 COSTCO INFORMATION
How do we continue to buy there?

· Costco only accepts American Express Credit Cards.  Over the counter payments will no longer be an option for JMU buyers once new MasterCards are issued.

· Costco will begin accepting eVA “DO” purchase orders from JMU Departments on November 14, 2005.

Costs of Membership:

· JMU Departments will need to individually apply for membership at Costco.

	Cost to Departments
	Cards Issued

	$50.00/per year
	2 cards for 2 departmental employees

	$50.00/additional per year
	Departmental Card –

Associated with a list of names of departmental employees


How to pay for Memberships?

Through Accounts Payable –

· Request for payment for membership through an accounting voucher.  Confirming order for accounting voucher in eVA.

· Paper Check will be cut to COSTCO.  AP will notify dept. when check is available for pick up from university cashier.

· Justification for membership should be kept by the department – be able to show that your department has saved $50.00 or $100.00 in a year to justify the membership.  This justification is subject to audit.

· Costco will accept only DO’s (not PRs, PCOs or EV’s) and they will need to be presented at the customer service desk prior to the purchase.  The customer will be instructed to go to a specific register when checking out.

· Upon checkout, Costco will give a copy of the receipt to the customer 

and mail the original with the PO paperwork every Monday and Thursday to Accounts Payable.  Accounts Payable plans on paying 

Net 15 following the 5-day wait period for the departments and based on the group of invoices received every Monday and Thursday.

· Be sure to correct coding on faxed invoice from AP and fax back to AP within 5 days if the eVA accounting breakdown does not represent the correct coding of items purchased.  If you fail to do this within 5 days, you will be required to process an ATV and send AP copy of that ATV.

· Accounts Payable will use the DO# as the invoice number for the transaction.

· Refunds will be issued via credits.  Documentation relating to the refund/credit will be sent back to Accounts Payable referencing the original DO#.  AP will key the credit in the invoice # field as 

DO_ _ _ _ _ _ credit.

· There will be an additional 1.5% service charge for processing a purchase order (Costco typically charges 5%).

· Sales Tax Exemption will only be honored on purchases using a corporate card (individual or department).

COSTCO and eVA:

· Costco purchase orders will need to be entered in eVA using the Vendor Ad Hoc process, making certain to select R02 in the PO Category Code field (THIS IS VERY IMPORTANT!!!)

· Costco will not accept declining balance purchase orders.  Unique purchase orders will need to be presented for each visit.  One DO equals one invoice.

· Purchase orders should be “Cost Not to Exceed” Purchase order.  Allow enough cushion in the cost not to exceed estimate to account for 1 ½% service charge as well.

· $100.00 personal reimbursements processed through AP are still an option but only when employee has used their personal membership card.  Sales tax will be charged and will be reimbursed by the university to the employee.

COSTCO  Ad Hoc INFORMATION:
Costco Wholesale #238
1830 Reservoir Street

Harrisonburg, VA 22801

Phone: (540) 432-8989

Fax:   (540) 432-0046

Contact Name: Carolyn Hopper

FEIN: 911223280
PAGE  
                                                                         1



