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Contact Information:

Jennifer Dellinger
Phone Number:

568-7396

Email:

dellinjx@jmu.edu
Tanya Shifflett
Phone Number:

568-7395

Email:

shiffltl@jmu.edu
Fax:
568-8920

[image: image3.wmf]Next Reconciliation Dates:

May 21st-29th 
June TBA 

July 20th-27th 

Open Lab Dates & Times:

May 23rd 9-10:30
June TBA
Upcoming Reconciliation Classes:

Sign up through J-ESS

Course number IIS 204
May 9th 9-10:30
June 6th  9-10:30

July 10th 10:30-12
GE Contact Information:
Phone General: 1-866-834-3227

Phone genetserivce: 1-800-359-9227
Website: www.genetservice.com
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Next Newsletter: July 2007
End of Fiscal Year Spending

The May 15th Small Purchase Charge Card Bill
will be processed in this Fiscal Year.  The June 15th
bill may or may not be paid in this Fiscal Year, that

decision will be made at a later time.  Also we are not

certain when the June reconciliation dates will be.  You will be notified sometime around the beginning of June as to the status of the June 15th bill.  
Yearly Training
The following people need to complete an annual training:

Small Purchase Charge Cardholders

Travel Charge Cardholders

Supervisors/Reviewers of Small Purchase Charge Cards

Please go to the Accounts Payable website under announcements for more information.  


During Reconciliation in PeopleSoft
During PeopleSoft reconciliation you need to either give an EVA exclusion or PCO/DO number.  Please keep in mind the 01 point of sale exclusion can ONLY be used when you go to the vendor and bring the merchandise out with you.  INTERNET PURCHASES ARE NOT POINT OF SALE.

Equipment Purchases over $2,000

Anytime equipment costing more than $2,000 is purchased please fax a copy of the receipt/invoice to Judy Murphy in Plant Fund Accounting at 568-2383.  On the receipt please note your name, org (department) number charge is being made to, and PCO/DO number or Eva exclusion.

Yearly Spending Analysis

A yearly spending analysis is required to be done annually on ALL small purchase charge cards.  This form needs to be kept on file with your small purchase charge card records.  Failure to have this form on file will result in your card being suspended for 30 days.  The form can be found on the Accounts Payable webpage.
NEVER include your entire 16 digit account number in emails; we only need the last 6 digits!

