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Procedures For New Year Personal Service Contracts

 and Memoranda Of Agreement

In order to facilitate the processing of new year personal service contracts and Memoranda of Agreement, certain events must take place.  There are a number of activities you can do now in preparation for a June 1st loading of Chart of Accounts and budget information into MARS.  Following are procedures for creating Personal Service Contracts (PSCs) and Memoranda of Agreement (MOAs) for the new fiscal year.

· In creating new year documents, please make sure you enter the new Accounting Fiscal Year, new Accounting Fiscal Month, and appropriate Budget Fiscal Year (which, with the exception of capital projects, will always be the new fiscal year) on the document.  If you forget to change the fiscal year, the system will encumber your funds against the current fiscal year.  
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· When you validate for missing fields, please disregard errors relating to appropriations or allotments.  Those errors should be eliminated on June 1 when Chart of Accounts (COA) and budget information is loaded into MARS.  If appropriation and allotment errors continue to appear after June 1, Darla Hershey will contact you.  Chart of Accounts errors will also occur when editing against tables that contain fiscal year as part of the key.  All of these COA errors should be verified manually against the current year Chart of Accounts, or discussed with your agency fiscal officer (Communication Lead – please check with your Agency Implementation Lead for a name and contact information to insert here) to ensure that they will be accurate for the new year.  Any other errors you receive should be researched to identify the cause.  Contact the Customer Resource Center by email (Finance.CRCgroup@mail.state.ky.us) or phone (502-564-9641 or 877-973-HELP) if you need help.

· Please continue to choose the approval template that you typically use for new year documents. Until June, when Chart of Accounts and budget information has been loaded into the system, Darla Hershey will temporarily serve as the central resource for final validation and RELEASE of documents.  She will contact agencies directly when accounting errors are found in contract renewals.  Other than this change, approval steps remain the same.   Once COA and budget information has been loaded and errors addressed, Darla’s name will be removed from the templates.
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Procedures for UPPS Personal Service Contracts

All contracts that include payments to contractors who are involved in an employee relationship with the Commonwealth must be paid through the Uniform Personnel and Payroll System (UPPS).  These contracts must be encumbered in ADVANTAGE (through a Delivery Order or a Contract in Procurement Desktop), with the salary components established as Line 01.  To do this: 

· Enter the salary component of the contract as the first commodity line in Procurement Desktop (PD).

· Be sure the encumbrance for the salary component is established against one accounting distribution only.

· Always enter the object for the accounting distribution as E170.

· Since the contract will normally include an employer charge for FICA, and may include other state-paid benefits, establish these charges against the same accounting distribution as the salary component, so that the amount of all state-paid benefits are included in ADVANTAGE line 01.  Again, please be sure to use Object E170.

It is important to establish the contract with a vendor suffix of 'KY'.  This will indicate that the vendor has been established in UPPS.  Other components of the contract, (for instance, travel and miscellaneous expenses), can be split into as many accounting distributions as desired by the user and charged to the appropriate object code.
Upon receipt of each check from the Office of the State Treasurer, it is the agency’s responsibility to re-verify that the amount of money paid to the personal service contract employee does not exceed the terms of the contract.

Beginning in early April, after the next Procurement Desktop Upgrade, the payments that have been interfaced from UPPS to ADVANTAGE as Manual Warrant Documents will be loaded as Invoice documents in Procurement Desktop.  PD documents will have the same document number as the document in ADVANTAGE): 
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The first two positions of the document number will always be ‘W2’.
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The next position will normally be an ‘X’, but under some circumstances may be a different alpha character.
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The next two positions will be the month that the work was reported into UPPS.
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The next position will be the pay period of the month, for instance, a ‘1’ for the 1 – 15 payroll, and a ‘2’ for the 16 – 31 payroll.
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The next position will be the last position of the calendar year for the period the payment was reported into UPPS (a ‘0’ appears for the year 2000).
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The next four positions of the document number will be a sequential number assigned by the UPPS system.

Please be sure that the document for that pay period has posted in PD when you verify the balance prior to check distribution.  This is accomplished by reviewing the Desktop Award Report.  

In April, following the next PD upgrade, the Desktop Award Report will contain a field that displays the Remaining Balance on an encumbered contract, as perceived by PD.  The Remaining Balance will display the difference between the Current Value of the contract and the Total Invoiced Amount.  (The Total Pending Amount and the Total Processed Amount are simply part of the Total Invoiced Amount).  The Total Invoiced Amount displays all discounts taken as well as the Total Retained Amount.  Please note that if a user processes an invoice which s/he has marked as Final, the Remaining Balance in PD will not reflect the liquidation of the remaining encumbrance; however, by marking the invoice as Final, the encumbrance in ADVANTAGE will be liquidated.
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If agencies want to charge the salary cost to a different accounting distribution than the distribution to which the contract is encumbered, they must do so through a Journal Voucher Correction (JVC) in ADVANTAGE.
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Procedures For

Personal Service Contracts & MOAs

That Cross Fiscal Years Within A Biennium

Two-Year Contracts within a biennial budget period need to be processed as Master Agreements.  Please be sure to select the correct Sub-Type when creating your Master Agreement /s.  Sub-Type is:  MA-Personal Svc Ct (Not encumbered).  
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The header ceiling field “Not to Exceed” will reflect the two-year total.  The “Expiration Date” field will also reflect two years. 
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· LRC will then review the Master Agreements for approval.

· If approved, agencies should create a delivery order from the Master Agreement to encumber the first year.  These delivery orders do not have to be routed to the Finance & Administration Cabinet or LRC.  The second year, the agency will create a new delivery order.  Again, that delivery order does not need to be routed to Finance or to LRC.  
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Please note: If you need to make MODifications on multiple year contracts to allow an agency to increase, decrease or realign the scope of services, that contract modification MUST be reviewed and approved by the Finance & Administration Cabinet and submitted to the LRC Government Contract Review Committee for review and approval, unless your agency is exempt from Finance review, in which case it would still require LRC review. 

If you have questions about any of these contract procedures, please contact Darla Hershey, Division of Material and Procurement Services, by email or phone (502) 564-7544 ext. 258.

Tracking Your Documents In Procurement Desktop

You can find the location of documents you have created and routed in Procurement Desktop by using the menu option File Locate.  When you select that option, a Locate window will appear on the screen, allowing you to enter search criteria.  You can search by any combination of fields on the screen.  Remember to select the “Number” radio button if you are searching by document number.
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Once you have entered your selection criteria, click on the OK button.  The system will go through a search to locate any documents that match your selection criteria.  All documents that match the search will appear in a Locate Results window.  

To determine where your document is located, highlight the document and click on the Properties button.  A Properties window will appear on the screen.


This window shows the User Ids for the Owner of the document (whose desktop the document is on), the Creator of the document, and the person who Last Changed the document.  To determine whom those User Ids belong to, follow these steps: 

(
Open a routing sheet in Procurement Desktop

(
In the Search criteria, enter the USER ID

(
Click on Search

The name of the User will appear in the Selection window

(Shown on next page)





Looking for Other Administrative Services Updates?

The Administrative Services Project web site http://adm.state.ky.us contains a “News” button where you can view previous Manager Messages and Project Updates.  To go directly to that page, click on http://www.state.ky.us/agencies/adm/mgrmessage.htm.
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MARS Security Reminder…


 


Agency security leads must notify Donald Sweasy in the Finance & Administration Cabinet’s Division of Statewide Accounting Services when MARS users in their agencies transfer, leave state government, or otherwise change their security rights.  Please send your notification to Donald at � HYPERLINK mailto:Donald.Sweasy@mail.state.ky.us ��Donald.Sweasy@mail.state.ky.us� (or simply use the Global Email Listing). 





MARS Tip… Documents That Do Not Belong To You








Ever receive a document that doesn’t belong to you?  If so, check the Main Tab of the document for a field called “Issued By”.  That field identifies the creator of the document.  Just route the document back to the creator with a sticky note attached explaining why you are returning the document.
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Note on PD Approval Templates





If the template you typically use for contract approvals no longer appears in the list of available templates, contact Darla Hershey at 502-564-7544.  We have been combining duplicate templates and deleting those that are no longer applicable.  Darla can help you determine which template to use.
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