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DEPARTMENT OF ADMINISTRATION

Administrative Services

Our Vision:

The Department of Administration will lead the enterprise toward 

a shared service organization by modeling teamwork, cost effective 

business practices, and quality customer services.

Our Mission:

We provide quality services---responsibly.

Our Identity:

The Department of Administration helps Kansas Government run smoothly.

Our Promise:

We promise to satisfy our customers with innovative, value-driven services.

Our Values:

Communication

Commitment

Credibility

Character

Report to ASTRA Participants

February 12, 2009
Available on-line at 

http://www.da.ks.gov/ar/forum/astra/default.htm
Department of Administration

Duane Goossen, Secretary

Carol Foreman, Deputy Secretary

Primary Website:  


http://www.da.ks.gov/default.htm
Division of Budget

Duane Goossen, Director

Primary Website:


http://budget.ks.gov/
Division of Information Systems & Communications (DISC)
Denise Moore, Director

Primary Website:   


http://www.da.ks.gov/disc/
Division of Printing and Surplus Property

Cheryl Buxton, Director 

Printing Primary Website:    

http://www.da.ks.gov/print/
Surplus Property Website:

http://www.da.ks.gov/surplus/
Division of Facilities Management  
Marilyn Jacobson, Director

Facilities Operations Website:

http://www.da.ks.gov/fm/
Facilities Planning Website:

http://www.da.ks.gov/fp/
Division of Accounts and Reports
Kent Olson, Director

Primary Web site:    


http://da.ks.gov/ar/
Comprehensive Annual Financial Report  

Accounts & Reports completed the 2008 State Comprehensive Annual Financial Report (CAFR) and for anyone wishing to access it, it is now available on-line at the A&R website:  

da.ks.gov/ar/finrept/

Accounts and Reports would like to thank agencies for your assistance in providing the information, data, and confirmations needed to complete the report.  We greatly appreciate your continued cooperation and help during this process.

Taxpayer Transparency Program – KanView Update

This program was designed to increase transparency of state government financial activity, making it easier for Kansas citizens and the public at large to access expenditure and revenue data.  There are two current issues A&R is working on with KanView.  The display of employee compensation is currently planned to be implemented sometime before the end of the current legislative session.  Senate Bill 226 was introduced on February 5th and would require legislators voting records and USDs expenditures and employee compensations to be displayed on KanView as well.  We are watching this bill closely as it could have a major impact on the Department of Administration.

Agency Outstanding Encumbrance Listing

A memo was sent to agencies on Tuesday, February 3rd along with a listing of all outstanding encumbrances prior to fiscal year 2009 asking that you review these.  Identify the appropriate encumbrance lines on the listing that should be retained by highlighting them, and provide written justification to keep these encumbrances.  Those lines not highlighted or those without justification will be deleted in STARS.  Please note that we’ve have asked that the listings be returned to us no later than April 1, 2009.

Business Procurement Card Program

A&R successfully converted 1099 reporting on BPC reportable transactions to the IRS approved, Merchant Category Code basis, eliminating the need for agencies to labor over the manual journal voucher adjustments as in past years.

Also UMB, in conjunction with VISA has expressed interest in hosting a spring conference here in Topeka for the Kansas BPC program.  Topics that may be discussed include fraud prevention and detection, being “green” friendly in the purchase card environment, and special uses.  On February 3rd we sent out a listserve announcing their plans for this conference.  As of this past Tuesday we’ve had 23 agencies express interest.  If you have interest in attending the conference but have not yet let us know, please see Tim Hund or contact him by phone or email.    (368-6347 |  Tim.Hund@da.ks.gov )

Payroll

2008 W-2/1042-S Forms and W-2 Duplicate Requests:

· 2008 W-2 Forms mailed January 6, 2009.  2008 1042-S Forms were released February 6, 2009.
· Encourage employees to use Employee Self Service to request duplicate W-2 forms for tax years of 2003 – 2008
· Additional details for 2008 regarding the treatment of undeliverable W-2 forms, reports, etc. can be found in Informational Circular No. 09-P-018.
· 2009 W-2 Production Report schedule is available in Informational Circ No. 09-P-019.
Staff Changes in Accounts and Reports

· Sunni Zentner will be joining the Payroll Systems Team in the near future as the SMART/SHaRP Payroll Testing Coordinator.  We recognize and appreciate her many years of dedicated service on the Payroll Processing Team, in particular for her successful completion of the annual W-2 process and customer service to agencies.
· Jennifer Holthaus joins the Payroll Processing Team on Feb. 9th and will have responsibility for areas such as W-2/1042 processing and year-to-date balance maintenance.
· Heather DeBusk joins the Payroll Systems Team on Feb. 16th and will assist in the development, testing, and implementation of the SHaRP/SMART integration.
SHaRP Freeze

· Effective immediately, only changes required to comply with legislative mandates, remain current with system maintenance, or resolve production processing issues will be applied to the Statewide Human Resource and Payroll (SHARP) system. 
· SHaRP freeze will provide a stable production and testing environments for the design, programming, and testing required for the success of the SMART Implementation.
· Requests for programming action or changes that fall outside of the identified areas will be reviewed and prioritized for action after a stable processing environment is established following the SMART go live date of July 1, 2010.
Change in Military Differential Pay

· Effective January 1, 2009 the IRS rules related to Military Differential Payments changed.  All payments made January 1, 2009 and forward are considered wages for federal income tax purposes and will be reported as wages on the employee W-2 form.  These payments continue to be exempt from FICA.
· Earnings code MDP has been established in SHaRP to process these payments.
· This change does not impact Military Activation payments which will continue to be processed in STARS.
· Additional details can be found in Informational Circular 09-P-021 and HR Bulletin 09-02.
Change in processing of 8233 Form

· 8233 forms received/processed by Regent agencies for employees claiming non-resident alien status are no longer required to be sent to Accounts and Reports.

· Regent agency can enter necessary 8233 data directly to SHaRP Federal Tax Data or submit the information via the new fields on the Regent Inbound Management Reporting Interface.

· Regent agencies are responsible for maintaining and submitting these forms in accordance with the IRS instructions.

· Additional details can be found in Informational Circular 09-P-020.

Personal Health Assessment Gift Card Taxable Fringe Benefit: 

· One time exception to minimum collection procedures for gift card arrearages less than or equal to $25 was granted per Info Circ 09-P-013 for arrearages generated from 2008 gift card fringe benefit transactions.
· KHPA Personal Health Assessment 2009 will open on April 1st
· Employees who complete the PHA and request a gift card will receive a $50 gift card.  The receipt of the gift card is a taxable fringe benefit and will be reflected as such on the employee’s paycheck and 2009 W2.
· A bi-weekly process will insert the FBN code/amount into the appropriate employee timesheets for SHARP employees.
· Regent institutions will receive bi-weekly files identify the employees with gift card fringe benefit income for that pay period.  The regent agencies are responsible for applying/reporting the FBN income to the employee paychecks in their payroll system.
· Additional details will be provided closer to April 1st.
Rate/Limit/Other Changes:

· IRS decreased the standard mileage rate to 55 cents beginning 1/1/09 under the Cents-per-Mile method of valuing an employee’s personal (commuting) use of a state-owned or leased vehicle (see details in Info Circ 09-P-014)

· 2009 Percentage Method Tables for Federal Tax Withholding and Advance Earned Income Credit Tables effective 1/1/09 have been released (Info Circs 09-P-015 and 09-P-016)

· Parking Fees for all City parking garages increased effective 1/1/09 (see details in Info Circ 09-P-017)

· Earnings Code NOR has been added in SHaRP to meet new requirements in the KOSE Unit 1 supplemental agreement.

SHaRP Tax Updates:

Tax Update 08-F was successfully applied to SHaRP on January 26th.

Division of Purchases
Chris Howe, Director
chris.howe@da.ks.gov
Primary Website:

http://da.ks.gov/purch/
Bid Solicitation List:

http://da.ks.gov/purch/rfq/
Procurement Contracts:
http://da.ks.gov/purch/contracts/Contract.asp
2009 State Use Catalog

· 2009 Catalog is available in .pdf format and on-line only  ( www.ksstateuse.org )
· Cartridge King – Orders placed through Corporate Express will be shipped by Cartridge King
Contract Development Meetings - Schedule
Wednesday, February 18, 2009 – 1:00 pm

Wednesday, March 18, 2009 – 1:00 pm

Wednesday, April 15, 2009 – 1:00 pm

Wednesday, May 20, 2009 – 1:00 pm

Timelines for Bid Reviews / Signing Contracts

Expect follow-up calls from Division of Purchases staff to check-up on documents that are being evaluated or routed through your agencies.

DAPU PurchNotices

Most communications from the Division of Purchases are facilitated through this List-Serv.  
To sign up, send your request to Janet.Miller@da.ks.gov
End-of-Fiscal Year Memorandum will be published by March 1st
http://www.da.ks.gov/purch/Memos.htm
Laboratory and Safety Equipment and Supplies

Working to negotiate a long-term extension with Fisher Scientific  (Contract #02630)

A new concurrent contract with VWR will be in place no later than March 1st

Equipment Maintenance – The REMI Group – Contract #11702

Reminders:

· Use ethanol-based fuels in State or Enterprise vehicles 

· Enterprise has hybrid vehicles available in Topeka
· Use re-manufactured cartridges – save money – help persons with disabilities
Division of Personnel Services 


George Vega, Director

Primary Website:   


http://www.da.ks.gov/ps/
State Employee Compensation Oversight Commission 

http://www.kansas.gov/employee/comp/







