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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

Next Reconciliation Dates:

September 20-26

October 22-29

Open Lab Dates & Times:

September 26th 1:30-3:00
October 24th 8:30-10:00
Upcoming Reconciliation Classes:

Sign up through J-ESS

Course number IIS 204
September 6th 2:00-3:30
October 11th 9:00-10:30
GE Contact Information:
Phone General: 1-866-834-3227

Phone genetserivce: 1-800-359-9227
Website: www.genetservice.com
Next Newsletter: October 2007
Reminders!!
Anytime you purchase from a website you need to put their https: address in the description line of the purchase log.

If you hand reconcile do not put the whole account on the coversheet or purchase log-only the last 4 digits.

Expiring Small Purchase & Travel Cards
If your small purchase card is expiring in October 2007 your new card will be arriving in Accounts Payable at the end of September.  We have set up three times across campus that you can come by and pick up your new card.
Tuesday October 16 from 9am-11am Ntelos Room
Tuesday October 16 from 2pm-4pm Taylor 402
Thursday October 18 from 1:30pm-3:30pm Massanutten Hall Room 203
If you are unable to pick up your card during these times you will need to come by our office on the 2nd floor of Massanutten Hall from 8:30-11 or 2-4:30 Monday-Friday.  Please bring your old card to turn in so we can destroy it.

Your card number will not change just your expiration date.  You need to make sure you update your expiration date in eVA once you receive and activate your new card.

[image: image2.wmf]If your Travel Card expires in October a new one will be mailed to the address where you receive your bill.  If you do not have new cards by mid October please contact Jennifer or Tanya.
New Coversheet
The small purchase charge card coversheet is now updated.  There is new wording for the cardholder and supervisor.  Please be sure to read carefully before you sign.
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If you are sending in blanket TA’s with your monthly reconciliation paperwork a roster of names is needed with that TA.
Please remember you shouldn’t be charged sales tax in the state of Virginia.  If you need a tax exempt sticker for your card please contact Jennifer or Tanya.
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There is a new Travel Authorization form on the Accounts Payable website!
It can be found under blank forms on the A/P website.
