
COE STAFF MEETING 
March 27, 2006 

 
 
Sheila Myers discussed year-end deadlines and passed out information concerning the 
COE deadlines for various transactions. 
 
June Smith has processed budget amendments for funds transferred to departments for 
critical needs.  June also discussed the bulk order to Dell that Troy is preparing.   She 
reminded that for this order all specifications must be exactly the same.  Attached is a 
PDF file that gives the description of the computer being ordered with this bulk order. 
 
Teresa Melton discussed the new PAR justification requirements that are required when 
making changes for preceding months.  The Accounting department is getting strict about 
this new procedure. 
 
June Smith gave an update on the training for the new Accounts Payable system.  
Information concerning this training was passed out.   Andy Garber highlighted some of 
the information.   The new web-based check request system looks very easy to use. He 
discussed the new travel guidelines and how the policy for reimbursement within 60 days 
of the travel is going to be strictly enforced.  June Smith advised that consulting 
agreements in effect at year-end will go into liability.  She discussed the need to attach 
receipts for reimbursements made to candidates for travel for everything except mileage 
and meals.  Otherwise, it will not be treated as a reimbursable expense.   She advised 
close attention needs to be given when paying with honoraria.  If someone is providing a 
service and working in your office, they are considered an employee.  For check requests, 
it is only required to furnish the last 4 digits of an employee’s social security number.  
For non-employees, the entire social security number is needed.   
 
June Smith discussed the training attended concerning UGA deadlines and the 
requirements of the Accounting department to submit various reports which requires the 
deadlines. 
 
Lisa Vander Kooi discussed the quarterly report and the importance it has at this time of 
year.  All departments were asked to closely review each account and verify the amount 
shown as budgeted for O&E, Travel, and Equipment is correct on each spreadsheet.  
Special attention needs to be given to each transaction on all spreadsheets that has not yet 
cleared to make sure that each one is an appropriate entry.    Also, obligated amounts for 
copier agreements, etc. need to be verified and adjusted to the appropriate amount, this 
includes travel entries. PLEASE HAVE YOUR ACCOUNTS BALANCED PRIOR TO 
GOING TO SACUBO. 
 
Ann Seagraves discussed the inventory deadline of June 30 and advised that scanning 
needs to begin now. 
 



Bill Stauff discussed the Penthouse and the need to begin cleaning and purging files not 
needed.  He asked everyone to begin organizing the boxes and getting rid of the 
information not required.   
 
Lisa Vander Kooi discussed the GV spreadsheets.  The format of the spreadsheets has 
been changed to show the COE Program Support amount coming directly off the revenue 
instead of as an expense.  June Smith and Lisa have posted the final adjustments based 
upon actual Spring tuition return amounts and floats, etc. to the spreadsheets.   The 
amounts shown as budgeted and expended in Personnel, Travel, and O&E are final.  
Please review and contact Lisa or June if you have any questions. 
 
Jeanine Meeler asked the when submitting travel expenses statements to use the new 
travel expense form.   Jeanine advised that she will be out of the office from Thursday, 
March 30 through April 12, and that anything being processed needs to be to her before 
Wednesday, March 29.  
 
Freita Strickland will be organizing a meeting for all that plan on attending the SACUBO 
meeting.  She will be contacting everyone to set up a meeting to coordinate plans. 
 
Shea Ray advised that it is her understanding that the Physical Plant will not be handling 
any jobs over $2,000 for this fiscal year.  
 
Shea Ray advised that the staff awards will be held April 14 from 2:00 to 4:00 at 
Flinchum’s Phoenix.  Departments should be making arrangements now to have the 
telephones covered for their departments during this time. 
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 View Options:  View Order Summary  View Order Details 

Sub Total Price*: $1,845.10

Description Quantity Unit Price Item Total
 1 OptiPlex GX620 MT with Int Broadcom® GbNIC Intel®

Pentium® 4 Processor 660 with HT (3.6GHz, 2M, 800MHz
FSB)

$1,845.10 $1,845.10

  Reconfigure  Remove  Update  

Date: Monday, March 27, 2006 7:43:43 AM CST
Catalog Number: 25 RC964420
OptiPlex GX620 MT with Int Broadcom®
GbNIC:

Intel® Pentium® 4 Processor 660 with HT (3.6GHz, 2M, 800MHz
FSB)
636T2 - [ 221-8364 ]

Operating System(s): Genuine Windows® XP Professional, SP2, with Media
XPP2E - [ 420-4850 ]

File System: NTFS File System for all Operating Systems
NTFS - [ 420-3699 ]

Memory: 1.5GB DDR2 Non-ECC SDRAM,533MHz, (4DIMM)
15G2N54 - [ 311-5032 ]

Keyboards: Dell USB Enhanced Multimedia Keyboard
USBM - [ 310-6611 ]

Monitors: Dell 20 inch UltraSharp™ 2001FP Flat Panel, Adjustable Stand,
VGA/DVI
2001FP - [ 320-1577 ]

Video Card: PCIe 256MB ATI Radeon X600, Dual Monitor DVI or VGA, full height
256DVI - [ 320-4394 ]

Boot Hard Drives: 250GB SATA 3.0b/s and 8MB DataBurst Cache™
250S2 - [ 341-2249 ]

Floppy: 1.44MB 3.5 Inch Floppy Drive
FD - [ 341-2266 ]

Mouse: Dell USB 2-Button Optical Mouse with Scroll
USBO - [ 310-6609 ]

Lead Free Motherboard: RoHS Compliant Lead Free Chassis and Motherboard
ROHS - [ 341-2663 ]

Removable Media Storage Devices: 16X DVD+/-RWand48X CD-ROMwSonic™ andCyberlinkPower
DVD™, no Media
DRM16CN - [ 313-3622 ]

Audio Solutions: Integrated AC97 Audio
INTSND - [ 313-8170 ]

Speakers: Dell™ AS501 Sound Bar, for all UltraSharp™ Flat Panel displays
AS501 - [ 313-3434 ]

Resource CD: No Resource CD
NORCD - [ 313-3673 ]

Energy Star Setting: Energy Star Enable
ES - [ 310-4721 ]

Systems Management: OpenManage Client Instrumentation
OMCI - [ 420-4296 ]

Hardware Support Services: 3 Year Economy Plan (Next Business Day onsite support only)
PUBB3YR - [ 900-6630 ] [ 960-2402 ] [ 983-2207 ] [ 983-2217 ] [ 983-6647 ]

Installation Support Services: No Onsite System Setup
NOINSTL - [ 900-9987 ]

Mouse Pad: Mouse Pad
MPAD - [ 310-3559 ]

     add item to your E-quote

 E-quote Sub Total: $1,845.10
Estimated Shipping: Not Calculated

Buy Online or Call 1-800-388-8239 
USA 
University of Georgia
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Estimated Tax: $0.00
State Environmental Fee: $0.00

E-quote Total*: Not Calculated
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Saved By Troy Bassett(tbassett@uga.edu) 
Saved On 3/14/2006 
Expires On 5/13/2006 
Phone Number () 
Description COE 
Notes / Comments
College Name College of Education
Purchasing Agent's Name
Notes / Comments
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For shipments of certain products to California, state environmental fee of up to $10 per item will be added at order 
invoice. For shipments of certain items to Alberta, Canada, a provincial environmental fee will be applied to your 
invoice. Pricing, specifications, availability, and terms of offers may change without notice and DO NOT INCLUDE 
APPLICABLE SHIPPING AND/OR HANDLING CHARGES, TAXES, OR RESTOCKING CHARGES. Please note
that Dell cannot be responsible for typographical or other errors, and reserves the right to modify or cancel any 
orders resulting from such errors. Refer to your invoice for final information regarding order detail, including tax & 
shipping amounts. Offers not necessarily combinable. Prices have been rounded to the nearest dollar for online
display. All sales are subject to Dell's Terms and Conditions of Sale located at www.dell.com unless you have a 
separate written agreement with Dell.

Picture is for illustrative purposes only. Price may increase or decrease depending on options selected.

Please note that this Microsoft software product may use technological measures for copy protection. In such event, 
you will not be able to use the product if you do not comply with the product activation or reactivation procedures, 
which may be completed by Internet or telephone (toll charges may apply).
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