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Welcome to the FAST Program. The Finance and Administration Specialized Training program 

strengthens business and financial operations in accordance with University policies and best 

practices to ensure greater trust, transparency and accountability across our campus.  

 

In addition to the topics in this course, remember that it is every employee’s responsibility to perform 

their duties in accordance with their department’s policies and the University’s Business Procedures 

Manual. A review handout and Quick Reference Guide are available on the FAST website. 
 

 

 

 
 

https://finadmintraining.uky.edu/about
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This course will review the role responsibilities, sources and purpose for discretionary funds. Then, 

we will discuss determining when a cost center is discretionary.  

 

The end of the course will explain the categories of the policy. Let’s begin with the responsibilities of 

roles in ordering and processing payments for discretionary type items. 
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As the flagship institution of higher education for the Commonwealth of Kentucky, the University is 

held to a high level of accountability for its business practices. UK’s Discretionary Expenditure Policy 

ensures that these expenditures only occur when necessary and appropriate while also providing 

guidance on required funding. Departments and positions have specific responsibilities to ensure this 

policy is appropriately followed.  

 

When units order discretionary expenses, they are responsible for ensuring discretionary funds are 

available before placing orders with the vendors. Business officers are responsible for ensuring 

proper funding of discretionary expenditures is used. By reviewing Payment Request Documents, 

purchase orders, and procurement card expense reports before approval, business officers can 

ensure the proper funding of discretionary expenditures. The business officer is also responsible for 

ensuring department faculty and staff are adequately trained and fully understand their assigned 

responsibilities and personal accountability.  

 

The deans and directors oversee self-supporting activities and request fund transfers. University 

Financial Services is responsible for overseeing the discretionary expenditure policy. Accounts 

Payable Services is responsible for the final review of discretionary expenditures. when payment is 

made via PRD. Accounts Payable Services will also complete random audits on Concur expense 

reports after SAP posting.   
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There are two sources for Discretionary Funds. One is generally private donations, and the second is 

self-supporting activities that charge fees.  

 

Appropriate approval must be obtained to use a portion of the funds generated through self-

supporting activities that charge fees to specifically support discretionary-type expenditures. 
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While all expenditures require thought, discretionary expenditures require special caution. Every 

reasonable effort must be made to ensure that funds are used in a responsible and appropriate 

manner.  

 

This is accomplished by having a clear business purpose for all purchases and requiring thorough 

documentation to substantiate all expenditures. 
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How can you tell if a Cost Center is Discretionary? SAP can help you figure that out.  

 

Go to T-Code FMSC and enter the cost center to be reviewed in the Funds Center field. When the 

Funds Center screen appears, click the Additional UK Funds Center Attributes. 
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This is the UK Funds Center Master fields screen that displays the attributes of this particular cost 

center. Near the bottom of the screen, you will see Discretionary.  

 

This box must already be checked for the cost center to be discretionary. If the box is not checked 

and you believe it should be a discretionary cost center, contact your Unit or College Business Officer 

for assistance. 
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Employees who have the role of purchasing in their unit have the responsibility to make sure the 

purchase follows University policy before making a purchase. If you make purchases for your area, 

pay particular attention to:  

 

Each category to ensure the expense fits the criteria outlined under the specific category. Confirm 

that your department has the appropriate funding available. Ensure that the expense fits in any 

monetary limits defined in the policy. For example, the purchase of memorial items has a maximum 

amount allowed. 
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When creating the PRD, SRM Shopping Cart or a Concur expense report, you must review the 

expense to confirm that the correct General Ledger, or GL, Expense Type is used. You must submit 

an itemized invoice that includes ensuring that the business purpose is complete.  

 

If food was purchased, a list of the attendees and the meeting agenda are required. Alcohol is 

documented separately from food with its own expense type. Be sure to review the cost center to 

ensure discretionary funding is used when necessary. 
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The Business Procedures Manual or BPM provides you with the information you need to determine if 

the expense is discretionary. It includes the Category or Description of the expenditure and when an 

expenditure can be considered Non-Discretionary or Discretionary. 
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Here is an example of an expenditure that needs special attention. When we review the Alcohol 

Category in the BPM, it tells us that alcohol can only be charged to a discretionary cost center unless 

an Exception to Policy has been granted in advance.  

 

Be sure to read the description very carefully; it provides additional guidance and any restrictions that 

may apply. 
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A common mistake is when food and alcohol are not separated when allocating them as a 

discretionary expenditure. As a rule of thumb, remember that when allocating discretionary funds, 

food and alcohol must be split.  

 

The food portion of the meal needs to be expensed against the correct funding source and GL 

depending on the purpose of the meal, while alcohol is expensed against its own GL. 
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For example: A retirement party with alcohol. The meal and alcohol need to be itemized so the 

alcohol is charged to the correct GL, but the entire expense requires discretionary funds.  

 

Another example is recruitment dinners. The meal and alcohol need to be itemized. The meal portion 

can charge to non-discretionary funds, but the alcohol must charge discretionary funds. 
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For categories like Conferences and Meetings that allow for the purchase of food, the BPM will 

provide guidance on what is needed when allocating it to discretionary funds.  

 

All categories that allow for the purchase of food to be allocated as discretionary require supporting 

documentation that includes an itemized receipt that includes the time, place and date of the 

purchase, and an agenda and list of attendees must be attached, regardless of fund source. 
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Now, let’s look at an example of how to determine what actions to take with discretionary funds. The 

Department of Earth and Environmental Sciences is planning a Geosciences Visiting Speaker Series. 

Angela is responsible for purchasing goods in her department. To plan for the speakers, she is 

determining how the expenditures for the speakers can be categorized.  

 

The faculty planning the event would like to have a reception for the speakers with food and alcoholic 

drinks and provide them with single UK football tickets. We can look at the BPM to determine what 

expenditures are discretionary.  

 

Since the reception has both food and alcohol, Angela can categorize the food and the alcohol as 

discretionary expenditures, but (and this is really important) meals must be split between food and 

alcohol.  

 

Remember, alcohol needs to be expensed against its own GL. The food portion of the meal needs to 

be expensed against the correct funding source and GL depending on the purpose of the meal, which 

for this would be an official guest. Next, we will see how the single football tickets are categorized. 
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The single UK football tickets for official guests are discretionary and have special requirements. A 

Journal Voucher, or JV, must be used to make the purchase.  

 

UK tickets require pre-approval from Athletics and a Ticket/Facilities form.  Be sure to get appropriate 

approval before purchasing sporting event tickets. 
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The last category we will review is sponsorships. Sponsorships require discretionary funds and 

sponsoring an activity or event requires that it be consistent with the University’s mission.  

 

The activity must be organized or presented by a non-profit organization and UK participation and 

support are appropriate. 
 

 

 

 
 
 

 

 

 
 
 

 

  

 

 

 

 


