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Contact Information:

Jennifer Dellinger
Phone Number:

568-7396

Email:

dellinjx@jmu.edu
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Tanya Shifflett
Phone Number:

568-7395

Email:

shiffltl@jmu.edu
Fax:
568-8920

Next Reconciliation Dates:

January Open 20th-29th
February Open 20th-26th
March Open 20th-28th
Open Lab Dates & Times:

January 24th 10-12
February 20th 2-4
March 22nd 10-12
Upcoming Reconciliation Classes:

Sign up through J-ESS

Course number IIS 204

February 8th 9-10:30

March 7th 8:30-10

GE Contact Information:
Phone General: 1-866-834-3227

Phone genetserivce: 1-800-359-9227

Website: www.genetservice.com
Purpose:
The charge card section of Accounts Payable has created this newsletter to keep our Small Purchase & Travel Cardholders informed of news, reminders and upcoming events as it relates to the Charge Card Program at James Madison University.

This newsletter will be published quarterly: January, April, July, October.

If you don’t have your paper statement in hand for reconciliation or you just want to check on charges you can view your statement at www.genetservice.com
Each Month you have charges you are required to fax the following information to Accounts Payable:

· Signed Coversheet

· Purchase Log

· TA for conference fees or air/rail tickets

· BMC & itemized receipt for pizza purchases if you have the restaurant block lifted

Do you have another org you would like to be able to move charges to during open reconciliation?  
Fill out the IIS Access form page 2 to add orgs, reconcilers and reviewers. http://www.jmu.edu/acctgserv/IIS_Access_Request_Form_pg2.doc
Travel Cardholders:
Balances on travel cards are required to be paid in FULL each month.  Failure to receive reimbursement does not give you permission to pay your bill late.
