@MURRAY YOUR
PLACE

Administrative Changes Info Session

Tom Hoffacker — Human Resources
Teresa Palmer - Student Employment
Deanne Toby - Procurement
Wendy Cain - Accounting
Stephanie Jennings - Payroll

Wednesday, Jan. 22 - 1:30 to 3:30

Thursday, Jan. 23 - 9:00 to 11:00.



Administrative Changes

30-hour rule for the Healthcare Reform Act - Effects
on part-time employees

Temporary employees — Work full-time 9 months in
12 month period

Student employment - Maximum work hours per
week and applying for work via PeopleAdmin

P-Card Asset Information Form & Instructions

Independent Contractors or Employees - New
form and process

Discretionary spending guideline changes

Fringe Benefits



30-hour rule for the Healthcare Reform
Act — Effects on part-time employees

Who? “Variable hour” faculty & staff. Includes...

Part-time regular and temporary faculty & staff
Adjuncts
Student Workers & Graduate Assistants

Initial Measurement (“Lookback™) Period
Oct. 16, 2013 to Oct. 15, 2014

Initial Stability Period
Jan. 1, 2015 to Dec. 31, 2015

HR is monitoring hours and will coordinate offering health
benefits. Excludes dental, vision, & other benefits that full-time
faculty & staff receive.

Adjuncts - Credit hours to hours worked ratio is 1:3 for fall &
spring. Other ratios for shorter terms.



Temporary employees - Work full-time
9 months in 12 month period

KERS has revised their 9 month rule. Can not work full-
time ((:TZO hours/week) for >9 months in a 12 month
period.

Can not have just 1 month off; must have 3 consecutive
calendar months off

If work < 20 hours/week - Can work indefinitely

If work > 20 hours/week for >9 months - Pay into
retirement for EE’s entire employment period

Full-time temps are limited to 40 hours/week maximum
for their 9 months



Student employment — Maximum work
hours per week and applying for work via
PeopleAdmin

Maximum 20 hours per week

PeopleAdmin

Student = murraystate.edu ~ Jobs ~ Student Employment

Departments = https://www.murraystatejobs.com/hr/login

UserID = pooluser

Password = access

Email to departments will contain the details regarding
categorizing of pools and deadlines.


http://www.murraystate.edu/
https://www.murraystatejobs.com/hr/login

P-Card Asset Information Form
Process

Complete the shaded areas on the form.

Submit the following to Accounting, in one packet:

* Original associated Inter Account Bill

(This should show the charge being moved into the correct equipment account 727XXX)
* Completed Asset Information Form

* Receipt/Invoice

Questions regarding this form & process should be directed to:
* Inventory Services at 809-4435

The Asset Information Form can be found on Knowledge Base
under Procurement Forms.



P-Card Asset Information Form

INV-IC-001.2/REVISED 13/14 ASSET INFORMATION FORM

Only For Use When Purchasing an Asset on a Purchasing Card
ASSET
NUMBER 1. COMPLETE SHADED AREAS.
2. SEND ORIGINAL ASSOCIATED INTER ACCOUNT BILL®, ASSET INFORMATION FORM, AND RECIEPT/INVOICE
T T T T T
ROOM DEPT BLDG MANUFACTURER'S MODEL SERIAL
NAME NUMBER
ASSETTYPE | aQTy STANDARD DESCRIPTION
ACQUISITION ORIGINAL VENDOR NAME LAST FOUR DIGITS OF CARD
DATE COST
PRINT PURCHARSING CARD HOLDER NAME | DEPARTMENT NAME

MAIL COMPLETE PACKET TO ACCOUNTING AND FINANCE IN SPARKS HALL
QUESTIONS SHOULD BE DIRECTED TO INVENTORY SERVICES AT 809-4435,

*INTER ACCOUNT BILL SHOULD SHOW THE CHARGE BEING MOVED INTO CORRECT EQUIPMENT ACCOUNT 727XXX



Independent Contractors or
Employees - New form and process

The IRS has guidelines for determining contractor &
employee status.
Revised form and routing process

If Employee, then route PA

If Independent Contractor, then send Special Services Contract
with this form to HR

If unsure, send this form to HR for further instructions

Access it on the Support Site at Knowledgebase
Home > Forms > HumanResources > Employment >
Other Employment Forms (form)



http://support.murraystate.edu/knowledgemanager/
http://support.murraystate.edu/knowledgemanager/
http://support.murraystate.edu/knowledgemanager/categories.php?categoryid=36
http://support.murraystate.edu/knowledgemanager/categories.php?categoryid=46
http://support.murraystate.edu/knowledgemanager/categories.php?categoryid=51
http://support.murraystate.edu/knowledgemanager/categories.php?categoryid=59
http://support.murraystate.edu/knowledgemanager/getattachment.php?data=MTA4MnxQYWdlIDEgSW5kZXBlbmRlbnQgQ29udHJhY3RvciBvciBFbXBsb3llZSBTdGF0dXMtIGFzIG9mIDkuMTYuMTMucGRm

Independent Contractors or Employees -
New form and process

@MURRAY

Independent Contractor or Employee Status (ICE Status)

eMURRAY

The Information provided below wil assist | contracor or emgioy n with IRE Publicabion 15AKr Independent Contractor or Employee Status (ICE Status)
INGNVICLIEI{S) PEFTONTING SEMVICES Tor MUy State Llll\!eIill" These wma—em«aﬁw MaKing thes Ci3sSMCaton. FUrmer evaianon Multiple Person Request
may be necessary Indhidual *Once completed, print and submit along with the first page fo

*This request is fora  single person or  multiple persons. If this applies to multiple persons, please complete the second page found Human Resources 412 Sparks Hall or by fax to {270) 805-3464

af this link.
- 1) Name of proposed Employee or Contractor: MEAVIN (if any)
Name of orC : MENVIN (iF any) Dates work
Brief iption of service to be (please limit to two lines): Wagnﬁﬂnmvmﬂ-ﬂmlhmirwswa“quemﬂs-
100 [ Does Me Individual curenty work for Murray State University as an empiayee?
- 0 e postion e
2 H5ihe Vel worked o an amplojes f B Urvery Qg B curet calencar Jeatof s confact?
E P Tversity - Answer all4 questons. Frequest s 3 PagE T 100 [ Hasan ofter of oaen eHod 1 e i =
Yes No Uneure +00 0 15 e inavioua a afien witn 3 sugent or mmigraon stas?
.00 ] ooz e st catenty workfr Marray Sta Uverty 38 n empiopes?
ITYes", [oSion e I the answer o any of these i “Uinsure’, compiete apalcable portion i SEcion 2, page 1 and send o Human RESOUTGES.
2 E E Mmlmﬂmxmmmamemmmu\gmmmmrmam&mT
3 Has an offer of employment baen extended to e indl 2) Name of proposed Employee or Contractor: MAIVIN (iF any)
=00 |:|umlmamummmuam@ﬂmlxmmamtwmmmmmgmmv Dates work
Irthe answer to all of these No,F PROCEED to Section 2
¥ e answer to any wmegmh-rum Chieck the Employee box in Secton 3 Deiow. - — - -
17 answer o any of hese is Unsure”, o ; I SGU0N 2 AN SENd D HUMAN RESOWTES. Tgsﬂ““ml’“m“’mmh""ﬁ"d”WE"“"’-
Sechon Z. C mm jon Guldelings - COmpISIE orly ONE Of The TIDWing S2Cions [A, B, of CJ, based on EEniCes I b2 erformed. oo nnnf}s\’;_mmwmmnmmuqummm?
4 TaacherfLectursrAnatnucior e T T T BT e T
1. 15 the Individual an Invited guest lecturer (lectures In a seminar, colloquium, ciass, efc.7) § E E g:mmx;"wm%m&mmmmmwmmrm«mm*
2 Ha5 N INGVIILAI Deen at e NIVersity In i C3pacity TEWEr Ian folr IMes I M past 12 monms? B H B e vt 3 perapipt et rmigraton tatue?

If the answers o questions 1 and 2 are “Yes,” STOP. Check the independent Contractor box in Section 3.

A7 the answer &0 alther question Is o, " PROCEED. I the SRSWEY 1D 3Ny oF thess 15 “UNSUNE?, Compiete Sppcatie POron in Sectan 2, 1,300 5800 10 HUMaN RESOUTCES.

3. [0 [ tsthe Individual teaching 3 course for which fhe students can receive credi toward 3 Lniverslty degree? il L it
i the answer to question 3 Is “¥es,” STOP. Check the Employee bax in section 3.

I¥ihe answer fo question 3 Is “No, " PROGEED. 3) Name of proposed Employee or Contractor: ME#VIN (if any),

40O Dmmlmmmmwmmwmmasanm bUSnEss or oer Lnrelated entites In the [3st 12 months? Dates work
5. [0 L[] Does he university have any control over cowrse matestals Mat are used by the Indhvidual? - - e - -

e answer o question ¢ s Ves,” AND e ansuer [0 UEStn § s o, STOP. Check the Independent Contractr b Iy Secton 5 Section 1: Relationship with the University - Answer all 4 questions.

otherwise, check Yes ND  Umewe
B. Ressarcher [Responses require a combination of "Yes and “No.”) +O00 [ Does e nanioual curmenty work for Murray State University 35 an empioyes?
1. O O vWin the Inriouas perform rESEarCh UNder e SUPSTVESION of 3 MUY State UNVErsity employeeT lf'Yef posiiion tie:
200 mmlmam\nanmwmmmaumymumﬂuw? 2 the Individual worked asmmmeeﬂemmwmwmwmmmmofMM’
Irthe answer to quesfion 1 15 Yes,” STOP. Check the Empiyee box In Section 3 3 mﬂ"mﬂ'ewhmmmwm vkl
I the answer to question 2 i “Yes,® check the independent Confractor box 5 1he Individual a allen with a student or Immigration statusT
€. Individuais Not Coverad Under Sectiona A or B .
.00 Hias the Individual provided fhe same or siTilar senioss o ofies unretated eniities or o e general public 2s 3 trad or Dusiness during the I the answer fo any of these Is Unsure?, complete: applicabie partion In section 2, page 1 and send t Human Resources.
fast 12
2 O [ wWikthe provie reganding of the required work fther than refy on e 4) Name of proposed Employee or Contractor: M#EVIN (if any)
's expertise? Dates work
3. [0 [ Cane universty sat the number of howrs andior d3ys of the waek that the Individual s required fo work, 35 apposad to alowing the
Indhvidual to set hisher own wark scheduis? “Section onship wi iversily - i
I the nswer i quesiton | Is Vs, AND e answer (o uesions 2 and 3 is e, STOP. Gheck te Indeperdent Contraior bz In Section 3. Yes :;,Nﬂz':"""“'“”u" ity - Ansiwer all 4 questions.
ITEhe anSWer 10 qUESTIon 2 O 3 &5 *Yes,” CNEcK the Eiyee DOX IN Sechion J; GMenwse, check Me MOependent CONTacior o, =l =] Dmnemﬂmﬂymwmmumaﬁmmm?
I -Yes", postion tie:

Section 3. hoation (Selec =200 I:Inasme|muma|mmu;mmwamemmmwmmmmrmamsm?

x C‘E:p":, 1 (Select oty one.) 30 0 O tesanofero been extended o the Ind

yee v o =00 O s the Indhiduzi 3 ‘i chacent o e Immigration status?

I the answer fo any of these fs “Unsure’, complete appdcable porton I section 2, page T and send i Human ResouTses.

Addidional Pages may be completed if needed.

All com forms should be printed and sent to Human Resources 412 § Hall or by fax to 809-3464

Completed by: (Please Print) Date: Completed by: [Please Print] Date:
Contact Number: Contact Number:
OfMics Uss Only:
Offica Uss Only: HR{AMAS____ Procurementinitaly____ Gomments:
HRnitial); Procurement{itaiy; Comments:
Copies in: Requesting and Home depariment, Procurement -
Independent Contracion v Empioyes Stabus- a3 of 31813 p2 Last Revised: 1162012

Incependent Contractor v Empiayes Stahs- s of 21613 p1 Last Revisedt SHE2013



Discretionary spending guideline
changes

New category added for source of funds — University
Donor accounts

Under item 4 b. Dues — Professional licenses are allowable
with VP approval and if it is a job requirement

Under item 4 b. Dues — Professional organizations are
allowable with VP approval

Under item 14 d. Meals - Students - events added were
RD and RA recognition Events

Under 14 Meals - the gratuities amount is increased to
20%

11



Discretionary spending guideline
changes

New category added 15 Clothing/Shoes -

Purchase of employee clothing is unallowable from University and University
Vending funds except for the following:

Police uniforms
Facilities maintenance uniforms
Chef coats and dining uniforms

Shirts provided for campus events such as summer orientations, great
beginnings — campus event should be noted on invoice

Student recruitment events - recruitment event should be noted on
invoice

Departmental purpose where the same/like apparel is desired is
allowable from University Vending funds with VP approval

12



Discretionary spending guideline

changes

Access it on the Support Site at
http://campus.murraystate.edu/administ/accounting/lumi
nis/Discretionary_Expenditure®%20Policy-
01_19_14_(1).pdf

Murray State University
Discretionary Expenditure Regulations

Changes

Source of Funds

Revised as of 01/ 19/ 14
Accounting and Finance

(note 1) (hote 2) | (note 3) | (note 4) | (note 5)
University | University | University|  MSU Minimum
category Expenditure Type Non Vending | Donor | Foundation | Approval Comments
D ionary Levels
(note 7) (note 7) (note 7)
1. Awards / a. Enployee Award/ Incentive Prograns Yes Yes Yes Yes Pres Must be part of a documented enployee award /_incentive
Trophies/ program approved by the President.
Plaques b. Student Awards Yes Yes Yes Yes Dearn/ Dir | Must be part of a documented student award program
approved by the Dean or non-acaderic VP.
c. Non-enrployee Award/ Recognition Yes Yes Yes Yes Pres Must be part of a documented award/ recognition program
approved by the President
2. Decorations / a. Greeting Cards No Yes Yes Yes DearV Dir
Cards/Events b. General Campus Yes Yes Yes Yes Pres
(holiday / seasonal / c. Open Lobby / Dept Lobby Decorations (general only) |Yes Yes Yes Yes DearV Dir
special occasion / d. Open Lobby / Dept Lobby Decorations (holiday, No No No No
general special occasion, seasonal)
e._Individual Office D 153 No No No No
3. Contributions / Donations No No Yes Yes AYd
4. Dues a. Institutional Yes Yes Yes Yes vP Z':;:;'s;fnz‘;i‘b:;zgi:S;eofgn’\g:':‘?galsta(e
b. Individual-
- Givic No No No No
- MSU Faculty Club No No Yes Yes VP
- Professional Licenses Yes Yes Yes Yes VP Only allowed when license is job requirerment.

13



Fringe Benefits

Access it on the Support Site at
http://campus.murraystate.edu/administ/accounting/lumi
nis/fringe benefit form.pdf

Taxable Payments or Reimbursements to Employees

All Departments must complete this form, when a taxable fringe benefit is received by an employee. This form must be
completed within 15 days of receiving the benefit. Please send the form to the Payroll Office 2nd Floor of Sparks Hall

Name of Employee receiving the benefit : M #

Employee's Primary Department:

| acknowledge that some or all of the payment/reimbursement below may be taxable and included in my income.

Employee Signature Date

14


http://campus.murraystate.edu/administ/accounting/luminis/fringe_benefit_form.pdf
http://campus.murraystate.edu/administ/accounting/luminis/fringe_benefit_form.pdf

Fringe Benefits

Examples of Taxable Fringe Benefits

1.

2.

3.

10.

Athletic Season Tickets

Awards, Prizes or Gifts (Non-Cash) >$100
Clothing

Housing Allowances

Meal Plans

Wellness Center Memberships

Theater Tickets

Taxable Travel

Moving Expenses

Tuition Waivers

15



@MURRAY YOUR
PLACE

Administrative Changes Info Session

Questions?

Tom Hoffacker — Human Resources
Teresa Palmer - Student Employment
Deanne Toby - Procurement
Wendy Cain — Accounting
Stephanie Jennings - Payroll ‘



	Reminders
	Administrative Changes Info Session
	Administrative Changes
	1.	30-hour rule for the Healthcare Reform Act – Effects on part-time employees
	2.	Temporary employees – Work full-time 9 months in 12 month period
	3.	Student employment – Maximum work hours per week and applying for work via PeopleAdmin
	4.	P-Card Asset Information Form Process 
	4.	P-Card Asset Information Form 
	5.	Independent Contractors or Employees – New form and process
	5.	Independent Contractors or Employees – New form and process
	6.	Discretionary spending guideline changes 
	6.	Discretionary spending guideline changes 
	6.	Discretionary spending guideline changes 
	7.	Fringe Benefits 
	7.	Fringe Benefits 
	Administrative Changes Info Session

