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School of Education Administrative Forum
Thursday, August 18, 2016
159 Education Building  9:30 a.m.

AGENDA

SPECIAL GUEST - Jason Erdmann from MERIT to discuss Kumo
https://kb.wisc.edu/education/page.php?id=62712 

- Updates & Announcements  
SUBMIT A NOMINATION FOR THE BUCKY AWARD! 
(Business Office U-Rah-Rah Congratulations & Kudos to You!) 

Financial Management – Toby 
· E-Reimbursement 90-day completion policy
· http://www.bussvc.wisc.edu/acct/policy/travel/trpol.html 
Effective October 5, 2015, to be reimbursed: 
· Travel related expenses must be submitted and substantiated within 90 days from the end of the business trip. 
· Non-travel related expenses must be submitted and substantiated within 90 days of the date the expense was incurred. 
· Tuition Reimbursement must be submitted and substantiated within 90 days from the end of the course. 

Gifts & Grants – Beth
· Check Request Form for 233 deposits from UWF
· UWF Training Sessions
· Effort Reporting

Facilities – Jesse 
· ILM program

HR and Payroll – Christy & Sarah 
 
· Start of the Semester Updates
· TREMS – Job Applicant System
· Degree Tracking
· Fair Labor Standards Act (FLSA) Update 
· Performance Management
If there are any topics that you would like us to cover, or if you have suggestions for special guest or training opportunities that you would like to see at future forums, please let us know.

· Melissa Amos-Landgraf, Associate Dean for Administration, (608) 262-4474 
· Teri Engelke, Assistant Dean for Human Resources, (608) 262-6139 
· Sarah Gomez Rendon, Human Resources Assistant Advanced, (608) 262-4079 
· Alexa Kuehl, Univ Svcs Prog Assoc, Office Mgmt, HR, Bldg Svcs (608) 262-6138 
· Christy Moldenhauer, Human Resources Assistant Advanced, (608) 262-9149 
· Toby Schellhase, Accountant - Journey, (608) 262-1765 
· Beth Walsh, Assistant Dean - Gifts, Grants & Contracts, (608) 263-5559 
· Jesse Winters, Director of Facilities, (608) 445-1878 
DID YOU KNOW?
		[image: https://myuwconnect.org/image/email/templates-wfaa/spacer_EDEDEE.gif]
		Finance and Funds: Advancement Resources Training
The Wisconsin Foundation and Alumni Association (WFAA) invites users of the fund-reporting features of the Advancement Resources website to attend one of its upcoming Finance and Funds training sessions. All will be held from 9 a.m. to 12 p.m. at the Pyle Center, 702 Langdon Street.
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	· Tuesday, Aug. 30, 2016 
· Tuesday, Oct. 25, 2016 
· Tuesday, Feb. 28, 2017 
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Brian Hettiger, WFAA director of fund administration, will conduct the sessions, and a representative from the WFAA accounting team will also be on hand. You can expect to learn about these topics:
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	· Fund information window 
· Endowed and callable funds 
· Site navigation 
· Fund reporting (fund activity, fund balances, and outstanding pledge balance report) 
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We encourage both new and experienced users to attend.
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	REGISTER NOW
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[bookmark: _GoBack] https://www.eventbrite.com/e/finance-and-funds-advancement-resources-training-tickets-24872399015 
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The 2016-17 Administrative Forum schedule is noted below and available here:
http://businessoffice.education.wisc.edu/bo/administrative-forum-and-training
Please be sure your department/unit is represented at the monthly Administrative Forums.
2016-17 Administrative Forum Schedule
All forums held on Thursday from 9:30 a.m. to 11 a.m. in Room 159, the Wisconsin Idea Room, Education Building, unless otherwise noted.
· July 21, 2016
· August 18, 2016
· September 15, 2016
· October 20, 2016
· November 17, 2016
· December 15, 2016 - Holiday Cookie Exchange Open House
Stop by anytime!
· January 19, 2017
· February 16, 2017
· March 16, 2017
· April 20, 2017 - 149 Lathrop Hall, Virginia Harrison Parlor
· May 18, 2017 
· June 15, 2017
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