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ACCOUNTING POLICY AND PROCEDURES (APP) MANUAL 

TOPIC: Section 8 – Capital Assets 2.01 EFFECTIVE DATE: 03/30/1999 

TITLE: Fund 490/495 LTE Labor on Capital Projects REVISION DATE: 04/25/2014 

AUTHORIZED BY: Director, Bureau of Fiscal Services 

BACKGROUND 
The Department of Administration (DOA) Division of Facilities Development (DFD) has occasion 
to develop the scope of work for certain repair renovation or improvement projects for 
Institutions/Centers (see DOA-4576 Attachment 1 - 2 pages) which combines the use of 
Department of Health Services (DHS) FTE Staff Craftworkers and short-term LTE employee 
labor (Trade Union represented members).  The Federal Internal Revenue has specific 
injunctions and penalties against the hiring of individual services on a contractual basis in lieu of 
employee services under direct supervision by staff EMPLOYEES.  Capital Project Funds 
490/495 are allocated by DFD for the payment for LTE costs on these construction projects.  
DFD cannot hire a DHS LTE.  DHS hires the LTE, and must be reimbursed for LTE salary 
expenses by the Fund 490/495 dollars allocated to the DFD Capital Project budget. 

POLICY 
The Institution/Center Facilities Staff hires the LTE through normal payroll processes.  Note: 
Trade Union LTE’s are eligible for the annual Union stipulated salary increase (usually June 1st 
of each year).  An FMS project number will be assigned in appropriation 267 to record the LTE 
payroll expenditures.  Institution/Center Business Office will generate an invoice to DFD through 
the WiSMART accounts receivable system (ARS) in the amount of the LTE bi-weekly 
salary/fringe.  Amounts collected via ARS will be coded to a revenue account in the 
appropriation center that records the LTE expenditure. 

PROCEDURES 
1. DHS Engineering will notify the Institution/Center Business Manager when a Capital 

Projects Fund 490/495 project has been approved by DFD for the hire of LTE trade union 
labor (see Attachment 1 – 2 pages). 

 
2. Institution/Center Business Office should contact the assigned BFS Lead Accountant to 

assign an FMS project number in appropriation 267.  Business Office will notify their 
Personnel Office staff to process the short-term LTE authorization to hire. 

 
3. DHS Engineering submits the LTE encumbrance request to the DHS/BFS Capital Projects 

Coordinator to enter into WiSMART (see Attachment 2).  DFD approves the LTE 
encumbrance via standard Fund 490/495 transaction processing. 

 
4. Actual LTE hours worked shall be recorded on timesheets as usual.  Timesheet is submitted 

to the Institution/Center Payroll Office bi-weekly for regular payroll processing.  The Facility 
craft supervisor forwards (faxes 267-6749) a copy of the LTE bi-weekly timesheet to the 
DHFS Engineer-in-charge of the construction project who monitors the budget balance 
projections. 
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5. Institution/Center Business Office staff generates an invoice through WiSMART Accounts 

Receivable Subsystem (ARS) in the amount of the salary/fringe.  The invoice will reference 
the 5-digit DFD Project Number.  Submit the invoice with payroll cost back-up 
documentation to: DOA/DFD c/o DHS/DES Chief Engineer, 1 W Wilson St-PO Box 
7850, Madison WI 53707-7850.  The Business Office can invoice bi-weekly or monthly from 
payroll information.  Amounts collected via ARS will credit a revenue account in the 
appropriation 267 project. 

 
6. DHS Engineering approves and forwards the invoice to the DHS/BFS Capital Projects 

Coordinator for payment processing.  Fund 490/495 encumbrance payments are made on a 
next day basis. DFD Project Managers may elect to approve payments on a Fund 490/495 
Direct Charge transaction processing basis. 

ATTACHMENTS 
1. DOA-4576 – Request for Small Project Approval (DFD) (two pages) 
2. Sample memo requesting LTE Fund 490/495 encumbrance 

REFERENCES 
DHS APP Section 8 – Capital Assets 2.0 (State Capital Projects/Construction Projects 

Transaction & Monitoring Process) 

CONTACTS 
Lead Accountant, Bureau of Fiscal Services 

Accounts Receivable Specialist, Revenue and Cash Management Section 
  

http://www.dhs.wisconsin.gov/publications/p00748-8-2-0.pdf
https://www.dhs.wisconsin.gov/app/contacts-leads.htm
https://www.dhs.wisconsin.gov/app/contacts-capital-assets.htm
https://www.dhs.wisconsin.gov/app/contacts-capital-assets.htm
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ATTACHMENT 1 
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ATTACHMENT 2 
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