sponsored projects you may be contacted for documentation to support expenditures charged to federal programs 
during fiscal year 2011. If you have questions, please contact your campus Sponsored Programs Office.

As a friendly reminder, please ensure expenditures charged to federally-funded sponsored projects include only allowable 
costs and are in compliance with University and sponsor policies.
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Training

“Compliance Training Available - live and online!” 
By Ericka F. Kranitz, Director of Financial Compliance Training 

Are you new to the University or have you recently changed positions with different responsibilities?  The Controller’s Office 
has several online compliance training sessions available covering various financial accounting and sponsored program 
activities.  These are available on the Financial Compliance Training website and myLearn.  The topics include:

Financial Accounting

●     ChartFields – Defines the use of ChartFields within the University’s financial accounting system.

●     Fund Accounting – Discusses the basics of fund accounting used at the University.

●     Payroll Reconciliation – Provides an understanding of the University’s payroll reconciliation policy and recommended 
procedures.

●     Segregation of Duties – Discusses the concept of segregation of duties and examples of practical application at the 
University.

Sponsored Programs

●     Proposal Development and Submission – Discusses the compliance requirements to be aware of as the proposal is developed for a sponsored award and 
various responsibilities through submission.

●     Accepting and Establishing an Award – Covers the process of accepting, negotiating, and establishing an award upon receiving the Notice of Grant Award 
from the sponsor.

●     Allowability per A-21 – Discusses the allowable cost compliance requirements of the federal government.

●     Cost Sharing – Covers the fiscal compliance requirements for tracking and documenting cost sharing.

●     Cost Transfers and Payroll Correcting Entries – Addresses the fiscal compliance requirements for cost transfers and payroll correcting entries on 
sponsored awards.

●     Effort Reporting – Explains the effort reporting compliance requirements and the University’s process for certifying effort.

●     PI Roles and Responsibilities – Discuss fiscal responsibilities of the PI for the entire award process.

●     Segregation of Duties for Sponsored Programs and Delegation of Authority – Addresses unique segregation considerations for sponsored awards and 
how to delegate authority.

●     Closing an Award – Covers the various aspects for closing an award and related compliance requirements.

Coming soon! These two new sessions will soon be available online:

●     PeopleSoft Security – Discusses the purpose and the key information in the PeopleSoft Security reports for reviewing user access to the University’s 
computer systems. 

Both live sessions and online modules are available.  The online modules cover the basic compliance requirements in about 15 minutes, while the 
live sessions are in-depth discussions and can be tailored to your unit’s particular needs and questions.

Please contact Ericka F. Kranitz (kranitze@umsystem.edu), Director of Financial Compliance Training at the UM System to schedule a live session with 
your unit or for any questions.

International Business Trips

“University business is going global. Where do you find the information for an international trip?” 
By JoAnne Flowers, Assistant Director for Risk & Insurance Management 

The University business, like others, is going global. There were over 3000 international flights for University business last 
year.

The number of requests for proof of evacuation and repatriation coverage for visa applications has increased along with the 
increase in flights.  To better serve you, we’ve added proof of coverage to our website to include with the visa application. 
The identification cards with coverage dates are also posted on the site to include if the country to which you’re traveling 
requires this detail.

Other important information on the site includes a summary of insurance coverage for your University related travel on our 
department website under International Travel.  The website provides an overview of the benefits, and links to descriptions 
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and Identification Cards that you should print and take with you.  Contact your campus International Center or visit the Risk 
& Insurance Management website to download and print your Identification Cards.  Please read the coverage summary and 
use it as a guide of where to turn for assistance while traveling.

Check out our website and call us with any coverage questions

Safe travels!

UMHC Signs First Statement of Work with Xerox

“What has Procurement been doing lately?” 
By Cathy Taggart, Manager Contract Services 

University of Missouri Health Care system recently signed a statement of work “SOW” with Xerox. This was the first SOW 
executed under the University of Missouri’s Document Lifecycle Strategic Alliance program.  Representatives from the 
Sourcing and Supply Chain team joined with the Tiger Institute’s team members to negotiate and develop a comprehensive 
program in support of the organization’s ‘paper light’ initiatives for the healthcare environment.  One of the key advantages 
of this contract becomes the management of the devices (printers and copiers) as well as comprehensive optimization of 
those same devices.   This program, while increasing service levels, is expected to deliver an estimated $2.3M in expense 
reductions over the term of the agreement (5 years).  This represents a 23% reduction in direct expense.

“Like New” Office Furniture Contract

“Need furniture but your department's budget is tight?” 
By Cathy Taggart, Manager Contract Services 

University of Missouri Health Care and other UM campuses have been able to utilize and save significant money on “like 
new” furniture under contracts with Contract Furnishings and Marathon Office.   This program takes advantage of 
liquidations, office consolidations and other economic business circumstances that result in opportunities for us to acquire 
“like new” and in some cases “new” furniture.    Special services provided from these contracted suppliers assist the end 
users (departments and/or business units) quickly through the decision making process so that the “spot buy” can be made.

Records Management is Going Green!

“Now the Records Management forms are available in PDF” 
By Micah Francisco, Electronic Records Analyst 

Records Management is preparing to roll out a new transmittal form in the coming weeks.  The new, simplified PDF form will 
replace the current excel form & boasts a number of improvements to increase efficiency, including an auto-submit button 
that sends the completed form to the Records Transmittal mailbox.  Much like the excel form, you can still fill in your static 
information such as ‘Department Name’ & ‘Customer Number’ and save the file for future submittals.  Alternately, you may fill 
out the entire form & submit it from the website with a single click.

Beginning January 1st, 2012, we will no longer be accepting paper transmittal forms.  We encourage all those who 
make use of the Record Center to familiarize yourselves with this document.  The new form and accompanying instructions 
will be accessible on the Records Management website at: http://www.umsystem.edu/ums/fa/management/records/forms/
records/

If you have questions or concerns regarding the new form, please contact Micah Francisco by email or at (573) 882-1449 for 
assistance.

Wisdom’s Corner

“Featuring Challenging and Inspiring Thoughts” 
By Memoree Bradley, Secretary to the Vice President of Finance & Administration 
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“You’ve got to think about big things while you’re doing small things, so that all the small things go in the right direction.”

-Alvin Toffler
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