
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
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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 & Instructions

5. Independent Contractors or Employees – New

 

 
form and process

6. Discretionary spending guideline changes

7. Fringe Benefits
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1.
 

30-hour rule for the Healthcare Reform 
Act –

 
Effects on part-time employees

a)

 

Who? “Variable hour”

 

faculty & staff.  Includes…
• Part-time regular and temporary faculty & staff
• Adjuncts
• Student Workers & Graduate Assistants

b)

 

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

c)

 

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

d)

 

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

e)

 

Adjuncts –

 

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



5

2.
 

Temporary employees –
 

Work full-time 
9 months in 12 month period

a)

 

KERS has revised their 9 month rule.  Can not work full-

 
time (>20 hours/week) for >9 months in a 12 month 
period.

b)

 

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

c)

 

If work ≤

 

20 hours/week –

 

Can work indefinitely

d)

 

If work > 20 hours/week for >9 months -

 

Pay into 
retirement for EE’s entire employment period

e)

 

Full-time temps are limited to 40 hours/week maximum 
for their 9 months
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3.
 

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

a)

 

Maximum 20 hours per week

b)

 

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
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4.
 

P-Card Asset Information Form 
Process

a)

 

Complete the shaded areas on the form.

b)

 

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

c)

 

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

d)

 

The Asset Information Form can be found on Knowledge Base 
under Procurement Forms.
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4.
 

P-Card Asset Information Form 
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5.
 

Independent Contractors or 
Employees –

 
New form and process

a)

 

The IRS has guidelines for determining contractor & 
employee status.

b)

 

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

c)

 

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
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5.
 

Independent Contractors or Employees –
 New form and process
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6.
 

Discretionary spending guideline 
changes 

a)

 

New category added for source of funds –

 

University 
Donor accounts

b)

 

Under item 4 b. Dues –

 

Professional licenses are allowable 
with VP approval and if it is a job requirement

c)

 

Under item 4 b. Dues –

 

Professional organizations are 
allowable with VP approval

d)

 

Under item 14 d. Meals –

 

Students –

 

events added were 
RD and RA recognition Events

e)

 

Under 14 Meals –

 

the gratuities amount is increased to 
20%
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6.
 

Discretionary spending guideline 
changes 

f)

 

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
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6.
 

Discretionary spending guideline 
changes 

g)

 

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 Revised as of 01/ 19/14
Discretionary Expenditure Regulations Accounting and Finance

Changes 

(note 1) (note 2) (note 3) (note 4) (note 5)
University University University MSU Minimum

Non Vending Donor Foundation Approval
Discretionary Levels

(note 7) (note 7) (note 7)
1.   Awards /  a.  Employee Award/ Incentive Programs Yes Yes Yes Yes Pres Must be part of a documented employee award /  incentive
      T rophies/ program approved by the President. 
       Plaques b.  Student Awards Yes Yes Yes Yes Dean/ Dir Must be part of a documented student award program

approved by the Dean or non-academic VP.  
c.  Non-employee Award/ Recognition Yes Yes Yes Yes Pres Must be part of a documented award/ recognition program

approved by the President
2.   Decora tions / a.  Greeting Cards No Yes Yes Yes Dean/ 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 Dean/ Dir
             special occasion /  d.  Open Lobby /  Dept Lobby Decorations (holiday, No No No No
             general      special occasion, seasonal)

e.  Individual Office Decorations No No No No
3.   Contributions /  Dona tions No No Yes Yes VP

4.   Dues a.  Institutional Yes Yes Yes Yes VP
Membership must be in the name of Murray State 
University and not a department or individual

b.  Individual-
       - Civic 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 requirement.

Source  of Funds

Category Expenditure Type Comments
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7.
 

Fringe Benefits 

a)

 

Access it on the Support Site at 
http://campus.murraystate.edu/administ/accounting/lumi

 nis/fringe_benefit_form.pdf

http://campus.murraystate.edu/administ/accounting/luminis/fringe_benefit_form.pdf
http://campus.murraystate.edu/administ/accounting/luminis/fringe_benefit_form.pdf
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7.
 

Fringe Benefits 

b)

 

Examples of Taxable Fringe Benefits
1.

 

Athletic Season Tickets

2.

 

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

3.

 

Clothing

4.

 

Housing Allowances

5.

 

Meal Plans

6.

 

Wellness Center Memberships

7.

 

Theater Tickets

8.

 

Taxable Travel

9.

 

Moving Expenses

10.

 

Tuition Waivers



Questions?

Tom Hoffacker –

 

Human Resources
Teresa Palmer –

 

Student Employment
Deanne Toby –

 

Procurement
Wendy Cain –

 

Accounting
Stephanie Jennings -

 

Payroll

Administrative Changes Info Session
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