Finance Resources for JMU Employees (http://www.jmu.edu/acctgserv/finance_forum.shtml)
These resources are frequently used by JMU employees with fiscal and administrative responsibilities:

· University community memos from Finance:  http://www.jmu.edu/financeoffice/announce.shtml
· Accounting Services frequently asked questions:  http://www.jmu.edu/acctgserv/faq.shtml
· Accounts Payable frequently asked questions:  http://www.jmu.edu/accountspayable/faq.shtml
· University Business Office:  http://www.jmu.edu/ubo/
· JMU STAR – Standard Tool for Accounting Reconciliation – reconciliation tool created to enable users of our Financial Information System (FIS) to reconcile their office data to the university’s finance system:  http://www.jmu.edu/acctgserv/star.shtml
· Financial Reporting Cut-Off Date Schedule:  http://www.jmu.edu/acctgserv/reporting.shtml#cutoff
· Basic Controls for the receipt of funds:  http://www.jmu.edu/finprocedures/4000/4105.shtml#_Toc474657599
· Procurement web page:  http://www.jmu.edu/procurement/
· Information and registering for eVA training and access:  http://www.jmu.edu/procurement/department/jmu_eva/eva_info.shtml
· MasterCard Charge Card information and applications:  http://www.jmu.edu/financeoffice/mastercard.shtml
New fiscal employee “to do” list:

· Submit any appropriate changes to signature authority for affected Deptid#(s), including removing names of past employees

· Request access to the Finance system or update access already in place as duties change or credit cards are added & attend training

· Apply for MasterCard charge cards as appropriate for applicable duties and attend Finance SPCC training if needed

· Submit request for eVA access and attend training

· Request “Introduction to JMU Finance” training from Cash & Investments Office

· Request your name be added to the Finance Forum listserv and attend the monthly sessions by emailing the iis.finance@jmu.edu departmental mailbox
· NOTE:  the Grant & Contract Financial Services office will assist with many of these functions when a new sponsored program has been awarded (http://www.jmu.edu/acadaffairs/grants.shtml) 

Finally, all employees should review the JMU Manual of Policies and Procedures available at:  http://www.jmu.edu/JMUpolicy/.  The following policies are particularly relative for those with fiscal responsibilities:

· 1108 Internal Controls, 1109 Records Management, 1210 E-Commerce

· 4101 Contractual Agreements – Student Clubs and Organizations

· 4201 Procurement

· 4501 University and Affiliated Business – note:  all collection of monies, for any purpose, must first be approved by the AVP, Finance
· 5101 Solicitation for Private Funds – note:  employees are not authorized to accept donations on behalf of the university without prior approval by appropriate authorized administrators


