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Welcome 
 

Marilyn Fowlé 
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Contract Management 
 

Steve Shelley       Barry Macha 
 



Contract Management 

When is a routing sheet necessary? 

 

For anything that obligates MSU by signature or 

requisition that is at or above the $5,000 value. 

 



Contract Management 
Who is required to sign the routing sheet? 
 

Contract Management will send the routing sheet around for 
signatures.  However, some areas have the contract and want to 
get it signed before they route to Contract Management.  If this is 
done, the following signatures are required : 
 

• Initiating Liaison 

• Departmental Head 

• Dean/Associate Vice President          

• Appropriate Vice President 

• If Information Technology related  -  IT Vice President (Dr. Clark) 

• If over $50,000 - Vice President of Business Affairs (Dr. Fowlé) 

• If contract is not on an MSU template  - General Counsel (Mr. Macha) 

• If over $100,000  - President (Dr. Rogers) 

• If you are unsure, send to Contract Management and let them do the 
routing. 
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Encumbrances 
 

Debbie Vaughn 
 



Encumbrances 
 

What is an encumbrance? 

• It is a separate amount of money set aside for an 
identified expense and not included in available 
balances. 

• In Banner it shows as “Commitments.” 

 

Why do we encumber? 

• Allows account managers to be sure how much is 
truly available to spend. 

• Avoids account shortages at year-end. 

• Allows for easier identification of savings. 

 

 



Encumbrances 
 

What all is encumbered? 
 

• Salaries 
• Benefit Eligible Faculty and Staff 
• Graduate Assistants 
• Adjuncts 

• Cell Phone Stipends 

• Longevity 

• Fringe Benefits 

• Purchase Requisitions 

• Travel Expense Amounts from RTA’s 

 



Examples: Admin Salaries = Salaries, Longevity   

  Fringe Benefits = Payroll Taxes, Cell Phone Stipends  

  M&O = Bulk Fuel, Xerox, Central Plant Materials 



Encumbrances 
 

 

 

 

How do the amounts get encumbered? 

 

• Salaries and Cell Phone Stipends – Done automatically 

through the Payroll system. 

 

• Fringe Benefits and Longevity – Manual process done in 

Budget Office. 

 

• Purchase Requisitions – Automatic when requisitions are 

submitted by user.  Will encumber even before complete! 

 

• Travel Amounts – Manual process done in Business 

Office based on Request for Travel Authorization (RTA). 



Encumbrances 
 

 

 

 

How do these amounts get released?  
 

When the expense hits your account, the encumbrance is 
released.  
 

• Salaries and Cell Phone Stipends – Done automatically 

when Payroll runs. 
 

• Fringe Benefits and Longevity – Manual process done in 

Budget Office after Payroll runs.  
 

• Purchase Requisitions – Automatic when invoices are paid 

in Business Office. 
 

• Travel Amounts – Manual process done in Business Office 

when Travel Voucher is received.  If travel is cancelled, 

email Terry Ortiz. 
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Updates  -  Kathy Rice 
 

Timesheets Issues: 

Holidays/Closed Days 

Approved Hours 
 

Paperless:  

Time Sheets  

PTFs 
 

 

Budget Worksheets going out 
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Tip of the Month 
 

  Doodle.com 
 

The nifty meeting scheduling tool!! 

 

Anna Daugherty 

 

http://doodle.com/?locale=en
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Open For  

Questions and Answers 
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Next meetings: 
 

 

March 27, 2014 – 10:00 AM 

April 24, 2014 – 10:00 AM 

 

Location to be determined  

 
 

 



Thank you! 


