
As the UALR campus works 
to expand in the wake 
of tremendous growth, 
the Property Accounting 
team wants to help track 
equipment and has 
developed an inventory 
process to help successfully 
do so.

The annual schedule for 
inventory has been sent out 
to department managers and 
their designated inventory 
managers.  The inventory 
process paints an accurate 
picture of what equipment a 
department has and where 
it is located within a building.    
Before moving to a different 
area, Property Accounting 
gives reports to that 
department, which shows 
the equipment by room. 
The department can then 
compare the report to blue 
prints and list where they 
intend for their equipment 
to be located at after the 

move.   Property Accounting 
will update location code 
changes based on how these 
reports are filled out.  

“We feel this process will help 
better keep track of your 
equipment during the move 
and make inventory easier 
the next time,” said Mark 
Hubbell, Associate Director of 
General Accounting. 
For a complete list of 
procedures and valuable 
information regarding 

the inventory process, 
go to  http://ualr.edu/
generalaccounting/index.php/
home/inventory/.

As always, please work to 
conduct inventory during 
your allotted time and contact 
Emily Gentle at ergentle@
ualr.edu immediately if you 
are unable to work in that 
scheduled time or if you have 
questions about inventory.
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Registration confirmation showing clear signs of success
On the heels of the successful 
launch of the new registra-
tion confirmation process, 
statistics generated so far 
provide a clear indication 
that this additional step is 
reducing  the number of 
students who are placed with 
a collection agency as well as 
reducing account receivables 
for UALR. 

In fall 2010, Registration 
Confirmation was imple-
mented for the first time.  
Students were required to 
confirm their registration 
without payment require-

ments. In the Spring 2011 
term, the second phase of 
the confirmation process 
was unfolded. Not only were 
students required to confirm 
their registration, but pay-
ment requirements had to be 
satisfied. UALR is now in the 
third full semester of registra-
tion confirmation requiring 
payment.

With enrollment rates being 
comparable to those of the 
previous year, the Spring 
2011 term showed a 49 
percent reduction in the 

dollar amount sent to collec-
tion agencies from those in 
Spring 2010 for a difference 
of $384,039.88. The summer 
had a 55 percent reduction 
from the previous year. 
Spring term late fee assess-
ments were slashed by more 
than half, saving students 
$146,750.00 more overall 
than late fees assessed in 
2010. 

Although data is not yet 
available for the current fall 
term, the amount of students 
still owing a balance is 

forecasted to be considerably 
lower than last fall.

One of the most important 
elements in making registra-
tion confirmation a success 
has been the communication 
between departments. Input 
from around the campus has 
helped the Bursar’s Office 
improve areas to strengthen 
the process. 

All suggestions and com-
ments are taken into consid-
eration and evaluated based 
on the long term goal of the 
Registration Confirmation.

ANNOUNCEMENTS: 

• Please update your current 
address in “BOSS” or contact 
Human Resources to change 
your address before the end 
of the year.  W-2s will be 
mailed to the most current 
address on file.

• The University will be closed 
for the Christmas Holidays/
Winter Break at 5:00 pm 
on December 19 and will 
reopen on January 3, 
2012.  See Page 4 for leave 
information.
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Enterprise car rental contract now mandatory 
In July, the Department of Finance 
and Administration Office of State 
Procurement announced a new manda-
tory contract for car rentals. 

When renting a vehicle, the mandatory 
Enterprise car rental contract must be 
utilized unless a documented exception 
is noted.  An acceptable justification 
for an exception includes the type/
size of vehicle not being available or an 
Enterprise/National location not being 
available at the destination for the rental. 
UALR Enterprise car rental reservations 
are to be made using the following 
website: 
http://www.enterprise.com/car_rental/
deeplinkmap.do?bid=028&refId=UNIARLR.

The Enterprise Billing number is XZ51R13 
if you do not have a CTS Ghost Account.
Please contact Robin Lancaster or 
LaVonne Colwell at 569-3144 to get your 
Enterprise Billing number if you have a 
CTS Ghost Account.
The UALR PIN number is:  UAL
UALR Sponsored cards will use XZ51R13 

as the billing number.

Vehicle Rental Info is as follows: 
• Insurance is included in rates shown.  

No deductible.  (See contract 
for details concerning non-state 
employees.) 

• Mileage is unlimited, not to exceed 
2,500 miles in 30 days. 

• Rentals cannot exceed 30 days. 

The Enterprise car rental contract can 
be used for personal use as well.  The 
Enterprise Billing number is NA51D29 
for personal use; however, the individual 
using it for personal use has to have 
their own insurance (you must use your 
insurance or purchase insurance from 
Enterprise). If you have problems or 
questions regarding your CTS account 
when making your reservations, 
please contact Shandy Russell at 
shandy.l.russell@ehi.com or Camie Powell 
at camie.a.powell@ehi.com. Arkansas 
Enterprise locations can be found at: 
http://www.dfa.arkansas.gov/travel/
Documents/enterpriseLocations.pdf.

One way to make inventory easier for  a 
department is to transfer the equipment 
that still works but is no longer useful in 
your area.  If the equipment is in great 
working order, you can see if anyone else 
on campus would like your equipment.  
Consider posting on the STAFFOCUS 
or FACFOCUS listservs to see if another 
department could use the equipment.  
Just remember to submit an On-Campus 
Property Reassignment form signed by 
both departments.

When replacing computer lab equip-
ment, keep in mind that old equipment 
can be donated to elementary schools 
or other state agencies. To do so, the 
department must first contact Property 
Accounting prior to transferring the 
property.  Property Accounting will 
have to get authorization from the State 
before the transfer is made.

To dispose of equipment that is no 
longer wanted, a Marketing and 
Redistribution (M&R) form will need 

to be completed.  The form should be 
sent to the property accountant who 
will verify the property and approve the 
reassignment. Then, the property ac-
countant will send the form to Facilities 
Management for them to collect the 
property. Once the items have been col-
lected on campus, Facilities Management 
personnel responsible for picking up the 
property will sign the form accepting 
responsibility for it.

No disposal of UALR property is permit-
ted without going through this M&R 
process. We are not allowed to dispose of 
ANY property without prior permission 
from the State Office of Procurement - 
Marketing & Redistribution Division. This 
procedure is required by Marketing & 
Redistribution Rules and Regulations as 
found in Arkansas Code 19-11-242, Sec. 
(c).  

These forms can be found here:
http://ualr.edu/generalaccounting/index.
php/home/forms/.

Inventory process - continued from Page 1

When auditing travel reimbursements, 
UALR must audit the amounts charged 
for hotel rooms. Even if your hotel 
room was paid for by a Travel Card, 
the receipt has to be included with 
your TR-1 submission. The amount is 
checked against the maximum allowed 
by the State. If it exceeds that, the 
travel accountant will go to the Travel 
Authorization document to look for 
the pre-approval and justification for 
exceeding that amount.

Justifications are occasionally reviewed 
by Legislative Audit. If there is only a 
signature approving the hotel rate, that 
would be unacceptable to an auditor. 
When signing the approval for the 
rate to exceed the amount allowed by 
the State, also provide a justification.  
“Conference Hotel” would be 
acceptable. “Other hotels in area were 
booked up”  would also be acceptable. 
As long as some justification is 
provided.

Justifications 
required for hotel 
rate exceptions

Monitor work-study 
award hours
Federal work-study awards are a form 
of financial aid which provides jobs for 
students who need help paying their 
educational expenses.  Each student 
that is awarded work-study is offered a 
dollar amount based on their financial 
need. 

If that need changes during the 
semester, the Office of Financial Aid 
may adjust the student’s work-study 
award. For this reason, departments, as 
well as students, should monitor their 
BOSS account for changes throughout 
the student’s employment. The Federal 
Work-Study Program will only pay up to 
the student’s award amount. 

If the department wants the student to 
continue working beyond the work-
study award amount, they may hire 
the student as an hourly employee and 
submit a new EPAF for this transition. 
In the event that the student exceeds 
their financial aid award amount, the 
department’s budget will be charged 
for the difference. 
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Bits & Pieces
Travel per diem rate increase in effect
Every October 1st the federal government 
changes their per diem amounts for 
meals and lodging. The State of Arkansas 
uses those amounts as a maximum to be 
reimbursed for meals and lodging.  The 
amount allowed in Pulaski county for a 
hotel, for example, has been changed from 
$88.00 to $86.00. Check the website link at 
www.ualr.edu/accountspayable.com before 
filling out your Travel Authorizations.

The P-Card posts a little differently
The P-Card posts a little differently. You may 
have noticed that your P-Card charges are 
posting a little differently. In the past the
charges were posted in summary per 
FOAPAL. Starting with the July statement, 
P-Card charges are posted individually. This
should help in reviewing and reconciling 
charges. Comments can be sent to Bruce 
Anderson (569-8617) or Ben Wilburn (569-
3290) in Accounts Payable.

Don’t delay invoice processing
The University needs to pay its bills in a 
timely manner. Timely manner means 30 
days or less. This is especially true during 
these slow economic times. You can help 
with the economy, reduce vendor phone 
calls, and help prevent logjams. Don’t delay 
with receiving documents or invoices. 
As December approaches, start early on 
clearing your desk of invoice problems 
before the break so everyone can have a 
better Christmas.

Provide correct UALR address to vendors
To ensure that all incoming FedEx, UPS, 
DHL, or any other vendors correctly deliver 
packages and documents to the campus,  it 
is a good practice to communicate with the 
vendor or colleague so that they have the 
complete UALR delivery address.   

If the address the shipper has is incomplete, 
it will result in delays and possibly having 
the document or package returned to the 
sender.  This would result in significant 
surcharges to ship it again. The entire UALR 
delivery address should have the university 
name and street address, the specific build-
ing name and specific office number.
An example of a good delivery address for 
UALR would look like the sample address 
listed below:

Dr. John Doe                                                                                                                                              
University of Arkansas at Little Rock                                                                                                                                             
2801 South University 
Avenue / Stabler Hall Rm. 905                                                                                                                                    
Little Rock, AR 72204
Remember that the building name and spe-
cific room number are a part of the UALR 
delivery address.                                                                         

PERSONNEL NEWS: New faces welcomed
Several new employees were welcomed 
this summer and fall, filling vacated posi-
tions within Finance & Administration. 
They are Christopher Hickman, Tammie 
Lunnie, Shane Phillips, Amber Pruitt and 
Vanessa Whitman.

Christopher 
Hickman came 
on board in May 
as a Fiscal Support 
Analyst in Payroll.  
 
In his current 
position, he works 
extensively with 
Banner, Web Time 
Entry, Personnel 
Action Forms 
and Electronic 
Personnel Action 
Forms.  He also 
conducts training 
sessions for large 
groups and for 
individuals on the 
application of Web 
Time Entry. 

As a former 
employee of 
the Arkansas 
Department of 
Correction as a 
Unit Human Resource 
Manager, Christopher supervised a staff 
of three employees and was responsible 
for payroll, benefits, and staffing for the 
200 employees of the Tucker Unit.  He 
was selected as Supervisor of the Year for 
the Tucker Unit in 2008.

 Christopher has a BSBA in Management 
from the University of Arkansas. He 
and his wife, Fretonzia, reside in Little 
Rock and have two children: Anansa,11, 
and Christopher II, 3. Their third child 
is expected in March. He is an active 
member of Parkway Place Baptist Church 
and Kappa Alpha Psi.  He volunteers at 
EMOBA and enjoys spending time with 
his family, playing softball, playing golf 
and watching sports on TV.  

Tammie Lunnie joined the staff in 
Student Accounts as a Fiscal Support 
Specialist, transferring from Mail Services 
to her new position.

She studied Health Information and 
owned a janito-
rial contract labor 
company for twen-
ty years. Among 
her many duties, 
Tammie assists 
walk-in visitors, 
answers phones, 
processes bank-
ruptcy accounts, 
and responds to 
student emails.

 Tammie is a native 
of Beebe and 
enjoys garden-
ing, traveling and 
spending time 
with her family.

Shane Phillips 
is a new buyer in 
the Purchasing 
Department. He 
holds an associ-
ate’s degree from 
the University 
of Arkansas 
Community 

College in Batesville. 

Before coming to UALR, Shane was 
employed for five years with Arvest Bank.  
Shane resides in Benton and enjoys 
reading, television and music in his spare 
time.

Amber Pruitt joined UALR  in the 
position of Institutional Assistant 
in October, working in the Office of 
the Vice Chancellor for Finance and 
Administration. She comes to UALR from 
the Arkansas Department of Workforce 
Services, where she worked for the 
Temporary Assistance for Needy Families 
(TANF). 

NEW EMPLOYEES (from 
top, l-r) Christopher 
Hickman, Tammie 
Lunnie,  Shane Phillips, 
Amber Pruitt and 
Vanessa Whitman

Continued on page 4 ...
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During her time at DWS, Amber worked 
within both the TANF Policy and 
Contracts units. She also has experi-
ence in advertising and writing, includ-
ing three years as a staff writer and 
sports editor at the White River Journal 
in Des Arc.  Among her many duties at 
UALR, Amber will coordinate property 
insurance, maintain the Finance and 
Administration websites and edit the 
Dollars & Cents newsletter. 

Amber received her BA in Journalism 
from UALR in 2005. She is an active mem-
ber of New Life Church, the eStem Public
Charter School PTSA and is a consultant
for Rodan and Fields skin care. Amber 
resides in Little Rock with her 10-year-old 
daughter, Brianna, and enjoys music, TV, 
reading and movies. 

Vanessa Whitman joined the Accounts 
Payable team in September as an 
Accountant. 

Vanessa received her bachelor’s degree 
in Business Administration and will 
graduate from UALR’s MBA program in 
December. She has worked for the State 
of Arkansas for several years and was 
employed at UALR in the Department of 
International & Second Language Studies 
before starting her own business as co-
owner of J & V Trucking of Little Rock.  

She is active in her church as the 
President of the Young Women Christian 
Council Ministry, providing the oppor-
tunity for Vanessa to teach and mentor.  
She loves writing poetry, greeting cards 
and songs and is currently writing her 
first children’s book, which she hopes to 
get published in the near future.  Vanessa 
and her husband reside in Little Rock.

New Faces - continued from Page 3

Web Time Entry Upate
Since March 2011, UALR has kept time 
electronically with Web Time Entry.  There 
have been some unforeseen challenges with 
the process; however, the Payroll Staff and 
campus personnel have worked diligently 
together to resolve them.  The staff will 
continue to monitor and make adjustments 
to the process in order to optimize Web Time 
Entry and streamline timekeeping for UALR.  

One issue to be aware of is supervisor 
changes. Please notify the Payroll Office 
immediately when a supervisor change 
occurs.  A supervisor change can be moving 
employees from one supervisor to another 
or moving supervisors around within 
a department.  You must complete the 
Supervisor Change Form located on the 
Payroll Website under Web Time Entry and 
fax the form to the Payroll Office.  

Another important issue is when an  
employee moves to a different department/
time sheet organization.  The employee’s 
Web Time Entry time sheet organization 
must be changed by the Payroll Office in 
order for the employee to access their leave 
report and for their supervisor to approve 
leave. Also, when an approving supervisor 
terminates employment, the department 
must assign another supervisor or have 
a proxy set up to approve time for the 
employees in that time sheet organization.
For additional training in web time entry, 
please contact Christopher Hickman at 
569-8615.

1500 hours for hourly employees
Please review the numbers of hours worked 
by your hourly employee.  The maximum 
amount of hours of all accumulative job 
appointments for hourly employees (student 
workers, extra labor, work study) must not 
exceed 1500 hours per fiscal year. Please 
refer to the hourly employee section on the 
PAF or the state policy below.  

State Policy 6-63-314 extra help restrictions 
states– “No employee of an institution 
of higher education who is employed as 
extra help may be employed for a period of 
time to exceed 1500 hours per year.” If you 
need assistance in computing the numbers 
of hours, please call the Payroll Office at 
569-3136.

Monitor leave to avoid losing hours
Employees may risk forfeiting their vacation 
leave in excess of 240 hours and sick leave in 
excess of 960 hours if not used by December 
31. Employees will be automatically paid 
out hours for comp time earned in excess 

of 240 hours if not used before December 
31. Employees may also donate up to a 
maximum of 40 hours of annual and/or 
sick leave to the catastrophic leave bank.  
Supervisors and managers, please review the 
ARGOS leave reports for employees at risk 
and make the necessary arrangements for 
employee(s) to take leave accordingly. 

The University will be closed for the 
Christmas Holidays/Winter Break at 5:00 pm 
on December 19 and will reopen on January 
3, 2012.  Employees will be charged 40 
hours of annual leave on December 20  and  
December 27-30.  The employee must have 
the 40 hours of leave available in vacation or 
a combination of vacation and comp time as 
of  December 31 to prevent being docked on 
the December 31, 2011 paycheck.
Supervisors and managers, please review the 
ARGOS leave reports and remind employees 
to monitor their leave if they are at risk 
of being docked for the holidays that the 
University is closed.  For further information, 
please contact the Payroll Office at 569-3136. 

IRS-FICA rules for students  
In order to be in compliance with the IRS 
rules and regulations, student employees 
(undergraduate and graduate) who are 
enrolled less than half time will be subject 
to FICA withholdings (Social Security – 4.2 
percent; Medicare - 1.45 percent).

Half time for undergraduate students is six 
hours and for graduate students is five hours. 
Exceptions to the student FICA rules apply 
to hourly employees who have F-1 (student) 
and J-1 (practical training) visa status. If the 
hourly employee is not a student or enrolled 
in any classes, he or she is subject to FICA 
withholdings (Social Security and Medicare 
taxes).

What does this mean to the campus?  If  
hourly employees who are undergradu-
ate students enroll in less than 6 hours 
and graduate students enroll in less than 5 
hours, they will have to pay FICA and MQFE 
(Medicare) taxes.  The department is respon-
sible for paying 6.2% for FICA and 1.45% 
MQFE.  Also, the department will be subject 
to unemployment tax rate of .09% and 
worker’s compensation tax rate of .02% for 
FY12.  Departments are required to budget 
an additional 7.76% percent in fringes. 

For additional information, refer to the UALR 
Student Employee FICA Exemption Policy, or 
Internal Revenue Bulletin: 2005-2 - Section 7.  
Standards Applicable to Undergraduate and 
Graduate Students (www.irs.gov/irb/2005-
02_IRB/ar16.html#d0e4145).
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Dollars & Cents is a publication
of the UALR Finance o�  ces.

Comments, questions, or article 
suggestions are welcomed via email

to arpruitt@ualr.edu.


