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Modifications to Procurement Card Activity Report

Modifications have occurred to the procurement card activity report labeled PD Procard Holders Report-V2. These include: (1) A "Sub-Total" for each cardholder; (2) Signature lines immediately following the subtotals only, where the cardholders and supervisors need to sign; and (3) A "Grand Total” of the administrator’s site charges for the specified reporting period. 
Cardholders no longer need to sign every page of this activity report.  Cardholder and supervisor signatures are required on all pages where procurement card activity is listed.  

If the "Grand Total” amount prints on a page that does not include procurement card activity, a signature is not required for that page.   However, you still need to include the "Grand Total" page when submitting your reports to the CRC.
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Reminder 

To All Agencies of Purchasing Procedures
In order to remain focused on controlling expenditures and holding state agencies accountable for all purchases, on July 1, 2004, the Executive Branch continued to follow the provisions set forth in HB 269.  In a memo dated June 30, 2004, Finance and Administration Cabinet (FAC) Secretary Robbie Rudolph, Jr. reminded all Executive Branch agencies that the provisions set forth in HB 269 should be followed regarding leased space, purchases of equipment, furniture and printing, and processing of personal service contracts.  
Agency heads must continue to sign all requests for exceptions to this policy and forward them to Secretary Rudolph of the FAC for approval.

Effective July 1, 2004, state agencies shall adhere to the following:

Leased Space
The provisions of HB 269 remain fully in effect.  Executive Branch agencies are not permitted to increase the amount of leased space or seek lease improvements.  Any request for leased space must show a savings over existing leases, including the cost of utilities. Additionally, agencies should explore opportunities to reduce leased space through consolidating locations where possible.
Printing
The provisions of Executive Order 2002-   (Cont. at the top of the next column)
1334 and HB 269 remain in effect.  Executive Branch agencies should continue to use the FAC, Division of Printing, to the maximum extent possible. All printing requests should be routed via the Division of Printing prior to assignment to Kentucky Correctional Industries or any of the contracted state vendors.  No Class II printing order may be processed without the written approval of Secretary Rudolph of the FAC.

Furniture and Equipment
Executive Branch agencies should continue to follow the processes according to HB 269, when purchasing furniture and equipment except for the modifications below. Agencies are allowed to purchase furniture and equipment to replace lost or damaged items without prior approval of Secretary Rudolph of the FAC. Agencies should maintain documentation of each replacement of lost or damaged equipment and provide that information to an auditor upon request.
Agencies may purchase new furniture [image: image7.jpg]


and equipment costing less than $1,000 without prior approval of the FAC Secretary.  For all furniture requests, agencies shall continue to use the Division of Surplus Property and Kentucky Correctional Industries to the maximum extent possible.  No agency may purchase computer workstations, laptops, printers, monitors or servers, regardless of the dollar value, without the prior approval of the FAC Secretary.

In order to maximize the buying power of the Commonwealth, all computer workstations,                               (Cont. on page 3)
laptops, printers, and monitors shall be purchased in standard configurations established by the Commonwealth Office of Technology (COT) and on a scheduled basis.  All agencies must submit requests to the COT in a standardized format, for inclusion in the next scheduled purchase of computer equipment. The COT has distributed instructions for bulk computer purchases to all executive branch agencies.

Personal Service Contracts
All Executive Branch agencies are directed to continue to reduce the number of personal service contracts.  Additionally, agencies must use open competition to contract for all professional services.  The processes enacted to implement HB 269 remain in full effect.

IT Contractors
All Executive Branch agencies are directed to develop a strategy to reduce reliance on the six Systems Development Services contracts.  No task orders should be issued without prior approval of the FAC Secretary.  
The COT has developed a format for the justification and request process and has distributed it to agencies.
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Update to the
MARS Vendor File 

In order to provide a more current and accurate MARS vendor file, the FAC will start placing inactive vendor records on hold beginning Tuesday, January 11, 2005.  Only vendors who meet                           (Cont. at the top of the next column)  

every one of the following criteria will be placed on hold, if they:
· Were originally added to the MARS vendor file prior to January 1, 2003; 
· Have not updated their MARS vendor information since January 1, 2003; 
· Have had no payments issued to them since January 1, 2003; 
· Have not been awarded any contracts since January 1, 2003; 
· Have not bid on any solicitations since January 1, 2003; 
· Are not an employee vendor record; AND
· Are not a Medicaid vendor record.
These criteria apply to every individual 11 character vendor record (9 digit base vendor number + 2 digit/character suffix).  In other words, for any 9 digit base vendor number, it will be possible for one suffix to meet the above criteria (and be placed on hold) and other suffixes to not meet the criteria (and remain active).
If you have any questions or concerns related to this, please contact the CRC.
[image: image10.png]q/\

‘,\& e

ARG

/\ﬁ
228 \/G}‘cf\




[image: image11.png]


Need A MARS Tutor?
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On request, the FAC’s Customer Resource Center can arrange for a staff member to provide individualized assistance to you and/or your co-workers at no cost to your agency.  If you need additional one-on-one training and would like to spend some time processing transactions under the guidance of a tutor, contact Kathy Hutcherson at 502-564-9641 ext. 113.
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Beginning Steps in MRDB and                         MS Access

Would you like to know how to obtain MRDB data and information more expediently?

Maybe you would like to know how to write a report that meets your needs better than an existing Seagate report?

Or, how would you like to learn how to perform ad hoc queries to meet specific and/or non-recurring needs? 

If you answered "yes" to any of the above questions, we invite you to attend this class. 
You will learn how to:
· Access the MRDB through Microsoft Access

· Link MRDB tables

· Select appropriate query criteria

· Write a query

· Interpret data results

· Write a report in MS Access and export data to MS Excel

· Customize a report

· MRDB - Tips, secrets and more.

Audience who should attend:
Employees performing the following roles:

·  Creating reports

· Interrogating the MRDB

· Finding transactions  

· Looking for check receipts or vouchers

· Verifying cash amounts

Prerequisite(s): 

· Oracle/MRDB ID and password              (Cont. at the top of the next column)
(Your Oracle User Id and RACF User ID are the same.)

· Basic knowledge of MARS tables

· Basic knowledge of Access and Excel
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Class Duration:           1   Day

Staying in Touch with MARS


The Finance and Administration Cabinet stays in touch with MARS users through the MARS and Beyond newsletter that is distributed by each agency’s MARS Communication Lead.  A list of Agency Communication Leads, as well as other MARS Team Leads, is posted on the web at:

http://mars.ky.gov/AgencyListing.xls
If you are aware of users within your agency who do not currently receive the MARS and Beyond newsletters, please contact your agency’s Communication Lead and ask that the user be included in the MARS and Beyond newsletter e-mail distribution list. In addition, when names change on the Agency Contact List within your agency; please contact the CRC so that the appropriate updates can be made.




Vendor Registration Contact   Changes in the Office of the Controller

Effective Oct. 18, 2004, Melissa Hopper ceased being the contact for vendor registration.  In the future, please route PD vendor request documents and any inquiries to the new contact, Ashley Mitchell, in the Office of the Controller.

MARS Training Schedule

                 January-March 2005

	Start Date
	End Date
	Class Name
	Location

	01/11/05
	01/11/05
	Seagate Info Reporting
	Capitol Annex, Room 462

	01/13/05
	01/13/05
	Intro to MARS
	Capitol Annex, Room 462

	01/19/05
	01/19/05
	Purchasing 101
	Capitol Annex, Room 462

	01/20/05
	01/20/05
	Advantage Payment Processing
	Capitol Annex, Room 462

	01/25/05
	01/25/05
	Beginning Steps in MRDB & Access
	Capitol Annex, Room 462

	01/26/05
	01/26/05
	PD Payment Processing
	Capitol Annex, Room 462

	01/27/05
	01/27/05
	Fixed Assets
	Capitol Annex, Room 462

	Start Date
	End Date
	Class Name
	Location

	02/01/05
	02/01/05
	General Procurement
	Capitol Annex, Room 462

	02/03/05
	02/03/05
	General Accounting
	Capitol Annex, Room 462

	02/08/05
	02/08/05
	Revenue and Receivables
	Capitol Annex, Room 462

	02/10/05
	02/10/05
	Contracting
	Capitol Annex, Room 462

	02/15/05
	02/15/05
	Intro to Projects and Grants
	Capitol Annex, Room 462

	02/17/05
	02/17/05
	Intro to MARS
	Capitol Annex, Room 462

	02/22/05
	02/22/05
	Procard
	Capitol Annex, Room 462

	02/23/05
	02/23/05
	Traveling for the Commonwealth
	Capitol Annex, Room 462

	Start Date
	End Date
	Class Name
	Location

	03/02/05
	03/02/05
	Chart of Accts/ Budget & Cash Control
	Capitol Annex, Room 462

	03/15/05
	03/15/05
	Seagate Info Reporting
	Capitol Annex, Room 462

	03/16/05
	03/16/05
	Personal Service Contracting
	Capitol Annex, Room 462

	03/17/05
	03/17/05
	Intro to MARS
	Capitol Annex, Room 462

	03/22/05
	03/22/05
	PD MRDB Tables in MS Access
	Capitol Annex, Room 462

	03/24/05
	03/24/05
	Traveling for the Commonwealth
	Capitol Annex, Room 462

	03/29/05
	03/29/05
	Capital Projects
	Capitol Annex, Room 462


If you are interested in attending any of the above classes, please contact your Training Team Lead (TTL) or Kathy Hutcherson by Email at Kathy.Hutcherson@ky.gov or by Phone at 502-564-9641 Ext. 113) to register.  If you are unsure who your TTL is, please click on the Web Site below:
http://mars.ky.gov/2004MARSCatalog.doc




	Non-High Rate Travel
	Reimbursement Amounts

	Meal
	Meal-time Hours
	Not to exceed

	Breakfast
	6:30am - 9:00am
	$7.00

	Lunch
	11:00am - 2:00pm
	$8.00

	Dinner
	5:00pm - 9:00pm
	$15.00


Recent Changes to 
200 KAR 2:006 Regulation on Travel Expense and Reimbursement for State Employees

 Effective November 23, 2004, several changes occurred to the Travel Expense and Reimbursement Regulations for state employees.  Changes most impacting travelers include:

· Travel for a State officer or employee who is traveling to a bordering state, which does not require airfare or an overnight stay, shall be authorized in the same manner as travel in Kentucky.    
(Cont. at the top of the next column)
·  State officers and employees are eligible for Per Diem Reimbursement according to the levels stated in 200 KAR 2:006 Section 7 (d) and (e).  They are as below:
Reimbursement for non-high rate areas:

Reimbursement for high rate areas:

	High-Rate Travel
	Reimbursement Amounts

	Meal
	Meal-time Hours
	Not to exceed

	Breakfast
	6:30am - 9:00am
	$8.00

	Lunch
	11:00am - 2:00pm
	$9.00

	Dinner
	5:00pm - 9:00pm
	$19.00


· Mileage reimbursement rates are established on a sliding scale according to the AAA Daily Fuel Gauge Report average retail fuel cost for Kentucky.
The current mileage reimbursement rate for January 1, 2005 through March 31, 2005 is $0.34 per mile. Prior quarter mileage reimbursement rates are listed on the Office of the Controller’s web site at: 
http://finance.ky.gov/internal/travel/.
· Travelers shall be reimbursed for actual and necessary expenses for items over ten dollars upon submission of receipts (i.e., receipts may not be required for those items less than ten dollars if they are determined to be necessary expenses of official travel).
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�			A New Look for 


			  Web sites!	


The Finance and Administration Cabinet web site has a new look and may be found at:


� HYPERLINK "http://finance.ky.gov/default" ��http://finance.ky.gov/default�


This website incorporates all the departments within the newly reorganized Cabinet, including the Department of Revenue and the Commonwealth Office of Technology.





The MARS Website may now be found at:


� HYPERLINK "http://finance.ky.gov/internal/mars/" �finance.ky.gov/internal/mars/�


Please change your favorites, bookmarks and links to our new address.


(Click on the links above to check them out!)
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