Questions for Small Purchase Charge Cards
1. How do I apply for a small purchase charge card?
Go to the following website: http://www.jmu.edu/accountspayable/  
Under Charge Cards choose the Department Card (Small Purchase) link.  You will enter your e-id and password.  Fill in the boxes of information.  At the bottom of the page, after you have filled out all the information, you will click the next button.  This will bring you to a printable page.  Please print, sign, have your supervisor sign and return to Tanya Shifflett at MSC 5712.

2. What should the transaction limit and monthly purchase limit be?
Transaction limits will be set at $4,999 on all cards.  The monthly limit can be anywhere between $4,999 and $25,000 a month.  If at anytime your monthly limit needs to be adjusted have the cardholder’s supervisor send Jennifer Dellinger (dellinjx@jmu.edu) or Tanya Shifflett (shiffltl@jmu.edu) an email explaining why the limit needs to be changed and it will be changed accordingly.

3. Can you pay for airline tickets on a small purchase charge card?
Yes, you can pay for airline tickets for you or anyone in your department.  Please remember no airline tickets can be purchased more than 90 days before travel. If you feel you need an exception please type up a memo as to why you would like to make your travel arrangements more than 90 days in advance and email it to Sharon Rodgers (rodgersw@jmu.edu) who will then forward your request to Richmond.  When you purchase air line tickets send a copy of your travel authorization in with your monthly reconciliation paperwork.
4. Can you pay for conference fees on the small purchase charge card?
Yes, you can pay for conference registration fees for you or anyone in your department.  Please remember no conference registration fees can be purchased more than 90 days before travel. If you feel you need an exception please type up a memo as to why you would like to make your travel arrangements more than 90 days in advance and email it to Sharon Rodgers (rodgersw@jmu.edu) who will then forward your request to Richmond. When you purchase conference registration fees send a copy of your travel authorization in with your monthly reconciliation paperwork.
5. Can you pay for hotels and rental cars on the small purchase charge card?
No, hotels and rental cars can NOT be paid for on the small purchase charge card.  You can pay for these items using a travel card or personal funds and submit for reimbursement after you travel. You can hold a hotel reservation on the card but cannot pay for the room on the card.
6. What paperwork is required to be sent to Accounts Payable monthly for the small purchase charge card?
Any month you have charges on your small purchase charge card you are required to send in the following information:

1) Coversheet

2) Purchase Log

3) For any food purchases (ONLY pizza vendors and purchases from a grocery store totaling under $50) a Business Meal Certification Form and itemized receipt.

4) For any conference registration fees and air/rail tickets a Travel Authorization form.

Please fax all paperwork to 568-8920 by the 15th of the month following the bill date.  Example: Paperwork for the September 15 bill date is due October 15th.

7. Is it required to reconcile the small purchase charge card in PeopleSoft?
Yes, each small purchase charge card must be reconciled in PeopleSoft monthly.  All charges are required to be moved out of the default account code 130900 and an eVA exclusion or PCO/DO number must be given for each purchase.  In order to be able to reconcile in PeopleSoft you must take IT Training Course IIS204.  Also, an IIS Access form page 1 must be filled out to give you access to the small purchase charge card reconciliation in PeopleSoft, and the IIS Access form page 2 allows you to add orgs to your profile and add reconcilers and reviewers to cards.
8. When is PeopleSoft reconciliation each month?
Reconciliation dates are posted on the Accounts Payable website under announcements but generally run from the 20th of each month until the 27th or 28th.
9. Are you required to move small purchase charge card charges out of the default account code 130900?
Yes.  This should be done during open reconciliation in PeopleSoft, but if not an ATV must be done to move the charges.

10. Are you allowed to purchase from a restaurant on the small purchase charge card?
ONLY PIZZA VENDORS.   Restaurant charges can only be made at pizza vendors, but in order to do that you must first have the restaurant block lifted on your small purchase charge card.  In order to do that a Restaurant Exception form must be filled out and sent to Accounts Payable for approval.  The form can be found on the Accounts Payable webpage under blank forms: http://www.jmu.edu/accountspayable/blankforms.shtml.  Anytime you make a purchase at a pizza vendor a Business Meal Certification Form (BMCF) must be filled out.  The BMCF, along with a copy of the itemized receipt must be sent in with your monthly reconciliation paperwork.

11. Can an employee have more than one small purchase charge card?
No

12. Can a department have more than one card?
Yes, as many people as needed in a department may each have a small purchase charge card.

13. Can someone else in my department use my small purchase charge card?
NO, the only exception to this is while in eVA if the cardholder has been associated with that person.  No other time is it allowed.  NEVER use someone else’s card on the phone, on the internet or in person.
14. Where should my small purchase charge card be kept?
In a locked secure location.

15. Can the small purchase charge card number be faxed or mailed to a vendor?
NO

