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Contact Us
Staff Senate
Department 3413
1000 E. University Ave.
Laramie, WY 82071

Room 320, Merica Hall
Phone: (307) 766-5300
E-mail: staffsen@uwyo.edu 
Web:  uwyo.edu/staffsenate

8/1 Meeting Agenda 
I.  Roll call  
II.  Approve June minutes
III.  Approve August agenda
IV.  Guests
IV.  Administration reports

A. Div. of Admin.
B. Human Resources
C. Academic Affairs

V.  Officer Reports
VI. Old Business
VII. New Business 
VIII. Liaison Reports
IX. Committee Reports
X. Open forum

Dates to Remember
June 29
Planetarium Show-Future Skies

July 4 
Freedom Has  A Birthday

July 10 
Wyoming Statehood Day

July 7-15
Jubilee Days

Staff Senate Campus Liaisons
UW Staff Senate provides liaisons to a number of campus boards, committees, 
and task forces. If you have questions for any of the boards, committees, or 
task forces listed below, feel free to contact the representative listed below, 
or email us at staffsen@uwyo.edu. UW Staff Senate will update this list as 
necessary.

Advisory Council on Diversity, 
Equity and Inclusion
Xavier Gonzales, Preventive 
Maintenance
xgonzale@uwyo.edu 

Athletics Planning Committee
Cathy Moen, Office of Distance 
Education Support
cmoen@uwyo.edu 

No More Committee
Renee Ballard, Residence Life & 
Dining Services
renee.ballard@uwyo.edu 

Public Art Committee
Susan Schulz, UW Libraries
sschulz7@uwyo.edu 

Student Media Board
Kathy Kirkaldie, Depts. of Theatre 
& Dance and Music
kirisk@uwyo.edu 

Traffic Appeals Committee
Kristen Smoot, Information 
Technology
kksmoot@uwyo.edu 

UW Engagement Task Force
David Keto, UW Extension
dketo@uwyo.edu 

UW Facilities Council
Jason Gonzales, Information 
Technology
alfonso@uwyo.edu 

UW Parking and Transportation 
Study Team
Jennifer McKenna, Veterinary 
Science
jspellma@uwyo.edu 

Wyoming Union Visioning Team
Kristin Blevins
Transit & Parking
KBLEVINS@uwyo.edu 
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Points To Ponder: Process in Place to Request 
Funds From General Reserves
On May 31, President Nichols sent out the following  
campuswide communique on the process to request funds 
from old accounts that were consolidated last summer and 
placed in central reserve accounts under the new WyoCloud 
system. 
Process in Place to Request Funds from Central Reserves
To: UW community
At the Board of Trustees Budget Committee meeting earlier this 
week, a discussion took place about clarifying and communicat-
ing the process to request funds from old accounts which were 
consolidated last summer and placed in central reserve accounts 
under the new WyoCloud system. A process to request these funds 
was developed in October 2018. At that time, the process was 
communicated to campus via vice presidents, deans, directors and 
other unit leaders.
In the event you did not receive this information, please consult 
the process here, which calls for the request to be made in writing 
and circulated for approval through one’s immediate supervisor, 
dean/director and vice president. Once these approvals have been 
secured, the budget and institutional planning office will review 
the request and provide me with all relevant financial informa-
tion associated with the request, which will assist me in my deci-
sion to approve or deny the request. If I approve, the request will 
be presented to the trustees’ Budget Committee for review, and 
upon the committee’s recommendation, the full Board of Trustees 
will take final action.
Over the course of the past six-plus months, we have placed nu-
merous requests on the trustees’ agenda and, in total, nearly $50 
million has been returned to appropriate units, funded strategic 
projects and initiatives or earmarked for future use. In all cases, 
the request was made with an immediate or near-term need for 
the funds and a strong justification for the return of funds. Please 
work with your supervisor if you need to make such a request.
You are welcome to direct questions to or seek clarification from 
the Budget and Institutional Planning Office at budgetoffice@
uwyo.edu.
Sincerely,  Laurie Nichols, President
Issues surrounding this process were also discussed during 
the June Staff Senate full meeting. Thus, we present here. 
in its entirety. the outline of the Standard Administrative 
Procedure (SAP) (link include the Memo Template) that 
should be followed to request the use of resources held in the 
University reserves during a fiscal year (i.e., outside of the 
annual budget process). 
This SAP applies to both funds that were swept in June 2017, 
as well as to new requests.
Procedures:  If a University Division or College seeks to access 
any of the Reserve Accounts, the Division/College must 
complete the following steps:
1. Determine whether the request is within the Division’s/

College’s current fiscal year operating budget.  If not (or if 
only a portion), then; 

2. Determine whether there is any flexibility within the 
Division’s/College’s current fiscal year operating budget 
to cover the request.  If not (or if only a portion), then; 

3. Determine whether there any funds managed by the 
UW Foundation that could be used.  If not (or if only a 

portion), then: 
4. Determine whether there are any funds in the Division’s/

College’s reserve account that could be used. If not (or if 
only a portion), then: 

5. With approval of the Division’s/College’s Vice President 
or Provost, request access to a University/Central reserve 
account.  This request must be made in writing to the 
President of the University and carbon copy (C.C.) the 
Budget and Institutional Planning Office and must 
contain the following:
•	 Description of the project, including detailed costs, 

and timing; 
•	 Strategic priority of the project; 
•	 Documentation that steps 1-4 were followed; and
•	 Breakdown of proposed project funding and total 

University Reserve funding request 
•	 If the request is for funding from the (a) General 

Unrestricted Operating Reserve, (b) Capital 
Construction Reserve, and/or (c) a loan to bridge 
funding while philanthropy pledges are received/
collected, the request must include details on when 
and how the Division/College will repay the funds.

•	 See the attached Memo Template that should be used 
for these requests and illustrative example for the 
Veteran’s Center Renovation 

If the President approves, the request will be presented to the 
Budget Committee of the Board of Trustees.  The Budget 
Committee will discuss the request and recommend full 
Board of Trustees action, if appropriate.  
NOTE: Regardless of the funding source of the project, if the 
total cost is over $100,000, the project will need the approval 
of the President and the Board of Trustees.  
For questions about reserves and/or executing this process, 
please work with the Budget and Institutional Planning 
Office.

Ask A Question: Long Range Development Plan
Question: “A community member informed me that the 
university’s campus development plan calls for replacing any 
parking that is removed for construction projects with the 
same amount of parking spaces somewhere else on campus. 
He says that this has not happened for the past two years, and 
this makes parking in his neighborhood more crowded. Who 
monitors the development plan and makes sure we’re follow-
ing our own rules?”
Answer:  The Long Range Development Plan (LRDP) 
that was developed in 2008 is still in effect and can be found 
at this link.  The Planning and Construction unit in UW 
Operations is responsible for ensuring the intent of the plan 
is followed, to the extent possible.  The newly-formed UW 
Facilities Council, subject to the approval of the Planning and 
Policy sub-council, will be updated as regards to the planning 
of projects, and this update will include how the planning of 
a project meets the intent of the LRDP. 
The Standard Administrative Policy governing the Facilities 
Council is still in the revisions process. Once the Policy is 
finalized, Staff Senate will post a link to the document on 
our website. The current Staff Senate representative on the 
Facilities Council is Senator Jason Gonzales. If you have 
questions or concerns, you can contact Jason at Alfonso@
uwyo.edu. 
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Did You Know? UW Staff ListServ and FLSA
Uw Staff ListServ
The UW staff listserv is maintained by Staff Senate for the 
purposes of sharing information of interest to staff and 
other employees or community members. Anyone with a 
UW email address can subscribe to the listserv by following 
the instructions listed here and using uwstaff-l in place of 
list-name. The staff listserv is a moderated list, and entities 
outside of UW are not allowed to use the listserv for 
commercial purposes at this time. To post to the listserv, 
simply send an email to uwstaff-l@uwyo.edu.    

fLSa 80th anniversary
Happy Birthday to the Fair Labor Standards Act! (FLSA) 
The FLSA establishes rules for minimum pay, length of 
the workweek, and overtime pay.  If you’re a non-exempt 
worker, the guidelines in the FLSA apply to you. https://
www.dol.gov/whd/overtime_pay.htm

Staff Senate receives numerous questions about labor law and 
UW policy.  In this Policy Corner, we share resources and 
information with you that may be of help. For further questions 
or concerns, employees can contact Human Resources or browse 
the information available from the U.S. Department of Labor or 
Wyoming Workforce Services.

am I required to use my own vehicle for University business?

Question:  This month the parking lot on my end of 
campus will be removed. I am wondering if staff who work 
in buildings with no employee parking nearby will still be 
required to run errands for their departments. I have always 
used my own vehicle to do this, but with the increase of 
distance to parking, I don’t feel that this a reasonable request 
of employees anymore, especially during the winter months.
Answer: While some positions at UW require that the 
employee have a current driver’s license, it is extremely rare 
that an employee would be required to provide a vehicle 
for conducting University business. Any requirement of 
this type will be stated in your PDQ. For instructions on 
accessing your current PDQ, click here. While some staff 
members may be required to drive on University business, 
this does not mean that you are required to use your own 
vehicle unless explicitly stated in your PDQ.
When using a vehicle to conduct University business, staff 
members should be aware of the following:
1. Anyone driving any vehicle on University business must 

be a Qualified Driver. To become a Qualified Driver, 
employees will need to read the Official Vehicle Policy 
and submit a Motor Vehicle Request Form.

2. When driving on University business, employees always 
have the option of using a University vehicle, and the 
University encourages the use of a University vehicle for 
University business whenever possible.

3. If an employee is using their own vehicle for University 
business and is involved in an accident, the employee’s 
own insurance coverage is the primary coverage, and the 
employee will be required to cover the deductible. If a li-
ability claim resulting from the accident exceeds the em-
ployee’s insurance coverage, then the University’s policy 
will cover the balance. In contrast, if an employee is in-
volved in an accident while driving a University vehicle, 
the University’s insurance coverage is the primary cover-
age, and the employee’s department will be required to 
cover the deductible. 

UW staff members are well within their rights to decline to 
use their personal vehicle for University business unless it 
is a requirement in their PDQ. Where parking is an issue, 
departments are encouraged to use approved vendors that 
provide delivery of food and office supplies, or to make use 
of a University vehicle along with designated loading and 
unloading zones around campus.

Due to the Fourth of July holiday, the uw staff senate full meeting is on hiatus during July. 
Committees are still meeting, as well as the executive council.  Contact Staff Senate at staffsen@uwyo.edu.

https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=7508
mailto:uwstaff-l@uwyo.edu
https://www.dol.gov/whd/overtime_pay.htm
https://www.dol.gov/whd/overtime_pay.htm
https://www.uwyo.edu/hr/_files/docs/classification-compensation/classified-staff-access-to-pdq.pdf
http://www.uwyo.edu/auxserv/car-rental-services/official-vehicle-policy/ovp.pdf
https://mvr.uwyo.edu/psp/MVR/UWEXTERNAL/HRMS/c/UW_TRAINING_NON_EE.UWTR_HOME.GBL?mvr=y
mailto:staffsen@uwyo.edu

