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School of Education Administrative Forum
Thursday, October 20, 2016
159 Education Building  9:30 a.m.

AGENDA

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

Scary Soup Day in the Business Office – Wednesday, October 26
Stop by for some soup ▪ Share some soup or sides ▪ Help determine which soup is the scariest

Compensation Adjustment Funds for 16-17 from Campus – Melissa
· Block Grant for Faculty
· Discretional Compensation Fund for Staff
· Pilot Bonus Program

9:45 a.m. Special Guest: Bethany Nelson, UW-Madison’s Export Control Program
https://research.wisc.edu/respolcomp/exportcontrol/ 

Financial Management – Toby 
· PCI compliance questionnaires (complete prior to October 31st)
· P-Card Annual Refresher Training (http://www.bussvc.wisc.edu/acct/purchcd/tabtraining.html)

Facilities – Jesse
· Telephone Update
· Summer Remodeling Request Deadline


HR and Payroll – Christy, Sarah & teri
· Benefits Open Enrollment - http://www.ohr.wisc.edu/ebenefits/ 
· FLSA Update

	


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) 556-7741 
DID YOU KNOW?
The do’s & don’ts of Interdepartmental (Campus) Mail
http://news.wisc.edu/the-dos-donts-of-interdepartmental-campus-mail/ 
Properly address Interdepartmental Envelopes:
• Indicate the addressee’s building name or street address if the building name is not common on campus. This is very important. Also add the name, department, and room number of the addressee. Avoid building abbreviations and department acronyms!
• Envelopes with misaddressed or unrecognizable addresses that cannot be delivered will be opened and an attempt will be made to deliver to either the intended recipient or sender.
• Please cross-out the address above the line you’re using. Check to make sure there aren’t addresses on both sides of the envelope. Once all the lines on one side of the envelope are completed, use the reverse side. Once both sides are full, place in a recycle bin.
Bulk Mailing: Any bulk mailing consisting of 3 or more pieces of mail that are of the same matter, going to the same building, must be banded together. Administrators who maintain bulk mailing lists should regularly review the names and addresses to ensure currency and preclude delivery delays.
Outgoing Interdepartmental Mail: Please place all out-going Interdepartmental Mail in a neat orderly fashion, by having the envelopes placed in the same direction with the addresses facing up. (This will help reduce any possible chances of delay or misdirected mail).
No Personal Items: Interdepartmental Mail is only to be used for “Official Business” of the University of Wisconsin. It should not be used for personal use.
Interdepartmental Envelopes: Excess empty envelopes may be sent to the Interdepartmental Mail Room at 45 N. Charter St. If you would like to request empty Inter-D envelopes, please call (608)262-4254 or email uwcampusmail_fpm@wisc.edu
Surplus Rubber Bands: Excess rubber bands can be placed in an Inter-D envelope and sent to the Interdepartmental Mail Room at 45 N. Charter St. They will be reused or recycled.
Questions & concerns: Please call (608) 262-4254 or email us at: uwcampusmail_fpm@wisc.edu

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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