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Welcome & Housekeeping ltems




1099 Processing

Shaun Loewenstein, Team Lead
Central Responsibilities




Terms/Definitions

SMART Agencies — Agencies for whom payments process through SMART

Non-SMART Agencies — Agencies from whom payment are made outside of SMART
Example: State Fair prizes paid at the State Fair

Reportable — The State does not withhold tax for 1099 purposes so a “reportable” supplier is
one whom tax will be applicable for that supplier

1099NEC — Non-Employee Compensation

1099MISC — Miscellaneous

1099INT — Interest Income




e
1099 Timeline Overview

Agency Deadlines
« January 10t
Deadline for all non-SMART submissions into Service Desk

« January 17t
Deadline for any corrections to 1099 reporting entries for all agencies

« April 151
Deadline for 1st Quarter non-SMART submissions into Service Desk

« July 15t
Deadline for 2" Quarter non-SMART submissions into Service Desk

* Qctober 15t
Deadline for 39 Quarter non-SMART submissions into Service Desk

« December 15th
Deadline for October and November non-SMART submissions into Service Desk




1099 Processing
Importance of proper 1099 reporting cannot be understated

1. Individuals and Businesses rely on correct 1099 reporting and processing for Federal Income
Tax reports

2. Each 1099 Type may have different taxes on the Federal Level

3. Central Responsibilities Team in OAR files all: 1099-S, 1099-INT, 1099-MISC, & 1099-NEC
forms

4. Improper/omitted 1099 reporting can result in fines/penalties from the IRS
(NOTE: OAR passes these fines on to the agencies who improperly report — agencies who
fail to provide full, accurate data may incur fines.)

5. Over-reporting results in fewer fines/penalties than under reporting — if in doubt: default to
report




N
1099 Type Classification

1099 Types are based on what the agency is paying for

In General:
Services — 2025N Box 1
Rents — 2020M Box 1
Royalties — 2025M Box 2
Other Fees — 2025M Box 3
Direct Medical Services — 2025M Box 6
Settlements — 2025M Box 10

Interest — 1099INT Box 1
Taxable Grants — 1099-G Box 6
Land Purchases — 1099-S Box 2

Please use the Withholding Guide on the SMART Web for questions as to what Account Codes
typically fall under what codes



https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fsmartweb.ks.gov%2Fmoduledocuments%2Fembed%2F2333%2F1099andwithholdingtrainingguide_JR__42387C6C453F0.doc&wdOrigin=BROWSELINK

Supplier-level 1099 information

Each supplier can be set to allow the 1099 reporting type that applies for the services provided
1099 Reporting by Supplier Entity Type

Non-Profits (Government entities, 501c3s, etc.)
* No 1099 reporting is ever applicable for entities that are active non-profits

Sole Proprietorships/Individuals/Partnerships/LLC-Ps
« 1099 reporting is always applicable for these entities (provided the entity is not a non-profit)

C-Corps/S-Corps/LLC-Ss/LLC-Cs
* Only report direct medical services (so only M-06 could be applicable here — but M-06 is only for direct medical services)

Agency Duty: When creating a new supplier or creating a new supplier, agency should always check and verify that the proper
1099 codes have been added

Important to reduce changes at the voucher level as Supplier information is pulled into every voucher




Supplier-level 1099 information cont...

The Type of 1099 that can be used on a voucher starts at the Supplier Record on
the Location tab
Accounts Payable - Suppliers - Add/Update Supplier

Summary Identifying Information Address Contacts Location Custom

SetlD SOKID
Supplier ID 0000123456 Short Supplier Name PEACHKIM-001 Supplier KIM PEACH

A supplier location is a default set of rules which define how you conduct business with a supplier.

Location |§| View All

Location 001 Default RTV Fees Attachments (0)

Description SYSTEM CHECK
Details Q| View Al

Effective Date  01/01/1901 Effective Status Active
. l Expand All l l Collapse All

Options Fayables Procurement Sales/Use Tax 1099
» Additional ID Numbers
» Comments & Attachments
» Internet Address
b VAT

l Expand All l l Collapse All

Save l Return to Search H Notify l Update/Display nclude History Corref




Supplier-level 1099 information cont...
Select the 1099 hyperlink to open the types

Withholding Supplier Information

SetlD  SOKID Location 001
Supplier ID 0000123456 Description SYSTEM CHECK
Short Supplier Name PEACH, KIM PEACHKIM-001
Supplier Name KIM PEACH

1099 Options

1099 Information

‘E| |E| View All
‘ Main Information ‘ Owverrides Remit

Entity Type Jurisdiction Juﬁzzlai::itnn Default Class Description 1089 Status Withhold Type Description

IRS 1099 FED 07 ggggg&zftfgf RPT Reporting Only

IRS 1099N FED 01 B 32 RPT Reporting Only

Compensation
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Supplier-level 1099 information cont...

Each location can have different types. Verify the type needed is available on the location number that
will be used.

If it is not available — enter a Kansas Service Desk ticket and attach a TM-21 with the supplier update
request.

Whichever type is selected as the default will be the one to load automatically on the voucher.

How can Agencies help?

Verify the correct 1099 types are available when a new supplier is created in SMART




Voucher-level 1099 Information

The 1099 amount is reported at the Accounting Line level. If a different type is needed for
different billed items, they must be split out on different Accounting lines.

Select the withholding link on the Invoice Information tab to select the correct type of 1099 and class for
each line. This may also be used to remove withholding on a line.

Invoice Information Payments Voucher Attributes
Business Unit SOKBU Invoice No Invoice Total Mon Merchandise Summary
Voucher ID NEXT Accounting Date | 04/26/2023 B Line Total 0.00 Sesgion Defaults
Voucher Style Regular Voucher “Pay Terms (00 Q 2] Due Now *Currency uso|q, Comments(0)
Invoice Date El Basis Date Type Inv Date Miscellaneous 7z nt_:achms_zn:s o
Invoice Received 5] Freight = Wlthhmdm? i
Template List
KIM PEACH Total Advanced Supplier Search
Supplier ID | 0000123456 &} Control Group &} Difference 0.00 Supplier Hierarchy
ShortMame |PEACHKIM-001 Q, Supplier 360
Location 001 Q.
"Address |1 Q Incomplete Voucher
Interfund Status
Setoff Status Mot Processed by Collections Mot Applicable

The link will not show on suppliers that are marked as non-reportable

K
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Agency Role in 1099 Process

SMART Agencies

1. Train/establish policies on checking vouchers

2. Timely review and submission of 1099 information

3. Review newly added suppliers against the provided W9 to ensure proper withholding

Non-SMART Agencies
1. Submit quarterly 1099 data into Kansas Service Desk
2. Prioritize 1099 data starting January 1

3. Prompt correspondence and response to Kansas Service Desk tickets between Jan. 1 and
Jan. 20

Department of Admin — OAR

1. Monthly review of SMART 1099 vouchers/reporting
2. Regular feedback to agencies on repeated and/or common voucher issues
3. Availability to help non-SMART agencies quarterly with submissions




Questions?

Central Responsibilities Mailbox
arpaycycle@ks.gov

Shaun Loewenstein — Central Responsibilities Team Lead
Shaun.M.Loewenstein@ks.gov



mailto:arpaycycle@ks.gov
mailto:Shaun.M.Loewenstein@ks.gov

Office of Procurement & Contracts
Updates

Candace Smith, Deputy Director




Key Dates for Fiscal Year End

A. FY26 Funded Transactions

1. If your agency intends to utilize the Request for Proposal (RFP) Negotiated Procurement process for a
FY26 transaction, the agency needs to submut the purchase requusition by the close of business, Friday,
April 17, 2026.

2. If the amount of a non-RFP purchase 1s estimated to exceed fifty thousand dollars ($50,000), agencies
need to submut the purchase requisition by the close of busmness, Friday, April 17, 2026.

3. If the amount of a purchase 1s estimated to be less than fifty thousand dollars ($50,000) agencies are to
submit the purchase requusition by the close of business, Friday, May 15, 2026.

4. Exceptions or deviations from this schedule will requure written justification from agency head and
approval by the Director, Office of Procurement and Contracts (Director of Purchases).




PROCESSING FY26 PRIOR AUTHORIZATION REQUISITIONS

Requsitions for FY26 funded transactions, requiring Prior Authorization approval, must be entered in SMART
and routed to this office as follows:

A. If the amount 1s greater than $100,000, the requisition 15 to be routed to this office no later than noon
(12:00pm) on Friday, May 29, 2026. This 15 necessary to meet the mandatory statutory Kansas Register
posting requirements defined m K. S A 75-3739.

B. If the amount 1s $100,000 or less, the requusition 15 to be routed to this office no later than noon (12:00pm) on
Friday, June 05, 2026.

SCHEDULE FOR FISCAL YEAR 2026 PROCUREMENTS

A. Requsitions for FY26 will be given prionity over Requusitions for FY27.

B. Should FY27 Purchase Orders be dispatched prior to July 1, no vouchers may be created from these POs
until July 1.
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B. FY?7 Funded Transactions

1. Requisitions for FY27 funded transactions that requure bidding may be entered i1n SMART beginning
Friday, May 01, 2026.

1.  The Requsitioner or Agency Approver must type “FY27 FUNDED TRANSACTION” in the
Justification/Comments field on the requusition.

2. The Procurement Officer will change the budget date on the requisition to reflect an FY27 date.

PROCESSING FY27 PRIOR AUTHORIZATION REQUISITIONS

1. Requsitions for FY27 funded transactions requiring Prior Authorization approval may be entered in
SMART starting on Wednesday, May 27, 2026. The Requsitioner or Approver must begin the
requisition name with “FY27” to indicate the future year funding.

2. Do not send an e-mail to bids@ks gov. Although this was requured in previous years, it 1s no longer
requured and will slow down processing.

3. Any special handling or considerations must be e-mailed to the Deputy Director handling that commodity
PRIOR to submutting the requisition.

Upon receipt of the properly notated Prior Authorization

A. The assigned Procurement Officer will change the budget date on the requusition to reflect an FY27 date.
B. Note that any subsequent POs will fail budget check until F¥27 budgets are loaded.

Agencies should not assume that because a Prior Authorization was approved in prior vears that it will
automatically be approved moving forward. If competition exists, then the appropriate course should

be to hold a bid event.

Department of Administration



PROCESSING FY27 REQUISITIONS FOR PRIOR APPROVED CONTRACTS

Requisitions for FY27 funded transactions for contracts that have been previously approved in SMART (for
example, multiyear contracts, including leases) should be entered in SMART on or after July 1, 2026. If a
requisition were entered prior to July 1, 2026, the requisition would have a budget date equal to the date of entry,
which if entered before July 1, 2026, would create a FY26 encumbrance. Due to system controls, a budget date
can only be changed by central users. Therefore, to alleviate the need for budget date changes on these
requisitions, a grace period 1s allowed during the month of July to allow agencies tume to enter encumbrances for
the new fiscal year. No audit findings will be 1ssued during July based on a comparison of service date or order
date to the requisition date.

Department of Administration



SMART Fiscal Year End

Lisa Donald, Team Lead
SMART Processing




Purchasing

May 1

* FY 2027 Requisitions (REQs) that require a bid event may be entered in SMART. The Procurement Officer will change the budget
date to FY 2027.

May 15 5:00 PM
* FY 2026 REQs estimated to be less than $50,000 must be submitted to the Office of Procurement and Contracts (OPC).

May 27

* FY 2027 REQs that require prior authorization approval may be entered in SMART. The requisition's name must begin with “FY27”
and the budget date will be changed by the Procurement Officer.

May 29 12:00 PM
» Last day to enter FY 2026 REQs equal to or less than $100,000 that require prior authorization approval from OPC.

June 15:00 PM
* Encumbrances more than three years old must be closed.

K
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Purchasing

June 512:00 PM
 Last day to enter FY 2026 REQs equal or less than $100,000 that require prior authorization approval from OPC.

June 12 7:00 PM
* FY 2026 REQs for amounts greater than $5,000 using SGF must be sourced to Purchase Orders (POs) and the POs must have a valid
budget status and be dispatched.

June 25 7:00 PM
* FY 2026 REQs for amounts equal to or less than $5,000 using SGF and for any amount using all other funds must be sourced to POs
and the POs must have a valid budget status and be dispatched.

July 1
* FY 2027 REQs for contracts that have been previously approved in SMART (for example, multiyear contracts, including leases)
should be entered in SMART on or after July 1, 2026. FY 2027 will not pass budget check until July 1, 2026.

Department of Administration
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PCards

June 15 - 24(weekdays)
e PCard voucher build process runs.

June 17
* Final FY 2026 PCard transaction files received from bank will be loaded during nightly batch processing and will be available for
reconciliation the next morning.

June 25 8:00 AM
* The final PCard voucher build will run. This will be the last voucher build to include FY 2026 funds for PCard transactions. Any FY
2026 PCard transactions not processed for payment at this point must have a PO encumbrance with a valid budget status that has
been dispatched.

July 112:00 AM
* PCard transactions that have been held from June 18t through June 30t will be loaded through nightly batch processing.

K
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Accounts Payable

June 24 7:00 PM
* Final INFO2 Inbound Voucher for FY 2026 business must be loaded.

June 25 1:00 PM
* Final INF50 Voucher spreadsheets must be uploaded.

June 25 2:00 PM
* |nitiating interfunds must be created by 2pm to allow the reciprocating agency time to complete the interfund by 7pm.

June 25 7:00 PM
* AP transactions must be successfully edited, matched, budget checked, and agency approved to be postable or posted.
* Both the AR and AP sides of the interfund must be successfully edited, matched, and agency approved.
* Interfunds that have not been successfully edited, matched, and agency approved will be deleted by the SMART Team.

K
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Travel and Expense

June 12 7:00 PM
* FY 2026 Travel Authorizations for amounts greater than $5,000 using SGF must be agency approved and in valid budget status.

June 25 7:00 PM
* FY 2026 Travel Authorizations for amounts equal to or less than $5,000 using SGF and TAs for any amount using other funds must
be agency approved and in valid budget status. TAs not meeting this will be deleted or canceled by the SMART Team.
* FY 2026 Expense Reports must be agency approved and in a valid budget status. ERs not meeting this will be deleted or closed by
the SMART Team.

July 1
* Agencies may begin to enter TAs for travel occurring entirely in FY 2027.

K
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Asset Management

June 24 7:00 PM

* FY 2026 CIP Completions for Assets in SMART must be started and worked through the interunit transfer step of the process to
allow for Book In-Service Date updates to be completed by agency on 6/25/2026.

June 25 7:00 PM

e All new assets must be entered in SMART, and any adjustments, transfers, or retirements must also be complete.
* Any completed CIP assets must have the completion steps performed.

e All outstanding Interface IDs added to AM by asset integration must be loaded.

* For any new assets, the transaction date is the date the asset was placed in service.

Department of Administration



Accounts Receivable

June 25 2:00 PM

* I|nitiating interfunds must be created by 2pm to allow the reciprocating agency time to complete the interfund by 7pm.

June 25 7:00 PM
* Deposits must be entered and agency approved in SMART. Any not approved will be deleted by the SMART Team on June 30, 2026.

All deposits received through June 24, 2026, that require deposit adjustments, such as those deposits into clearing funds for credit
card receipts, must have deposit adjustments entered, and agency approved.

* Federal funds must have a fund balance of zero or above at FY-end. Receivable item entries must be completed in SMART for any
federal fund that has a negative balance. All transactions that may hit the fund up to 6/30, including payroll, must be considered
when determining the amount of a receivable item.

* Both the AR and AP sides of the interfund must be successfully edited, matched, and agency approved.
* Interfunds that have not been successfully edited, matched, and agency approved will be deleted by the SMART Team.

Department of Administration



Accounts Receivable

June 26-28
e Credit card receipts will load into SMART June 26-27 at 8am each day as scheduled.
e Agencies that upload deposits via INF43 and INF44 can do so until June 30 at 10am.
* Agencies that do not upload deposits are to use deposit in transit form.

 SMART Team will contact agencies for interfunds with budget exceptions to attempt to resolve.

July 1-2 (Must be approved by 2pm on July 2)
» Key deposit adjustments with a 6/30 date.
» Key deposits in SMART with a 6/30 date for the deposits completed with the deposit in transit form.

K
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General Ledger & Commitment Control

June 24 7:00 PM
* Final INFO6 Inbound GL Journal for FY 2026 business must be loaded.

June 25 3:00 PM
* Final GL Journal spreadsheet must be uploaded.

June 25 7:00 PM
* GL Journals must be successfully edited, budget checked, agency approved and submitted into workflow for central approval.

June 30
* Budget Journals for re-appropriations, lapses, transfers, and appropriations will be posted in SMART.

July 6 6:00 AM —10:00 AM

* SMART will be closed for final FY 2026 close processing. A SMART announcement will be sent when the system is opened to agency
users. S'\ﬂAFT Team will run FY close. Year-end close (YEC) journals will be created to carry forward asset, liability, and equity
account balances.

K
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SHaRP Integration

May 20
e Deadline to request FY 2027 ChartFields in SMART for SHaRP integration.

June 8

* Payroll Services will insert a new row in the SHaRP department budget tables effective dated June 7, 2026, which reflects a budget
end date of June 5, 2027, and fiscal year of 2027. Agencies should refrain from entering any rows in the SHaRP department budget
table with an effective date greater than or equal to June 7, 2026, until after the fiscal year 2027 insert has been completed on June
14, 2026. Further instructions on the entry of FY 2027 rows in the SHaRP department budget tables will be issued in an upcoming

payroll informational circular.

K
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GL Encumbrances

June 12 -5:00 PM

* FY 2026 GL Encumbrance Request forms for State General Fund (SGF) amounts greater than $5,000 using SGF must be sent to the
Central Responsibilities Team. The form should be attached to a Kansas Service Desk ticket.

June 18 - 5:00 PM

* FY 2026 GL Encumbrance Request forms for all encumbrances equal to or less than $5,000 using SGF or any amount using all other
funds must be sent to the Central Responsibilities Team. The form should be attached to a Kansas Service Desk ticket.

June 26

* Agencies will be notified if the Division of the Budget denies a GL Encumbrance.

*GL encumbrances may not be used in a general manner to ‘save and carryforward’ unobligated funds into a future fiscal year. Please
review the encumbrance and purchase policies prior to submitting a request for them. Specifically, identify what type of expense the

funds are being set aside for and make sure not to just provide a generic description. Funds must be set aside for a prior year expense to
be covered in the next fiscal year.

Department of Administration



Releasing POs, TAs, and GL Encumbrances

*Each state agency is responsible for reviewing unliquidated encumbrances to determine if all obligations/invoices have
been met/paid. Encumbrances should be reviewed on an ongoing basis to identify encumbrances that should be released.

*No later than June 1st of each fiscal year, state agencies must review and release unliquidated encumbrances as necessary
if all obligations/invoices have been met/paid. Encumbrances more than three years old must be closed. This includes:

Purchase Orders
Travel Authorizations
GL Encumbrances

*If there is a reason the encumbrance should remain open beyond three years, agencies must submit a completed GL 017A
Open Encumbrance Extension Justification Request to the agency budget analyst within the Division of the Budget for
consideration with notification to the Central Responsibilities Team at arpaycycle@ks.gov. Encumbrances that remain open
beyond the three-year limitation may be automatically closed if proper justification has not been obtained and included with
the encumbrance in the accounting system.

*Please refer to 10,300 — Statewide Encumbrance Policy for additional information.



https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fadmin.ks.gov%2Fmoduledocuments%2Fembed%2F3071%2FGL_017A_Open_Encumbrance_Extension__7AB2A934E0120.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fadmin.ks.gov%2Fmoduledocuments%2Fembed%2F3071%2FGL_017A_Open_Encumbrance_Extension__7AB2A934E0120.xlsx&wdOrigin=BROWSELINK
mailto:arpaycycle@ks.gov
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fadmin.ks.gov%2Fmoduledocuments%2Fembed%2F440%2F10300_Statewide_Encumbrance_Policy__8A1EB4253479C.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fadmin.ks.gov%2Fmoduledocuments%2Fembed%2F440%2F10300_Statewide_Encumbrance_Policy__8A1EB4253479C.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fadmin.ks.gov%2Fmoduledocuments%2Fembed%2F440%2F10300_Statewide_Encumbrance_Policy__8A1EB4253479C.docx&wdOrigin=BROWSELINK

Reminders

Credit Card Clearing Funds

* All Credit Card Clearing Funds need to be at a zero balance by Fiscal Year End. There is no automatic notification that a Credit Card
Deposit has been processed in SMART. It is the Agency’s responsibility to search for and adjust these transactions daily. It is the

Agency’s responsibility to move their monies out of the Credit Card Clearing Fund; this is to be done daily via a Deposit Adjustment
in SMART.

Month-End Checklists are your friend.

 KS_PO_CLOSED_POS and KS_PO_MAY_CLOSE queries are even more important at year end since non-encumbered budget balances
will be lapsed.

* Lots of information is provided in the Month-End Checklist to help ensure that transactions are fully processed.
SMART Closed to Agencies June 26 - 30

* Agencies should have accounting staff available for questions that may be encountered as the SMART Team works through the
closing process and any transactions that may need additional attention.
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Reminders

Fiscal Year Determination

*PM 14,002 provides guidelines to determine the appropriate fiscal year to book expenditure transactions.
Commodities are assigned to the fiscal year in which they were ordered or purchased (if a walk-in purchase
situation applies)

Professional or contractual services are assigned to the fiscal year in which they began or were received
If an encumbrance is not properly established prior to the fiscal year close, expenditures will not be assigned to the
appropriate fiscal year

“*Note: Payments must also follow the guidelines in PM 10,300 Statewide Encumbrance Policy.




Reminders

Failure to Properly Encumber Prior to FY Close
*In accordance with state policy, prior fiscal year expenditures that do not have an encumbrance in the appropriate year are
required to follow the guidelines in PM 11,966 Payment of Claims for Goods or Services Purchased in Prior Fiscal Year

*Prior fiscal year claims:

Are limited to $5,000

Must be filed with the state agency within six months of the service being rendered or purchase made

Must include the correct and notarized supporting documentation prior to payment being made

For claims that do not meet the required criteria of PM 11,966, agencies should email ARPaycycle@ks.gov for guidance

*Please review PM 11,966 for detailed information regarding prior fiscal year claims



mailto:ARPaycycle@ks.gov

High-Level Year-End Calendar
June 2026

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6
7 3 9 10 11 12 13
FCARD YWAUCZHER BUILD DEADLIME TO SUEMIT GL SMART OFEM & &AM TO E PR
EMCUMERAMCES » £5,000
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BUOGET STATUS ARD
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Tas > 5,000 FOR SGF MUST

BE AGEMCY AFFROVED AND
I A VALID EUDGET STATUS
AMD SEMT TOCEMTRAL FOR
BFFROVAL
14 15 16 17 18 19 20
SMART OFER AT 1P FCARD VOUCHER EUILD FCARD VOUCHER EUILD FCARD YOUCHER ELILD FCARD YOUCHER ELILD HOLIDAY - SMART OFER TO. | SMART OFEM § &M TO &P
USERS € &M TO 7 FM
FAYROLL OM-CYCLE AND OFF-
CYCLE 'A' FAY DATE
F' 2026 GL ENCUMERAMNCE
REGQUEST DUE BY 5:00 P
21 22 23 24 25 26 27
SMART OFEM AT 1P PCARD VOUCHER EUILD PCARD VOUCHER ELILD PCARD YOUCHER EUILD FINAL FY 2026 PCARD YOUCHER | SMART CLOSED TO SMART CLOSED TO
ELILD AGEMCIES AGEMCIES
OFF-CYCLE 'E' PATDATE LAST DAY TO SUBMIT 2026
INTERFACE FILES [this does not | LAST DAY FOR AGENCY
include AF files) PROCESSING
OFF-CYCLE 'C'Pay DATE
SMART CLOSES AT 7PM
28 29 30 1 2 3 i
SMART CLOSED TO AGENCIES | SMART CLOSED TO AGENCIES | SMART CLOSED TO AGENCIES | SMART OFPEN TOUSERS FOR | LAST DAY JUNE 2025 AIR, HOLIDAY - SMART OFERN TO
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Questions?

Lisa Donald, Team Lead
Lisa.Donald@ks.qov

Sarah Tongier, Assistant Deputy Director
Sarah.Tongier@ks.gov
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Policy Updates

Jennifer Efird, Team Lead
Internal Controls & Compliance




-
Policy Manual Updates

Policy Manual 13,001 — Capital Asset Records

Policy name updated to State Asset Management Policy
Revisions to Disposal of Assets section (Page 6)
Revisions to Construction in Progress section (Page 9)




N
Travel Updates

Department of Administration regulation amendments

KAR 1-16-6, 1-16-8, 1-16-15, 1-16-18
Transition from quarter-day meal reimbursement to federal CONUS methodology

» Applies to first and last day of travel for a travel event that is greater than 24 hours

« Travel days reimbursed at 75% of CONUS per diem

* Regulation 1-16-18 will be updated to allow meal reimbursement for official travel exceeding 12 hours (and less than 24 hours), subject to all other state meal
policy requirements.

FY 2027 Travel policy and handbook updates
« Travel policy updates expected to be completed in June
» Formal guidance for FY 2027 employee travel reimbursements to be published prior to the new fiscal year

Real ID TSA requirement and fees
» Travelers must present a REAL ID or other acceptable identification
« $45 TSA ConfirmID fee applies to travelers without acceptable ID beginning February 1, 2026

Kansas tax-exempt hotel guidance
 Required Forms:
Form ST-28H - Sales and/or Transient Guest Tax Exemption Certificate for Lodging
Form PR-78KS - State of Kansas Sales and Use Tax Entity Exemption Certificate
* Forms should be provided only when using a Travel P-Card for official state lodging in Kansas.
* A new ST-28H must be completed for each stay
« Both forms must be provided to the hotel and retained for sales tax audit purposes
« Samples of forms on next page

ansas
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TraVEI U pd ates — CO ntinUEd = Highlighted sections on the example should be completed for each hotel stay

KANSAS DEPARTMENT OF REVENUE 466518
SALES AND/OR TRANSIENT GUEST TAX EXEMPTION CERTIFICATE FOR LODGING

The undersigned purchaser certifies that all information provided below is true and correct, and that the tangible personal property or
services purchased from the seller is exempt from Kansas sales tax or Kansas transient guest tax for the reason(s) stated below (check
applicable box(es)). The undersigned understands and agrees that if the tangible personal property or services are used other than as
stated, or for any other purpose that is not exempt from sales or transient guest tax, the undersigned purchaser becomes liable for the tax.

Seller (hotel) Name:

Address:

Street, P.O. Box or Rural Route City State ZIF Code
Guest Name: Room Number:
Address:

Streel, P.O. Box or Rural Route City Slate ZIP Code
Arrival Date: i / Anticipated Departure Date: / !

Hotel Guest Signature

[0 state Exemption from Kansas Sales Tax (Tax exempt entity shall present the Kansas Department of Revenue-
issued tax-exempt entity sales tax exemption certificate showing state-issued exempt organization ID number; Form
PR-78SSTA; or Designated or Generic Exemption Certificate, ST-28.)

Tax Exempt Entity Name:

Address:

Streat, P.O. Box or Rural Route City State ZIP Code

Kansas Exempt Organization ID Number: Expiration Date: ! /

[ Federal Exemption from Kansas Sales Tax. | certify that | am on official federal government business and the purpose of
my stay is in conjunction with my performance of official duties as an officer or employee of the federal entity listed below.

[] Federal Exemption from Transient Guest Tax

Tax Exempt Federal Entity Name:

Address:

Street, P.O. Box or Rural Route City Slate ZIP Code

If v mrm mendime iith A CCA CrandDor TCard  Aantar tha B disit af tha aradib cared nomabkbare baeae

[] Federal Exemption from Kansas Sales Tax. | certify that | am on official federal government business and the purpose of
my stay is in conjunction with my performance of official duties as an officer or employee of the federal entity listed below.

[l Federal Exemption from Transient Guest Tax
Tax Exempt Federal Entity Name:
Address:

Sireal, P.O. Box or Rural Route City Slate ZIP Code

If you are paying with a GSA SmartPay Card, enter the 6™ digit of the credit card number here:
(Note: The digit must be a 0, 6, 7, 8 or 9 to qualify for exemption from Transient Guest Tax.)

[J Direct Purchase (Complete on state sales tax and federal transient guest tax exemptions.)
Complete this section as evidence of direct purchase for transient guest tax exemptions granted to the federal government. This section
can also be completed to document direct purchase for sales tax exemptions granted by the state of Kansas fo tax-exempt entities.

L] cCreditCard Name on credit card: Last 4 digits:

Must be name of exempl organization

L] Direct Bill Biling Account Name/Number:

[0 Check Check from Check Number:

THIS CERTIFICATE MUST BE COMPLETED IN ITS ENTIRETY.
PLEASE REFER TO THE INSTRUCTIONS FOR USE OF THIS CERTIFICATE ON THE REVERSE.

ST-28H (Rev. 12-21)

rtment of Administration



Travel Updates — continued
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Sales and Use Tax Entity Exemption Certiﬁcate Entity Authoize Signature (Officer\Office | f:MAdmif:i.ﬁfrn!ﬂrJ Federal ID Number

pa)
The Kansas Department of Revenue certifies this entity is exempt from paying Kansas sales and/or compensating use tax as stated below. \E . ‘ { Nate Dite
Kansas Exemption Number: KS8151VFF8 Expiration Date; ~ 10/01/2028
The tax-exempt entity understands and agrees that if the tangible personal property and/or service are used other than as stated, or for any purpose RETAILER INFORMATION;
that is not exempt from the tax, the tax exempt entity is liable for the state and local sales or use tax. The unlawful or unauthorized use of this e To qua]ify for exemplian., the certificate must have an expira(ian date in the future and be signed by an authorized individual,

certificate is expressly prohibited, punishable by fine and/or imprisonment. The certificate is issued for the sole use of the exempt entity as named. . . . o ) .
+  Payment must be made by the entity on their checking account or on a credit/debit card issued to the entity. Acceptance of cash, personal checks,

ot personal credit/debit cards is not allowed for a tax exempt purchase.

+  The entity must have a Kansas exemption certificate. Exemption certificates issued by other states are not valid in Kansas.

+  Retailers are required to maintain a copy of the purchaser’s certificate in their records for at least 3 years from the date of purchase. Retailers
must maintain a current certificate on file.

o Selling tax exempt goods or services that are not exempt by statute may result in the assessment of tax.

v Acompleted certificate may be used as a blanket exemption for future purchases when of the same type and for the same exempt purpose.

State of Kansas

Eisenhower State Office Building
700 SW Harrison Street, Suite 300
Topeka, KS 66603

EXEMPT ENTITY INFORMATION:

Authorization and scope:

s K.S.A 79-3606(b) & (d) — State of Kansas, political subdivisions of the state of Kansas (Kansas cities, counties, townships, special
districts), nonprofit hospitals, blood, tissue, or organ banks, and nonprofit integrated community care organizations.

*  Exemption applies to all direct purchase, rental or lease of tangible personal property and services, except purchases made for

Seller's name and address

any business activity specifically taxable and indirect purchases by a contractor for a real property project except as noted below. Df_\'['ﬂ;uﬁyﬂ ﬂf gﬂg,{q and/or services pmrﬁﬂmf
Limitations: B o ) o o
o Only direct purchases are exempt through the use of this certificate. For additional information on Kansas sales and use taxes see Publication KS-1510, Kansas Sales Tax and Compensating Use Tax and Publication
*  Except for state government, this entity qualifies for exemption on indirect purchases by a contractor through the issuance of a KS-1520, Kansas Exemption Certificates, located at: www kstevenue.org Questions would be directed to Taxpayer Assistance at 785-368-8222.
Project Exemption Certificate (PEC). Apply on-line at KDOR's web site: www.ksrevenue.gov, The only State of Kansas agency
allowed a PEC is a Kansas correctional institution. Indirect purchases by all other state agencies are subject to sales tax. PR-TSKS
¢ This exemption does not apply to the purchase of any construction machinery, equipment or tools by a contractor used in fﬂ'.’:i n

constructing, maintaining, repairing, enlarging, furnishing or remodeling facilities for the exempt entity.
*  All purchases of goods and services used in a business that is specifically taxable by the Sales Tax Act are subject to tax. This includes
operation of a utility, restaurant, and selling of goods or services at retail.




N
Internal Controls and Compliance News and Updates

FY2026 Agency Self-Assessment

» Results included accounts payable metrics for agency-level analysis

« The ICC team has identified available training resources in response to agency requests reflected in the final three
assessment questions

FY2027 Agency Self Assessment
« Assessments will be distributed in the fall
« Content will remain largely the same but may include multiple-choice questions and minor revisions

Training Resources

« Kansas Public Sector Cybersecurity Summit 2026 Thursday, April 9, 2026 / Wichita /
Kansas Public Sector Cybersecurity Summit 2026

* LinkedIn Learning courses available in KLPM / Training in business, creative, and technology topics: Online
LinkedIn Learning | Kansas Department of Administration

« Kansas Department of Administration / Procurement resources, SMART and SHARP resources and training: Online
Kansas State Service Agency | Kansas Department of Administration

* Finance SMART / Payroll SHARP Resources
State Agencies | Kansas Department of Administration



https://events.govtech.com/Kansas-Public-Sector-Cybersecurity-Summit.html?appCore=https://cms.erepublic.com/common/forms/ajax_form/144059
https://admin.ks.gov/offices/systems-management/it-support/applications/linkedin-learning
https://admin.ks.gov/
https://admin.ks.gov/offices/accounts-reports/state-agencies

Audit and IDPA Updates

Stacy Jaramillo, Deputy Director
Statewide Agency Audits & Municipal Services




Pre-Audit Reminders

PO Change Orders
» Once the fiscal year has closed, a purchase order should not be increased.
« Be mindful of increases to purchase orders and verify that all supporting documentation has been attached in SMART.

Contract Compliance
« Agency staff must read the contract specifications to ensure all documentation is collected and attached to the PO

(Proposals, change orders, task orders, additional quotes/bids, waivers, etc.)
« Reminder: several suppliers have multiple contracts with the State — it is critical to identify the proper contract prior to
entering the requisition into SMART

Account Codes

Attachments in SMART

Fiscal Year Determination (PM 14,002)




N
IDPA Update

IDPA Agreement has been amended by the Dept. of Administration:

» Purchase Order reporting requirements have been reduced — now required for agency transactions that are $500 or more,
including P-Cards, unless a statewide/agency contract is used or when a prior authorization is required.

« Additional exclusions when a statewide/agency contract is not used or when a prior authorization is not required (unless
required by another policy):

v’ Lodging

v’ Airfare

v Fuel

v' Carwashes

v Conference registrations

« |IDPA Cancellation Request is available for agencies to terminate the agreement




Rats & Cats

clipart-iprary.com

Sunni Zentner, OAR Deputy Director
Statewide Payroll and Accounting




Rats & Cats

* Fraud Uptick

* Check fraud on the rise and is more sophisticated than in the
past

e Since check information on the State Treasurer’s Office
website was helping fraudsters, the decision was made to
mask check amount

* ACH fraud iIs still a concern

* soclal engineering, phishing




Rats & Cats

* ACH Update
* With check fraud trending up, more reason to move suppliers
to ACH

* Secretary of Administration and State Treasurer directed
efforts to move payments to ACH in letter dated October 21,
2025, and distributed to all agencies

* Bid events and standard contract language has been updated
to require the ACH payment method

e Efforts to reduce ACH fraud

* ACH Bank Validation processes nightly for any new or
updated employee or supplier banking information in
SHARP/SMART




Rats & Cats

e State agency receiving electronic payments
* Many other entities are moving to ACH payments

 Contact the State Treasurer’s Office to get ACH information for
the main state bank account on bank letter head




Rats & Cats

* World Cup
* Agencies are required to track all spend for World Cup
activities
* Accounting Informational Circular issued March 25, 2026
Includes more details about this

* Payroll Informational Circular will be issued this week




Rats & Cats

* EIN — Employer Identification Number

* |RS views State of Kansas agencies as one employer/entity
* Payroll **-***9925

* Finance/other — **-***4839

* A few agencies have their own for highly specialized purposes
* KDOL for unemployment payments and reporting
* KPERS for retiree payments and reporting

* [f agency is requested to provide a W-9 Form, submit a Kansas
Service Desk Ticket and include a reason for the request




Rats & Cats

* Payroll Garnishment and Court Ordered Withholding documents

* Sometimes these are sent to the agency’s address instead of
to the Office of Accounts and Report

* |If received by an agency, please scan and e-mail to
DOA Pavroll@ks.gov within one business day

* Timing Is critical so that withholding follows instructions on the
order

* With a failure to withhold, the State can be held liable to pay
the amount that should have been withheld




Thank You!

Department of Administration



Kansas

Department of Administration
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