[image: image1.png]


JMU Charge Card Newsletter
October 2007

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:

October 22nd-29th 
November 20th-28th 
December TBA

Open Lab Dates & Times:

October 24th 8:30-10:00
November 27th 1:30-3:00
December TBA
Upcoming Reconciliation Classes:

Sign up through J-ESS

Course number IIS 204
October 11th 9:00-10:30

November 1st 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: January 2008
Reminders!!
Please remember to keep your boarding passes for any air travel.
Expiring Small Purchase & Travel Cards
If your small purchase card expires in October 2007 your new card has arrived in Accounts Payable.  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.

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.
Reconciliation Reminders!
Any time someone is being replaced as a reconciler on someone’s MasterCard please make sure to say delete the old reconciler and add the new one on the IIS Access form page 2.
When reconciling your small purchase charge card in PeopleSoft be sure to save often!  After 20 minutes with no saving you become inactive and could lose all the work you have done.

If you have an org or grant that is no longer active or no longer needs to be associated with your card in PeopleSoft, you need to fill out IIS Access form page 2 and let us know to delete that org from your profile.
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Be Aware!

MasterCard will NEVER send you an email or call and ask for any personal information.  If you receive an email or call you are not sure about contact Jennifer or Tanya before giving out your information!

Penalties for infractions on charge cards
Listed below are the penalties for infractions against the travel and small purchase charge cards.  The penalties will be standard to all cardholders and no exceptions will be made.  If you have any questions please contact Jennifer Dellinger at 568-7396 or dellinjx@jmu.edu.

Travel Charge Card
Delinquencies:
30 days delinquent: email warning

60 days delinquent: suspension until paid

90 days delinquent: permanently revoked

Non travel related personal charges on travel card:
1st time: email warning

2nd time: 30 day suspension

3rd time: permanently revoked

Small Purchase Charge Card

Misuse of Restaurant Block being lifted:
Block placed permanently back on card

Late Paperwork, coversheet & purchase log along with any TA’s or Business Meal Certification forms not turned in by the 15th of the month following the statement date:
15 days late: email warning

30 days late: 15 day suspension

45 days late: 30 day suspension (on top of 15 days-total 45 days)

TA-wrong/no signature, book before TA done or before TA has final approval, booked more then 90 days in advance:
1st time: email warning

2nd time: 15 day suspension

3rd time: 30 day suspension

TA-International not approved by Dr Rose before booking:
1st time: 30 day suspension

2nd time: 60 day suspension

3rd time: 90 day suspension

Business Meal Certification Form-wrong signature, not complete:
1st time: email warning

2nd time: 15 day suspension

3rd time: 30 day suspension

Split Purchases, spending more than $4,999 in one day with one vendor without prior approval:
1st time: 15 day suspension

2nd time: 30 day suspension

3rd time: 60 day suspension

Inappropriate expenditures against Policy 4302 Facility Modification/Maintenance:
1st time: email warning

2nd time: Notification to senior management, possibility of 30 day suspension and                               reimbursement of inappropriate expense back to department

3rd time: 60 day suspension and reimbursement of inappropriate expense back to department
