Signature Authority and routing of forms
Employment/Termination:
1. AGNR Position Request Form (for every position)
Aly
2. Student Wage Exception Form
Aly
3. Employment Contracts, Renewals, Addendums (Hourly, Contingent I)
AEDs (for unit) or Aly for REC’s
4. Employment Contracts, Renewals, Addendums (Contingent II, Term)
CED/AED then to Aly
5. Employment Contracts, Renewals, Addendums (Term) completed in PTK contracts system
CED/AED then to Aly

6. Employment Agreements (tenure-track faculty)
AD/AD

7. Letters of Intent for TT faculty
AD/AD
8. Offer Letters for Staff
Aly or Hiring Official
9. Retirement Letters (tenure-track faculty, have specific retirement letter template) 
AD/AD
10. AGNR Separation Form (for NTT faculty & staff employees; prepared by Business Manager)
Aly
11. AGNR Separation Form for tenure-track faculty; prepared by Regional Business Manager
AD/AD
Grants:
12. Cost-Share Worksheet (prepared by Business Manager)
Aly
13. AANA Form (when necessary to request an KFS account number in advance)
Aly
14. 90-Day Memo (when transferring charges to grant that posted more than 90 days from date of voucher)
Grant PI

15. No Cost Extension (prepared by PI – grant related only)
AD

Procurement:

16. 90-Day Memo (non-grant related only)
Aly
17. PCard Application 
Aly
18. Reviewer Form (submitted with application and when a reviewer is added or changed)
Aly
19. Account Maintenance Form
Aly
20. Updater Access Form (submitted with application and when it needs to be changed)
Aly
21. PCard Maintenance Form (submitted when cardholder needs to change daily/monthly credit limit, change default KFS, or cancel card)
Aly
22. Travel Card Transaction Logs 
Assigned Reviewer (Supervisor/Business Manager)
23. General Stores/Office Max/Rudolph Purchase Authorization Form 
Aly
Travel: 
24. Diner’s Club Travel Card Agreement (submitted with application)
Aly
25. TCard Approving Authority (submitted with application and each time authorized approver is changed)
Aly
Others:
26. Conflict of Interest
AD/AD
27. Consultant Agreements 
Aly
28. Family & Medical Leave Form for faculty
AD/AD
29. Family & Medical Leave Form for staff (send to Dee Dee)
Aly
30. KFS Access Form (when initial access is requested or add’l account access is needed)
n/a
31. Inventory Control Loan Form (when people want to take computers home – doesn’t happen often)
CED/AED or AD
32. Purchasing Request Form (helps with inventory/tracking sensitive equipment purchases)
AED (for county) and Aly or Business Manager (for RECs)
33. Overload Payments 
AD/AD
34. Resource Request Form (for research/demonstrations at MAES facilities)
Program Leaders
35. Sabbatical Leave Request Form (electronic process now)
AD/AD
36. Requesting Copy Program Billing Management & Web Access Form
Aly
37. UM Data Warehouse Account Request Form
AD/AD
38. Application for Employee Advance
AD/AD
39. Workman’s Compensation (send to Dee Dee after complete)
CED/AED
Electronic Routing Department Head Approval/Routing: 
1. Effort Reports for former employees 
Aly
2. PCard Reviewer for AEDs & Regional Specialists
Business Manager or Assigned Reviewer
3. Travel Forms Approver 
assigned approver
4. Tuition Remission (electronic process now)
Route to Business Manager for review; and then routed to Aly
5. Procurement Forms for county/city units (via KFS)
Business Manager
6. Master Contract Procurement Forms (via KFS)
assigned Fiscal Officer
7. e-Terp Hiring Official for tenure-track positions for county/city/RECs
Aly
8. eTerp Hiring Official for PTK position for county/city offices
respective AED/BCED serve has Hiring Official
9. eTerp Hiring Official for Staff position for county/city offices
respective AED/BCED serve has Hiring Official
Who Handles What? 

Rhonda - provides fiscal field support for the county offices and Baltimore City, as well as provides fiscal support to the REC’s. 

· Support the AED’s and local Administrative staff with in managing the county, state and federal accounts.   Monthly monitoring of said accounts.
· Support county budget preparation processes, including the review of MES 8 process.
· Review and track salaries, prepare budget adjustments, turnover expectancy rates.
· Review and manage grant salary savings for field faculty for grants under $50,000.  
· Reviews and assists with requisitions, transfer of funds, and transactions within the KFS system for the counties.
· Approve purchase orders, vouchers in the KFS system.
· Review vendor contracts and purchases.
· Review of Tuition Remission
· Oversee the Effort Reporting Process for UME employees.
Stephanie - provides hiring related, contract and employment support for the 23 county offices, Baltimore City and the REC’s as well.

· eTerp workflow management
· Initial employment processes (contracts, payroll, and benefits processes)
· Assist with Human Resources issues (payroll, timesheets and benefits)
· Contract renewal (preparation and tracking)
· Separation documents (retirements and resignations)
· Use or Lose reports
· Provides support for all UME employees (faculty and staff, permanent and temporary employees) 

David – provides financial and administrative support to the Associate Dean & Associate Director, the Assistant Director of Operations, the Assistant Director of Evaluation and Assessment as well as the program leaders in AG, ENR and FCS
· Oversight of UME financial accounts: state, federal capacity, revolving and foundation accounts
· KFS account support and reconciliation.
· Budget projections and forecasting (quarterly meetings with AD/AD and assistant directors). 
· Budget projections and forecasting (quarterly meetings with Aly, Rhonda and the AEDs/BCED). 
· TES, TAR p-card support and reconciliation.
· Procurement, purchasing and requisitions.
· Contracts and MOU processes.
· Vendor payments and honorariums.
· Preparation of budgets for BPM system.
· Develop and conduct trainings for standardization of operating procedures.
Teri – provides financial and administrative support to the faculty and staff in the Sea Grant program
· KFS account support and reconciliation
· Personnel Management
· Grant Management, including salary savings for Sea Grant and anything over $50,000 for grants other than Sea Grant.
· TES, TAR and professional development funds

· Provides fiscal support (budgeting and account reconciliation) for pre- and post- award processes for UME faculty members. 

Dee Dee - provides the following support for our faculty

· Promotion and Tenure  Process (Data Management, Meeting & Admin Support)
· Promotion Process for PTK (Data Management, Meeting & Admin Support)
· Faculty Trainings (Data Management, Meeting & Admin Support)
· Individual Extension Plans (Data Management, Admin Support)
· CV’s (Data Management, Admin Support)
· Teaching Effectiveness (Data Management, Admin Support)
· UMERs Data System for Educational Contacts (Data Management, Admin Support)
· Annual Faculty Reviews  (Data Management, Admin Support)
· CITI Training (Data Management, Admin Support)
· Maintain database – faculty data
· Use or Lose Leave Reports
· Travel Forms Access
· FML and Parental Leave Paperwork

Support for our staff: 

· Administrative Staff and AED trainings (Data Management, Meeting and Admin Support) 
· PRD Process (Data Management)
· Maintain database – staff data
· Travel Forms Access
· FML and Parental Leave Paperwork

Taylor – works with Rhonda and Aly in support of fiscal field operations.
· Review of TAR, TES, for Operations team, regional IT staff and Area/City Extension Directors.
· Responsible for travel arrangements for faculty candidates.
· Review of purchase cards for Operations team, regional IT staff and Area/City Extension Directors.
· Review of travel cards for Operations team.
· Provide administrative support to UME faculty stationed at WREC.
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