JMU Prepaid Card Monthly Reconciliation
U.S. Bank Rewards Cards
For the Month Ending: 	Choose an item.
Fiscal Year:  Choose an item.
Quantity of cards received (should match total on card log):			
Quantity of cards distributed (per card log):					
Remaining cards on hand (received less # distributed):				
Number of card logs attached:							
I understand that I must notify Cash and Investments immediately upon the discovery of any missing cards.
Reconciliation must be reviewed and approved by the approving authority (President, VP, AVP, Dean, Asst. Dean, Director or AUH for the DeptID) monthly. Monthly reconciliation support documents (prepaid card logs)  are to be stored in electronic format that cannot be altered and that is accessible for audit purposes.

Preparer’s Name (EC/PI/SC):					 (Typed or Printed)
Preparer’s Signature:							 Date Signed: 			
Approver’s Name:							 (Typed or Printed)
Approver’s Signature: 						 Date Signed: 			
Departments are to retain this monthly reconciliation, and supporting logs, with monthly reconciliation of funding DeptID.
Monthly cover sheets for July – June of each fiscal year are to be submitted to Cash & Investments annually by July 15th or within 10 days of the event end date. Cash & Investments will not process card orders of funding loads for departments with outstanding documentation.
