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 Declining Balance Card Exception 
Exception Period Date: July 1, 2011 – June 30, 2012
Our financial procedures manual sections 4205:390 & 391 (http://www.jmu.edu/finprocedures/4000/4205.shtml#_Toc460225001) specifically state that gift cards are not to be purchased and used as incentives or non-monetary recognition awards.  The only time an exception is usually granted is through externally funded sponsored-program research and then it is only granted when the funding agency specifically states that payment cards may be used as the incentive.  The state does not allow this type of expenditure and therefore the university must follow the same protocol; failure to do so can result in obligation to repay the university/state funds from non-state resources.
.390 Incentives

To encourage participation in campus surveys and focus groups, an incentive with a value limit of $25 per item may be randomly awarded to a member of the group of participants. Declining balance cards may not be given as incentives. These incentive items are to be coded to 141300.

.391 Non–monetary Recognition Awards

A non-monetary recognition award that is of nominal value (less than $100) may be given infrequently by the department to their students and employees. Examples of these non-monetary recognition awards include: plaques, certificates, trophies, pencils, pens, desk items, cups and mugs. Declining balance cards may not be given as recognition awards.

State the needs of the cardholder to be able to purchase gift cards and how the gift cards will be used:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Department: _______________________; Dept #______________________
Printed Name of Cardholder: ______________________________________
Signature of Cardholder: __________________________________________
Printed Name of Supervisor: ________________________________________
Signature of Supervisor: ____________________________________________
Date: ____________________________________________________________
Please forward this form by scanning to spcc@jmu.edu, mailing to MSC 5712, Attn: Tanya, or faxing to 540-568-6232. You will be notified by email within 3 business days of the status of your request. If approved and you abuse this exception, this will be considered an infraction. Please refer to the Penalties for Infractions list, which is available on the A/P Website, under Small Purchase Charge Cards. 
