Agenda- CAPAC
January 23, 2019 2:00- 3:00 PM
Room 308-310 LSC

1. Procurement- Farrah Bustamante

a.

Staffing: Introduce Jeb Stuart, Lindsay Johnson-Athey and Garrett Duff.
Farrah introduced new-ish procurement staff.

Lindsay works on hotel, events, printing and advertising; furniture, linen, drapery,
and furnishings.

Jeb works on office supplies, agriculture (CEMML work). Likes to talk on the phone,
so feel free to call.

Garrett works with facilities operations and transportation. His position is part-time
with facilities, so in the afternoon he is at General Services Building 31 floor.

Contact them and ask them questions!

4imprint.com Contract

Lindsay updated the group regarding promo items from 4imprint. The bid has been
done, so there are no spending limits. When requesting quotes, provide the
university code BB18, so you get the discount. This includes if you are ordering
online on their site. Please do not share this code outside of CSU. Do not put on

any websites. It is specific to our contract.

Lindsay can help connect you to our sales representative, so call her if any questions
or issues.

Amazon
Farrah just wanted to follow up. Any questions? Is everyone happy?

For those with a business account set up under a general email, procurement is still
working through this for some units.

Purchasing Agent Discretion

With the new rules, there is a new level of due diligence. Price reasonableness will
be evaluated on PO’s between $10k and $50k. Farrah reiterated this responsibility is
on procurement, and they do have to work and evaluate the PO’s, so the PO’s will

not go out the office right away.

Yes, you can help by providing other quotes. Not required, but you can help.



Timeline in procurement? Currently, they are 2 weeks out.
2. Sales Tax-David Leathers

a. Introduced Liz Tetrault, new-ish Tax accountant. Helps with tax issues around
international students and sales tax.

b. Sales tax for those selling on campus/from one’s location. When one ships the item,
one will choose the sales tax in “Pueblo,” or the place you ship it. CO has over 600
tax jurisdictions.

Thus, they have set up sub object codes to track the different sales tax within CO.
110 set up so far. These are the most common CO destinations, depending on what
departments are using currently.

Call the Tax Services office if you don’t see one you need.

There is a new memo on tax services website. Link to solvos. You put in address, and
it tells you the tax you have to collect for that location. Directly linked to state of
CO’s website.

Example of this? Bookstore. Forest service has done a good job. [They ship trees all
over state.]

If you are doing online sales? Contact the software company you are using and make
sure it is set up to collect tax. It is your responsibility as the seller to collect the tax.
We have until May 31st to get in compliance. Law went into effect Dec. 1, 2018.

If you want more info, google: CO sales tax changes.

Call with questions. It will be a learning process as it goes on. This is in-state; out of
state is less of a concern. Use state tax rate for those.

c. Uniform policy. Police uniform, chef uniform. Start enforcing it now. Tax as they
incur the expenses? Uniforms, yes, do the tax part of it when you hand it out.

d. Study privilege is now taxed at $5,250. Usually people won'’t hit the $5,250 until the
2nd part of the year. They are going to try and bill employees on the tax in
September, near the close of census, so they can bill the employee over a few
months. Will be taxed at 22%.

e. Announced change at campus services, Erin Mercurio went to CVMBS. They are
going through hiring process now. For now, email Summer or Publina with any
questions.

3. Discussion on November results
Our results were shared with the task force Lynn announced at an earlier CAPAC

meeting. The task force has met one time. They are now dividing into sub-
committees. Then they will reach out for volunteers, including to CAPAC.



If you receive a survey from Tami Hunt, please respond. She is a part of the task

force too.

Student Employment specifically wanted more information after seeing the results.

Feedback included:

Procurement

Getting jobs on JobX approved. It took over 2 weeks to approve
posting. No way to follow up on why it’s taking so long. Can’t monitor
it's progress/process.

Post graduation assignment terminated to a retroactive date. Yet, the
sent the info out on January 17t The communication around the
student termination and notice of termination is not great. i.e., you
don’t get much lead time, sometimes just a day.

They say they don’t terminate until 3 weeks after, but you never
know. Summer takes 7 weeks. Seems to be a lack of consistency.
Someone mentioned this might be due a delay from the Registrar’s
office.

With reorganization, everyone is still confused about who to contact,
and contact is still limited. They have the general email, but the
response rate is bad, and people have experience receiving different
responses at different times.

Suggestion is they publish information. What staff is there and what
they do, so one can find a direct resolution to a specific issue. We
would request some idea of their business processes. If no response,
who to contact. Might they have a system, like travel, that says they
are taking X business days.

People would like a report when they are reaching the $10k limit for
a vendor. Farrah says the Webfocus group is working on such a
report. Will this include PO and DVs? Should be included.

Continue to hold lunch and learns, plan on at least 2x a year (once a
semester) update meetings like HR liaison meeting.

Campus Services/Kuali trainings

Video tape trainings? This way one could review when they need to
do the Kuali action.
The ppts may be too general for advanced users.

Electronic Processes

Employee study privilege form; seems clunky. Would like automated.
Supplemental pay, this is still in process. When will it be out?
Working through routing. We will work to find out more
information around the timeline it will be finalized.

4. New Webfocus Reports



Foundation report on balances and expenses will be available soon. This report will
be updated twice a month. 15th and 30th, rather than just receiving the information
at month end from the foundation.

Open labs are being scheduled.
Theresa demonstrated some new reports, on pcards and official function expenses.

Theresa review how to use traffic lights for data. Traffic lights can be used as an
indicator in the report, i.e. days until a pcard transaction is auto approved, to help
make it more visible when it’s close to that time. Once can set that on any field, bold,
highlight, the numbers. You will need to edit report. Click on the field. Then more
tab. Traffic light. You tell it the field, and then put in formula. Style changes style and
color.
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