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I. Introduction

The purpose of this handbook is to address the financial practices and procedures related to the financial planning of a successful short-term study abroad program.
The International Accounting (IA) Office and the Center for Global Engagement (CGE) work closely as a team to provide support for the short-term programs. They share the common goal of each short-term program being a successful and fulfilling experience for both the student and the director. See office contacts below:
International Accounting (IA) 
Massanutten Hall, Suite 351, MSC 5705
[image: ]	Liz Heavner, 8-3479, heavneek@jmu.edu
	Beth Cave, 8-7338, caveex@jmu.edu
Ashley Dean, 8-8959, dean2ad@jmu.edu
Sharon Lorimer, 8-6357, lorimesb@jmu.edu
Alana Miller, 8-4517, milleral@jmu.edu
Faith Sams, 8-3715, samsfe@jmu.edu
CENTER FOR GLOBAL ENGAGEMENT (CGE) 
Madison Hall, 2nd floor, MSC 5731, 100 East Grace Street
	JY Zhou, 8-7002, zhou9jx@jmu.edu 
Katie Sensabaugh, 8-5209, sensabkb@jmu.edu
Angeline McMullin, 8-7599, mcmulja@jmu.edu
Salman Sheikh, 8-5446, sheikhsx@jmu.edu
Lindsey Shantz, 8-4507, shantzld@jmu.edu
Agnes Choi, 8-2662, choiek@jmu.edu
The financial aspects of the programs are divided between the two offices. The IA staff supports the abroad financial aspects, which include pre-payments to overseas vendors via wire transfer, issuance of the Bank of America Program VISA cards, final budget revisions, and spreadsheet/financial report (excel) training. The CGE staff supports the stateside financial aspects, which include the preparation of the original program budget, pre-approvals, stateside purchases, payroll issues, PAR forms, assistance with director travel arrangements, and travel reimbursements.  Out-of-pocket expenses should be avoided.
The Short-Term Program Director will oversee all aspects of the study abroad program. Student advising, recruitment, orientation, curriculum development, travel guide, ensuring the living environment is safe, being aware of student needs, student emergency response, financial management of budget and expenditures, and various duties necessary to provide an enjoyable educational experience abroad. It is recommended that the director have first-hand knowledge of the site location.   
Who is permitted to lead a program?
Any JMU instructional, adjunct, and A&P faculty member is eligible to apply to lead a short-term study abroad program and be considered the program’s primary director. Program directors must be present on campus for entire prior academic year, attend all required meetings in preparation, and have experience and/or recent travel to site, or be working primarily with a recognized study abroad vendor. Prior to proposing a program, applicants must meet with the Director of Study Abroad to discuss feasibility, safety concerns, proposed courses, and other important logistical items. Please note: faculty who have retired from their full-time position at JMU cannot serve as the program’s primary director, but will still be eligible for co-director, instructional, or assistant positions as long as at least 26 weeks have passed since official retirement date. 

II. Operating Procedures
BUDGET
The Short-Term Program financial process begins with the creation of a program budget. The budget and all attachments must be presented in the required format and should be completed with adequate detail. CGE will provide you with the required budget template (Forms, page 31) and will assist you in establishing the preliminary program budget. Final budgets are due in CGE no later than the following:
· Winter Term Programs: November 11th
· Spring Break Programs: February 4th
· Summer Programs:  March 24th 
The IA staff will handle budget revisions made after the due dates for the Winter and Spring Break Programs and after April 1st for the Summer Programs. The short-term programs are self-supporting and have limited funds generated by student revenues.
CONTRACTS & LEASES
Mark W. Angel, AVP for Finance, is the official JMU signatory for abroad vendor contracts, leases, and agreements. Such documents signed by individuals without authority to do so are invalid. Individuals signing contracts without the authority to do so may be held personally liable for payment to the contractor. Send documents requiring signature to International Accounting via email, campus mail, or hand deliver to Massanutten Hall, Suite 351. 
GENERAL LEDGER (PEOPLESOFT)
International Accounting will establish a Local Dept. ID# (800XXX) on the PeopleSoft Finance System for each Short-Term International Program. Tuition and supplemental fees generated for program operation are deposited into the appropriate local dept. ID# and all program expenses will be booked to this specific department.  


TRAVEL PRE-APPROVALS (PA)
CGE creates an “umbrella” travel PA memo in October which will include all programs (Semester Abroad, Winter and Spring Break, Summer Short-Term, and Lifelong Learning programs) traveling abroad.  The memo will include the estimated budget amount.  
CGE will create pre-approvals (PA’s) in Chrome River, one for each program (not for an individual traveler), based on the estimated expenses, by the end of January (November for Winter Break Programs).  
FAMILY MEMBER / TRAVEL COMPANION EXPENSES
Short-Term Program Directors who have previously served as an FMIR in a semester length program should understand that there are significant differences in how the two types of programs are funded and how they operate. The Short-Term Programs are short in duration and the only funds supporting these programs are those derived from the current group of student participants.  Directors and instructors are compensated according to the courses they teach. 
The most significant difference relates to allowable expenses. Per the CGE S/T Faculty Handbook, family members/companions are responsible for all expenses occurring because of accompanying the program. This means that they are responsible for the payment of their own airfare, lodging, meals, admissions, class fees, and travel expenses. Such expenses are not paid with short-term program funds. 
If JMU makes pre-payments that include family expenses, the program must be reimbursed for those costs prior to departure. Family expenses incurred while on location and paid for with program funds must be reimbursed immediately after the event has occurred.
The names and status of all non-students accompanying the program must be listed on the Employee Worksheet tab of the program budget.  This should include all program assistants, family members, and guests.
RENTAL VEHICLE
Rental Vehicle Insurance Coverage: Outside of the territorial USA, individuals are required to purchase LDW and CDW insurance.  Plan for this expense in the program budget.  Do not book the insurance through the rental car website.  It should be purchased when picking up the vehicle in the foreign country. 
What to do if there is an accident or the rental vehicle is stolen?
The driver must report any accident, fire damage, animal damage or any other damage to the police.  This rule applies to minor damages or even to accidents without any involvement of a third party.
Get a copy of the police report – if the police in your country will not respond to the scene of the accident, you should go to the nearest police station to report the incident and obtain a report. This must also be reported, along with the police report, to the rental company. Be sure to get the rental company to provide a document acknowledging the damage.
Pictures of the damage to the vehicle should be submitted to International Accounting and/or CGE within 24 hours of the incident.
Contact the Bank of America Benefit Administrator at 1-800-992-6029 to report damages or theft of the vehicle, regardless of whether your liability has been established.  If you are outside of the United States, call collect at 1-804-673-1675.  The Benefit Administrator will answer any questions you or the auto rental company may have.  
If you do not follow these procedures, you may be personally responsible for any damages that are not paid by the insurance.
Note: The rental car company’s LDW and CDW insurance is the primary insurance for damage or theft of the vehicle.  
Refer to Visa.com/business
JMU has a contract with Enterprise (including National). It is preferred that all programs operating in the United States utilize one of these companies.
CISI INSURANCE
Student participants, program directors and instructional faculty, and paid non-teaching program assistants will be enrolled in an emergency medical and travel assistance plan. This is NOT travel insurance. CGE will initiate the enrollment. Directors may increase their insurance coverage and/or enroll accompanying family members at personal expense.
[image: http://ts1.mm.bing.net/th?id=HN.608012613212900861&w=165&h=165&c=7&rs=1&pid=1.7]PRE-PAYMENTS
Program directors should notify CGE or IA if deposits or pre-payments are needed.  The minimum required deposit will be sent.  Do not use personal funds for program expenses.
Deposits and pre-payments may be handled as follows: 
Bank of America PROGRAM VISA Card payment to Abroad Vendor (Contact IA) 
Pre-payments may be made to overseas vendors for lodging, meals, transportation, admissions, and other program expenses using the Program VISA Card. Program directors will need to complete the Bank of America card application form to obtain a card.  Prior to using the card, the program director must submit a preliminary budget so that the funding limit on the card can be established to cover the amount of the budgeted pre-payments.  IA requires an adequate number of student deposits before any pre-payments can be made.  The program director will contact the vendor directly to make the payment. Invoices or receipts must be provided to IA to substantiate all pre-payments made with the VISA Card. It is important that you know your vendor’s refund/cancellation policy.  
WIRE TRANSFER OR ACH TO OVERSEAS VENDORS (CONTACT IA)
Program funds may be wired directly from your program’s account (Dept. ID# 800XXX) to the specified overseas vendor. A preliminary budget, detailed vendor invoice, and written instructions from the program director are required before a transfer is initiated. The instructions must include the beneficiary’s account name, IBAN or account number, address, bank name, branch bank address, amount to transfer, SWIFT and Sort Code. Depending on the country, additional information may be needed. (Wire Transfer Form, page 37). Transfers can be made in US dollars or in foreign currency. The director is responsible for verification of invoice details. It is important that you know your vendor’s refund/cancellation policy.  
PAYMENTS WITH A CHECK (CONTACT CGE)
Stateside vendor payments can be made via a US dollar check. This method requires a request from the program director, a detailed vendor invoice, and any other information that adequately supports the request.
CREDIT CARD PURCHASES (CONTACT CGE)
The program director may contact CGE to use a CGE VISA Small Purchase Charge Card (SPCC) to arrange for pre-payments to stateside vendors. Do not use personal credit cards for program expenses. 
AIRFARE
Payments for flights cannot be made until CGE has approved the program budget and has confirmed the program will run.  CGE will issue a pre-approval (PA) in Chrome River for each program before airfare can be purchased.  Directors are required to make flight reservations with a travel agent, not directly with an airline.  Once the least expensive round-trip economy class ticket has been selected, CGE will authorize payment. Upgrades to economy-class tickets, i.e. seating assignments, extra baggage, wifi, etc., will need to be paid with personal funds, including any date changes. If making flight arrangements for accompanying travel companions such as family members, the director will need to give personal payment authorization to the travel agent. If traveling before or after program for personal reasons, a cost comparison must be submitted to CGE for airfare. If the amount exceeds the cost for an economy round-trip ticket to the location of the program, the director must reimburse the surcharge.  You may use your program VISA card for routine baggage fees. CGE cannot guarantee reimbursement for flights paid with personal funds.
TRANSPORTATION TO AND FROM AIRPORT
A JMU vehicle and driver can be scheduled to take directors to and from the airport. Please complete the transportation worksheet and submit to CGE. If you plan to drive to the airport be sure to complete the Personal Vehicle Use Form with JMU Transportation.

LODGING (INCLUDING ALTERNATIVE LODGING: AIRBNB AND VRBO)
CGE is committed to developing programs that facilitate access and inclusion of all student groups, including providing access to students from all socioeconomic levels.  An important priority is developing affordable programs that minimize the cost for students.  Director lodging has a direct impact on cost for students, so CGE encourages faculty to select cost-effective lodging.  While directors are allowed in some instances to book lodging up to the full per diem, this is only allowed in cases when a program’s budget can handle the larger expense and/or there are limited options in each location.  In situations where lodging is over the per diem or does not meet the criteria listed previously; the program director will be responsible for reimbursing the program. In all cases, if there is an extra per-person expense for lodging for individuals who are not officially part of the program, the program director must reimburse this additional expense. This policy applies to all types of housing involved with study abroad programming.
The University has updated the policy on using alternative lodging such as Airbnb and VRBO. There is a mandatory form that must be completed, “Alternative Lodging Request Form”. A comparison of the cost of the alternative lodging versus the cost of a hotel needs to be attached showing the cost benefit to the University, along with the proposed method of payment. The request form should be submitted to International Accounting, along with the cost comparison, links to lodging selected and any back-up documentation, within 14 days prior to booking.  IA will then submit the request to the Associate Controller for Accounting Operations and Disbursements for approval.  Once approved by the AVP, Finance (or designee: Associate Controller for Accounting Operations and Disbursements) the lodging can be booked.  
If you plan to use the program VISA card to book lodging, consult with International Accounting to determine the amount of funds needed on the card.  
Directors can plan to travel 2 to 4 days before the program start date and 2 to 4 days after the program end date (based on the official dates provided on the budget worksheet) for a maximum of 8 days. Be sure to contact the owner of the property to ask questions and authenticate the property’s location and existence.
SUPPLIES, BOOKS, EQUIPMENT
CGE will order supplies, books, and/or equipment in compliance with standard procurement procedures.  Items will need to be listed on the budget in the Equipment and Bookstore tab and approved by the Executive Director of CGE.  Items like water test kits, flashlights, hand tools, art or craft supplies like paint, canvasses, or glue must be procured through an eVA vendor. Any Amazon purchases will need to go through CGE. Amazon is not an approved vendor, though CGE can go through JMU Procurement to request an exception.
Equipment (drones, cameras, and rarely laptops, etc.) purchased with program funds must be returned to CGE.  If not JMU will withhold the Director’s pay until the item(s) are returned.
When purchasing souvenir type items for students with program funds, there is a $25/participant limit. Souvenir items include T-shirts, postcards, etc.
The “State-side Purchasing Request” form must be filled out prior to any purchase and submitted to CGE.
Stateside out-of-pocket expenses for supplies, books, and equipment are NOT reimbursable.
PRE-DEPARTURE/POST-PROGRAM MEALS
Contact CGE when planning orientation and/or post-program meals. The use of on-campus facilities is strongly encouraged.  Only Aramark food is allowed on-campus. Contact CGE for the prior approval to bring in outside food. Pizza delivery is the exception. Tips must not exceed 20% of the amount before tax and the delivery fee; the total expense must be within the per diem. Any out-of-pocket expenses without prior approval will not be reimbursed.  
Off-campus restaurant expenses need to be within the per diem per person, and tips should not exceed 20% of the amount before tax.  Anything over will not be reimbursed.  
Expenses for off-campus, non-restaurant functions, i.e. a barbecue or brunch at the director’s home, are reimbursable with an itemized receipt, up to the allowable per diem rates.
Reimbursement requests should be submitted to CGE within 2 weeks of the transactions or before departure, whichever comes first.
To ensure timely completion of financial reports including any balances, please plan any post-program meals by September 30.
PROGRAM DIRECTOR MEAL ALLOWANCE
Program directors will use the meal allowance budgeted under Director Meals as a meal stipend when they travel, as long as the daily meal allowance does not exceed 50% of the U.S. Department of State meal per diem. This percentage will allow the directors to plan one group meal per week with students and not exceed allowable amounts. With this procedure, directors can opt to receive the funds for meals by direct deposit or withdraw cash while abroad. If electing to have the funds direct deposited, International Accounting will prepare the documentation to have the funds deposited into the director’s bank account. The director will then use personal card or cash to purchase meals. No receipts will need to be kept or submitted. If electing to withdraw cash, the director will sign the meal allowance form rather than keeping each meal receipt. See Short Term Program Director Meal Allowance, page 27 & Director Meal Allowance Distribution, page 29 for full policy and procedures.
INTERNATIONAL PHONE SERVICE
Telephone services are continuing to evolve. The current options are:
· Prepaid eSIM plan
· Purchasing a SIM card abroad
· International phone plan through current service provider
Talk to International Accounting prior to travel to review the best option.

 Lengthy periods of roaming will not be reimbursed, roaming must be turned off.  Pocket wi-fi devices are available through JMU Telecom.
PAYMENT OF EXPENSES WHILE ABROAD 
Program funds needed for payment of expenses incurred while abroad may be obtained as follows: 
1. Bank of America Program VISA Card - used for both point-of-sale and cash withdrawals 
2. Cash Advance - for cash transactions
3. Wire Transfers – to pay large dollar amount invoices
4. Western Union Retail Payment – for cash on the ground
5. Personal Credit Card –for emergency use only
A detailed accounting of how the funds are spent abroad is the responsibility of the program director and such records must fulfill all internal and external audit requirements. Program directors are encouraged to pre-pay as many program expenses as possible to alleviate the need to carry large sums of cash during the program. 
BANK OF AMERICA VISA CARD 
A program VISA Card, issued by Bank of America, will be obtained for each program director and co-director. 
The program VISA Card provides an increased level of safety for the program director and added security of program funds, while also giving JMU a viable method in which to deliver emergency financial assistance to the program while abroad. Using this card abroad makes the recordkeeping function more streamlined and efficient and diminishes the potential for co-mingling of personal funds with program funds.
The process to obtain a program VISA card is as follows:
· Every program director receiving a card will need to complete training and sign the application.  The training is located at the following link (Application, page 36):  
https://www.jmu.edu/computing/ittraining/e-training/IAPCC/
· International Accounting will email the link and include program specific information (dept id, dept name, etc.) needed when completing the application after attending the financial procedures meetings.
· Once the application has been completed print, sign and send to International Accounting, by intercompany mail to MSC 5705 or scan as an email attachment.
· International Accounting will review the application, and the IA Manager will sign the application. 
· IA will enter the application in BoA Works. Cash & Investments will set up the card and cardholder information in PeopleSoft.
· Bank of America WORKS (worksnoreply@works.com), will send a welcome email to cardholders to log in and create a password.  This email will contain the cardholder’s name, email address, and the URL to finish setting up the account. 
· The “Username” will be the cardholder’s e-id and the associated email will be the @jmu.edu address. 
· BoA Works gives cardholders online access to view card activity.
· Cardholders will receive an email from IA when the card arrives and will set up a meeting to pick up the IAPCC card.
· Program Directors will need to call BOA to activate the card. The activation code is 216 followed by your nine-digit employee number.  The PIN will also be set up at this time.
· Each program director will be required to sign (1) the Commonwealth of Virginia Purchasing Card Employee Agreement (Agreement, page 38) and (2) the JMU Request for Advance to acknowledge the credit limit available to them (Advance, page 39). 
· Use of the program VISA Card is restricted to making pre-payments to overseas vendors and payment of program expenses while abroad.
· DO NOT use this card for stateside program purchases or personal transactions. (Goods that are purchased stateside, such as books, equipment, reference items, and miscellaneous supplies must be coordinated with CGE).
· International Accounting will set the credit limit according to the program budget.  
· IA will plan with each director the funds needed abroad based on the “Expenses Abroad” category total from the budget. 
· The available credit on the card declines as the funds are spent, cardholders will need to track their spending.  
· Program cash abroad may be obtained by ATM withdrawal or by a cash advance inside the bank.
· DO NOT zero out the card at end of program. At least $50-$100 should be left for any transactions that still may need to be posted.
· International Accounting will reconcile the expenses to program’s local dept. ID# 800XXX once the program has concluded. 
DYNAMIC CURRENCY CONVERSION (DCC)
All charges on the program VISA card should be processed in each country’s local currency with conversion taking place at Bank of America. Merchants may offer to convert foreign transactions to US dollar values. This is very costly to your program.  When possible, avoid Dynamic Currency Conversion.
ATMs are now using Dynamic Currency Conversion as well. If given the option, select to process the transaction in foreign currency.  It is recommended to use ATMs attached to a bank rather than ATM kiosks.  Kiosks target tourists. If a cash withdrawal is processed in USDs, be sure to get a receipt or record the amount of foreign currency withdrawn in your cash book.
CASH ADVANCE
Programs requiring a US dollar cash advance must submit the request to International Accounting at least 30 days prior to departure. The advance funds will be deposited directly to the director’s bank account and the director will then withdraw the cash from their bank to take abroad.
Carrying large amounts of money presents many security concerns. Travelers are advised to limit the amount of cash on their person. Each country has an established limit of funds that can be transported abroad and those funds must be declared. Funds above the limit may be seized. In addition, you may face restrictions or taxes. The IA office will assist each program with obtaining any cash required up to the allowable limit of that country. 
RETAIL PAYMENTS
International Accounting has the ability to send cash via Western Union. IA can schedule cash to be sent to Western Union locations in various countries.  The program director can then pick up cash in country. 
PERSONAL CREDIT CARD (EMERGENCY USE ONLY, AVOID IF POSSIBLE)
Do not use personal funds for program expenses.
If an emergency arises, contact IA immediately.  IA will work with directors to ensure funds are available as soon as possible. If needed, a personal credit card may be used on behalf of the program in emergency situations. CGE will submit the receipt(s) to JMU Accounts Payable through Chrome River. Reimbursement is not guaranteed.
NON-ALLOWABLE PROGRAM EXPENSESAdditional improper/disallowed public funds expenditures are itemized in the JMU Financial Procedures Manual sections 4205.321 and 4215.372, and on the JMU Accounts Payable website.  Program Directors will be required to reimburse the program for improper expenditures.

· Do not purchase alcohol with program funds.
· Student or director medical expenses should be paid by the individual. If program funds are used for this purpose, the individual is responsible for full reimbursement to the program. 
· Purchase of gifts and flowers is considered an improper use of public funds per State and University procedures.  
· Items from the JMU Bookstore must be listed on the program’s budget “Equipment and Bookstore Items” tab and approved by the Executive Director of the Center for Global Engagement. There is a $50.00 cap per item. (Budget, Equipment & Bookstore Items tab, page35).
· Avoid making loans to students except in emergency situations.
· Do not purchase personal toiletries (i.e. shampoo, conditioner, toothpaste, deodorant, etc.).
· Amazon purchases.
RECEIPT DETAILS
· All expenses must be supported by adequate documentation. If submitted for reimbursement at JMU, would it meet the approval of the State of Virginia?
· Itemized receipts must be submitted with the completed Financial Report.
· Credit card receipts alone are not considered adequate documentation. Obtain actual receipt details.
REFUNDS / REIMBURSEMENTS COLLECTED WHILE ABROAD
All refunds/reimbursements collected while abroad must be recorded on the Financial Report worksheet. They should be recorded as a credit within the category from which the expense was originally made, the net effect on category expenses being zero. Refunds may be collected from vendors, students, non-student guests/visitors, etc. and become part of the program’s cash fund rather than a deposit into the bank account.
All program related payments should be made, and any account credits or refunds should be collected while abroad. It becomes very difficult to settle such matters once the program director has returned to JMU.   
OTHER OPERATING PROCEDURES
CASH DISTRIBUTION TO STUDENTS
Cash disbursements are often made to students by program directors. This allows the students to pay for individual meals, city transportation, or cultural events/tickets during the program. Such disbursements require a signature from the recipient, disbursement date, amount distributed, and purpose. A cash disbursement template has been created to assist in recording this activity. For ease of use while abroad, the template may be prefilled with names of student participants prior to departure. Plan cash allowances in whole amounts (10-20) for ease of handing out funds.  (Student Cash Distribution Form, page 30).  
PREPAID DEBIT CARDS
Vendors that accept cash as payment are decreasing, and fewer ATMs are available. To assist directors in giving students their meal allowances more effectively, International Accounting has been utilizing prepaid debit cards. In lieu of handing out cash to students for their allowances, those funds can be loaded on the cards. The funds can be scheduled in several increments during the program. Students will be able to use the prepaid cards abroad. This will reduce the need to visit ATMs multiple times.
PROGRAM VS. PERSONAL FUNDS
Do not co-mingle program and personal funds. Do not use personal funds to pay for program expenses.  If personal funds are utilized for program expenses, the Director/Assistant should be reimbursed immediately from program funds to maintain an accurate balance of available program monies. If program funds are utilized for personal expenses, the program should be reimbursed immediately after the event has occurred. Otherwise, those funds are no longer available for use on behalf of the program or students. Appropriate documentation is required in both instances.  Use the Program VISA Card for program expenses abroad and not your personal credit card.
ENDING PROGRAM CASH-ON-HAND
All foreign currencies on-hand, other than British Pounds or Euros, should be spent on the students or exchanged for US dollars prior to your return. Otherwise, Program Directors will be required to purchase all other foreign currency. The number of coins returned should be limited as traveling with a large number of coins is difficult.  


PROGRAM SURPLUS
Short-Term International Programs may carry forward a maximum balance of $2,000 from year to year.   There will be no student refunds.
COLLECTION OF STUDENT FUNDS
Directors should not collect cash from students for added program related activities.  The budget should account for all activities. 
COMPENSATION 
PROGRAM DIRECTORS
Payroll for Short-Term Programs is handled by CGE. Two-thirds of the salary for Program Directors will be processed during the program, in up to four consecutive disbursements. The final one-third payment will be released upon satisfactory completion of the Director’s financial responsibilities. Such responsibilities include the timely and accurate submission of the Financial Report as well as the settlement of all financial obligations abroad. The holding of the remaining third of salary also applies to co-directors and/or program assistants who are assigned a program VISA card.  (Inform CGE of any alternate compensation sources (i.e. departmental or grant funding).)
Directors and instructors are compensated according to the courses they teach, Short-Term Programs do not have an option for a Director’s fee.  
PROGRAM ASSISTANTS & SUPPORT PERSONS
Compensation for all program support persons and assistants will be handled stateside through the JMU Payroll department. Program Directors will work with CGE to initiate the payment process prior to leaving the country.
Categories have been established to define the varied program support roles. This has been done to promote consistency in compensation throughout the programs and to be in compliance with IRS regulations. CGE will determine, with input from each Program Director, the proper classification of all persons traveling with their program. See details on Budget, Employee Worksheet tab (page 34) and in the CGE S/T Faculty Handbook.
Cash wages must not be paid to U.S. citizens abroad (this includes JMU students).  All wages paid to U.S. citizens must be processed through JMU Payroll.
The Center for Global Engagement requires each program to have two program staff traveling with the program. If the program has one director and one non-teaching assistant, the one non-teaching assistant can have airfare, lodging, meals, excursions and any other program expenses covered. The non-teaching assistant will also receive a $500 stipend for the full duration of the program. If the program has multiple directors or instructors, the non-teaching assistant compensation will be as listed on the chart on the Compensation Reference tab of the budget and will be responsible for any additional expenses (including airfare, lodging, meals, etc.). If your program has one director and multiple non-teaching assistants, only one assistant may have all expenses included.
FINANCIAL EVALUATION FORM
Directors may receive a financial evaluation. This will provide a measure of performance for director’s handling of their program’s administrative and financial responsibilities. It will also provide directors with the opportunity to comment on the existing financial process and offer comments or suggestions for improvement.  An electronic copy of the evaluation will be shared with the Program Director, the Executive Director of the Center for Global Engagement and the Director of Study Abroad.  Directors will be provided an area to write their comments. The signed evaluation with any comments should be returned to International Accounting.
III. Expenses Abroad                                                                     

EXCEL WORKBOOK DESCRIPTION
The Excel workbook is a required reporting format created by International Accounting. The workbook is to be utilized by all Short-Term Program Directors to record all cash and program VISA card expenses. The Expenses Abroad Detail worksheet must be completed in the prescribed format and turned into International Accounting within two weeks of the program’s conclusion. The workbook is designed to be user friendly, and when completed correctly, provides the information necessary for inclusion in the University financial statements.
The workbook consists of six worksheets listed as follows: (1) Instructions, (2) ATM-Bank Fees (page 21), (3) Expenses Abroad Detail – Directors enter expenses on this worksheet only (pages 17-19), (4) Budget vs. Actual Detail (page 22), (5) Summary Financial Report (pages 25-26), and (6) IA Use Only.  
See pages 17-26 for samples of worksheets #2-5 and instructions for their completion.
All supporting documentation, itemized cash receipts, ATM and currency exchange receipts, credit card receipts with detailed vendor receipts, cash book, cash distribution sheets, and ending cash-on-hand must accompany the report when turned into International Accounting. These records must be legible and have sufficient detail to satisfy both University and State audit requirements. Copies of all completed reports will be maintained in IA. All original reports and supporting documentation will be forwarded to CGE for additional review and subsequent approval. CGE will maintain the original files as the official University record and will serve as a central location for audit purposes.
EXPENSES ABROAD DETAIL - INSTRUCTIONS
This worksheet provides a method by which program expenses incurred abroad can be properly listed and categorized. If initial expense data is entered properly on the worksheet, all foreign currency amounts will be calculated automatically, and the results will update to the appropriate worksheets in the workbook. Cells have been formatted to accommodate foreign currencies, foreign exchange rates, the USD$$ value, USD$$ sub-totals and totals.  
To record expenses, complete the worksheet as follows:
1. Date: Enter as mm/dd
2. Expense Description: Enter adequate expense detail. (i.e. vendor name, admission or excursion site, restaurant name, etc.). Enter only one transaction per row. To insert additional rows, see instructions on page 16.
3. Credit Card Expense:  Enter the foreign amount spent on the program VISA Card, under the “Credit Card” column. Use the Bank of America bank statement or Bank of America on-line system to obtain the US dollar value of the charge and enter in the USD$$ column.
4. Cash Expense:  Two columns are available. This allows for a separate accounting of cash spent by program co-directors and/or assistants. Enter the foreign amount in the appropriate column. 
5. Exchange Rate: Column is used for cash expenses only. Enter the average exchange rate in this column for each cash expense. Weighted average exchange rates are computed on the ATM – Bank Fees worksheet. (Instructions and worksheet on pages 20-21).
6. USD$$ Value:
a. Cash Expenses - Column contains a formula to automatically calculate the US dollar value of each cash expense when both a foreign amount & an exchange rate is entered on the worksheet. 
b. VISA Card expenses - Director must enter the exact US dollar amount as shown on the Bank of America on-line account activity or bank statement.  (This will overwrite existing formula in that cell).
c. US dollar receipts - Director must enter the exact US dollar amount as shown on the receipt.  (This will overwrite the existing formula in that cell).
7. USD$$ Sub–Total: Calculates totals per category automatically. Do not enter data in this column. Values will automatically compute in this column and update to “Budget vs. Actual” worksheet (page 22). 
8. Category Totals: Total expenses for Instruction, Auxiliary, and Academic Support categories automatically calculate using the USD$$ sub-totals from each individual expense category. Do not enter data on the total lines. 
9. Total Expenditures Abroad: (1) “USD$$ Value” total is calculated by adding all expenditures listed in the USD$$ Value column. (2) “USD$$ Sub-Totals” for Instruction, Auxiliary (student), and Academic Support are added together in the Total Expenses Abroad row in order to calculate the total abroad expenses. Totals from (1) and (2) will reflect the same amount if expense data has been entered correctly.  Do not enter data on these total lines. 
NEED TO ADD A ROW?
To insert a new row, right-click on a row number, then click on “Insert” from the pop-up menu. A new row has now been inserted. Next, highlight a row within the same category, right click then click on “Copy” from the pop-up menu. Highlight the added row, right click and click on “Paste”, and hit the Enter key. This will add the formats/formulas to the new row. Enter expense data as usual. 
IMPORTANT!
Avoid inserting a row above the first row or below the last row in a category as this will alter the “total” formula for that category.
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ATM – BANK FEES 
1. Average Exchange Rate: Using your Bank of America bank statements and on-line account activity, record all ATM cash withdrawn on the ATM Cash Withdrawals worksheet. List both the foreign amount and the US dollar value of each withdrawal. Complete a separate column for each cardholder. List withdrawals in date order.
2. The ATM Cash Withdrawals worksheet will automatically compute the total cash withdrawn for all cardholders and will calculate a weighted average exchange rate based on the amounts entered in the worksheets. Enter this calculated rate for each Cash Expense listed on the Expenses Abroad Detail tab (pages 17-19).
3. ATM Fees: Enter any ATM fees incurred per month, per card on the ATM Fees worksheet to calculate the monthly ATM fee totals. (Page 21). Enter total fees calculated per month, per card, on Expenses Abroad Detail worksheet.


















ATM CASH WITHDRAWALS/FEES
[image: ]



BUDGET VS. ACTUAL COMPARISON 
This worksheet will provide a comparison of budget numbers to actual program expenses abroad. This comparison, shown in both foreign currency denominations and in US dollars, provides a way to monitor the program’s financial status per category on an ongoing basis. The “Budget vs. Actual” worksheet will update automatically each time an entry is made to the “Financial Report” worksheet. 
IA will enter all budget numbers once budget is finalized. For all other data, this worksheet is formatted, and formulas are established which allow all computations to occur automatically. 
“Category Totals” and “Total Expenditures” should agree to those same totals reflected on the “Expenses Abroad Detail” worksheet.  
Data contained in the “USD$$ Actual” column automatically updates to the Summary Financial Report “Abroad Expenses” column (page 25). 

DO NOT ENTER EXPENSES ON THIS SHEET
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SUMMARY FINANCIAL REPORT 
Directors do not enter expenses on this sheet.
The Summary Financial Report worksheet provides a comprehensive financial picture of each S/T Program upon conclusion.  All financial activity during the program, including pre-payments and stateside expenses, is reported on this worksheet. (Pages 25-26).
1. Page 1 reflects the total financial activity of each Short-Term International Program. The report is divided into multiple sections with the revenue and expenditure sections being presented in columnar format.  Revenues are recorded as being collected stateside or abroad, while expenses are recorded based on where the monies are spent: Stateside Expenses (JMU PeopleSoft), Pre-paid Abroad Expenses (wire transfers or check), or Abroad Expenses (cash or credit card).  Within those three columns, expenses are further categorized based on their purpose.  
2. Page 2 is where all program equipment is to be listed. The equipment information will be forwarded to JMU Plant Fund Accounting (Fixed Assets) for inventory and tagging purposes.  
3. Explanation of the Form:
· General Program Information
· Program Revenues
· “Total Revenues Collected” refers to the amount of tuition and program supplemental fees paid to the University Business Office by the students.
· “Balance Forward Prior Year” refers to the program balance on hand at 7/1/XX. 
· “Plus: Reimbursements/Other” refers to funds collected stateside other than student tuition and supplemental program fees. 
· Program Expenses
Current expenditures must be included in this section for the report. All program expenditures should be classified as Instructional, Auxiliary (Student), or Academic Support (Administrative). IA will enter the amounts for all Stateside and Prepaid Abroad Expenses.

· “Stateside Expenses “(JMU PeopleSoft) refers to those expenses that are both incurred and paid stateside. 

· “Prepaid Abroad Expenses” (Wire Transfers or Check) refers to those expenditures that have been prepaid by JMU on behalf of the program for goods/services to be delivered or performed abroad.

· “Abroad Expenses” refers to expenses that are actually incurred and paid by cash or with credit card while on location abroad, as well as all pre-payments made using the program VISA card. This is the section that details the expenditure of funds that have been advanced to the director for this purpose. The accounting of the expenses reported here is the sole responsibility of the program director. Such records must contain adequate detail to conform to University and State audit requirements.
· Net Surplus/(Deficit)
“Net Surplus/ (Deficit)” is the ending program balance. This amount, plus/minus adjustments for cash-on-hand or out-of-pocket expenses to be reimbursed, should balance to the program’s general ledger account (JMU PeopleSoft). Program Directors must provide a reasonable explanation of any deficit or excessive surplus. Any program cash-on-hand must be returned promptly to International Accounting.
· Equipment on Hand
Section will list all equipment on hand at start of program giving a full description of item, date of purchase, purchase price, and current location.
	
· Equipment Purchased
 
Section will list all equipment purchased/to be purchased during the current program giving a full description of item, date of purchase, purchase price, and current location.

· Review dates and signatures
The Expenses Abroad Detail report is due to IA within two weeks of program conclusion. The Program Director will sign and date the Summary Financial Report after review and approval by IA. 
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IV. Forms 
DIRECTOR MEAL ALLOWANCE
[image: A document with text on it

AI-generated content may be incorrect.]
[image: A form with text and a box

Description automatically generated with medium confidence]

DIRECTOR CASH DISTRIBUTION FORM
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 STUDENT CASH DISTRIBUTION FORM
[image: ]
SAMPLE

BUDGET (PAGE 1)
[image: A screenshot of a document
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BUDGET (PAGE 2)
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BUDGET (PAGE 3) 
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BUDGET (PAGE 4)
EMPLOYEE WORKSHEET
[image: A close-up of a document
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BUDGET (PAGE 5)
EQUIPMENT & BOOKSTORE ITEMS
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IAPCC APPLICATION
[image: A close-up of a form

Description automatically generated]


WIRE TEMPLATE
[image: ]
CARDHOLDER AGREEMENT 
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REQUEST FOR ADVANCE
[image: A screenshot of a computer

Description automatically generated]
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FINANCIAL EVALUATION (PAGE 1) 




















AVAILABLE SPEND (BALANCE)
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FINANCIAL EVALUATION (PAGE 1)
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FINANCIAL EVALUATION (PAGE 2)
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FINANCIAL EVALUATION (PAGE 3)
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1)

2)

3)

4)

5)

6)

7)

EXPENSE CREDIT CARD CASH #1 CASH #2 EXCHANGE USD$$ USD$$

DATE CATEGORIES EXPENSE EXPENSE  EXPENSE RATE VALUE Sub-Total

INSTRUCTION:  Credit Card Cash #1 Cash #2 Exch. Rate USD$$ $$Sub-Totals

GUEST LECTURERS AND GUIDES    (INCLUDE TIPS)

6/1 Louvre museum lecturer € 75.00 $84.04

6/1 Louvre museum lecturer tip € 10.00 1.1306 $11.31

€ 75.00 € 10.00 € 0.00 $95.35

FACULTY SALARIES / ACADEMIC FEES

6/15 Trinity College - Studio Rental € 25.00 1.1306 $28.27

$0.00

€ 0.00 € 25.00 € 0.00 $28.27

ADMISSIONS & TICKETS

6/7 Cork Film Festival 12 x 10 Euros € 120.00 1.1306 $135.67

6/7 Cork Film Festival - reimb for family member (€ 10.00) 1.1306 ($11.31)

6/10 Eiffel Tower Admission 13 x 10 euros € 130.00 $147.77

6/10 Eiffel Tower Admission - reimb 2 tickets for guests (€ 20.00) 1.1306 ($22.61)

6/12 National Theatre tour 11 tickets + 10 Euro tip € 120.00 $135.52

$0.00

€ 250.00 € 90.00 € 0.00 $385.04

BOOKS

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

EDUCATIONAL EQUIPMENT/SUPPLIES

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

TRANSPORTATION    (INCLUDE TIPS FOR DRIVERS)

6/15 Dublin Bus Transport - group fare € 245.00 $276.99

6/15 Bus Drive Tip € 25.00 1.1306 $28.27

$0.00

€ 245.00 € 25.00 € 0.00 $305.26

EXCURSION LODGING    (INCLUDE TIPS)

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

MISCELLANEOUS EXPENSES

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

€ 570.00 € 150.00 € 0.00 $813.92



MISCELLANEOUS EXPENSES TOTAL

INSTRUCTION TOTAL

EXCURSION LODGING TOTAL



BOOKS TOTAL



TRANSPORTATION TOTAL

EDUCATIONAL EQUIPMENT/SUPPLIES TOTAL

EXPENSE REPORT ABROAD

800XXX (Program Name) 20XX

Worksheet Instructions: (for detailed instructions see Financial Procedures Handbook)

List ONE transaction PER line

List vendor name / merchant name

GUEST LECTURERS AND GUIDES TOTAL

Bank Fees - Enter total for month per card

Cash Refunds/Reimb. - Record cash received as a negative (credit) amount within category of original expense

Foreign amounts to be listed in Euros



Credit card transactions - must use on-line banking access to obtain USD amount

Cash transactions - must enter exchange rate



ADMISSIONS & TICKETS TOTAL



FACULTY SALARIES / ACADEMIC FEES TOTAL
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AUXILIARY(STUDENT):  Credit Card Cash #1 Cash #2 Exch. Rate USD$$ $$Sub-Totals

STUDENT LODGING      (INCLUDE TIPS)

6/30 The Paris Foyer - closing bill € 1,250.00 $1,400.75

6/30 Tip to the Foyer housekeeping staff € 40.00 1.1306 $45.22

€ 1,250.00 € 40.00 € 0.00 $1,445.97

STUDENT MEALS / ALLOWANCES

6/1 Week 1 allowance 11 x 7 x 15 Euros € 1,155.00 1.1306 $1,305.84

6/8 Extra allowance for dinner 11 x 5 Euros € 55.00 1.1306 $62.18

6/12 Alessandro's Kitchen- group dinner € 325.00 $0.00

6/12 Alessandro's Kitchen - tip € 48.75 1.1306 $55.12

$0.00

€ 325.00 € 1,155.00 € 103.75 $1,423.14

DIRECTOR'S LODGING     (INCLUDE TIPS)

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

DIRECTOR'S MEALS  (INCLUDE TIPS FOR MEALS)

6/1 Week 1 Meal Stipend - D. Madison  7 x 20 Euros € 140.00 1.1306 $158.28

6/1 Week 1 Meal Stipend - D. Dog 7 x 20 Euros € 140.00 1.1306 $158.28

$0.00

€ 0.00 € 140.00 € 140.00 $316.56

EXTRACURRICULAR / SOCIAL

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

ORIENTATION

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

MEDICAL

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

MISCELLANEOUS EXPENSES

$0.00

$0.00

€ 0.00 € 0.00 € 0.00   $0.00

€ 1,575.00 € 1,335.00 € 243.75 $3,185.67

EXTRACURRICULAR / SOCIAL TOTAL

STUDENT LODGING TOTAL



STUDENT MEALS / ALLOWANCES TOTAL



ORIENTATION TOTAL



DIRECTOR'S LODGING TOTAL

MISCELLANEOUS EXPENSES TOTAL

AUXILIARY(STUDENT) TOTAL

MEDICAL TOTAL



DIRECTOR'S MEALS TOTAL
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ACADEMIC SUPPORT:  Credit Card Cash #1 Cash #2 Exch. Rate USD$$ $$Sub-Totals

DIRECTOR'S TRAVEL 

5/29 Taxi from airport to Hotel - Director € 4.70 1.1306 $5.31

7/1 Taxi from Hotel to airport - Director € 4.85 1.1306 $5.48

7/2 Dulles airport - parking fees $75.00

$0.00

€ 0.00 € 4.70 € 4.85 $85.79

 BANK FEES  -  List Total Fees per month, per each card

6/30 June Fees - Card #2345 $68.25

6/30 June Fees - Card #3456 $72.14

$0.00

€ 0.00 € 0.00 € 0.00 $140.39

TELEPHONE / INTERNET EXPENSES

€ 0.00 € 0.00 € 0.00 $0.00

ADMINISTRATIVE / MISCELLANEOUS EXPENSES

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

ADMIN / EQUIPMENT / SUPPLIES 

$0.00

$0.00

$0.00

€ 0.00 € 0.00 € 0.00 $0.00

€ 0.00 € 4.70 € 4.85 $226.18

TOTAL EXPENDITURES ABROAD € 2,145.00 € 1,489.70 € 248.60 $4,225.77 $4,225.77



ACADEMIC SUPPORT TOTAL

TELEPHONE / INTERNET EXPENSES TOTAL



BANK FEES TOTAL



DIRECTOR'S TRAVEL  TOTAL



ADMIN / EQUIPMENT / SUPPLIES  TOTAL

ADMINISTRATIVE / MISCELLANEOUS EXPENSES TOTAL


image7.emf
Director Name: Dolley Madison Director Name:  Duke Dog

Card #: xxxx-xxxx-xxxx-0000 Card #: xxxx-xxxx-xxxx-0000

Date EURO'S USD  ATM Fees Date EURO'S USD  ATM Fees

6/7/XXXX 253.00 €          $282.50 3.00 €          6/8/XXXX 803.00 €         $904.00 3.00 €        

6/10/XXXX 1,005.00 €       $1,132.00 5.00 €          6/15/XXXX 302.50 €         $339.00 2.50 €        

6/15/XXXX 752.50 €          $847.50 2.50 €         

2,010.50 €        $2,262.00 10.50 €          1,105.50 €       $1,243.00 5.50 €          

Total EUROS:

3,116.00 €      

Avg. Exc. Rate:

1.1248

Total USD:

$3,505.00

JAMES MADISON UNIVERSITY

Program Name 800XXX

ATM Cash Withdrawals 

SUMMER 20XX

ATM Cash Withdrawals  ATM Cash Withdrawals 
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*ONLY FOR FUNDS SPENT ABROAD*

*Budget numbers are entered manually.

↓ Actual expense totals feed directly from "Expenses Abroad Detail" worksheet.

1.1400

Exchange Rate

↓ ↓

EURO's UDS$$

INSTRUCTION: 

BUDGET € ACTUAL € BALANCE € BUDGET $ ACTUAL $ BALANCE $

GUEST LECTURERS AND GUIDES    (INCLUDE TIPS) € 200.00 € 85.00 € 115.00 $228.00 $95.35 $132.65

FACULTY SALARIES / ACADEMIC FEES € 75.00 € 25.00 € 50.00 $85.50 $28.27 $57.23

DIRECTOR'S/FACULTY SALARIES - STATESIDE N/A N/A N/A N/A N/A

ADMISSIONS & TICKETS € 400.00 € 340.00 € 60.00 $456.00 $385.04 $70.96

BOOKS € 0.00 € 0.00 $0.00 $0.00 $0.00

EDUCATIONAL EQUIPMENT/SUPPLIES € 0.00 € 0.00 $0.00 $0.00 $0.00

TRANSPORTATION    (INCLUDE TIPS FOR DRIVERS) € 275.00 € 270.00 € 5.00 $313.50 $305.26 $8.24

EXCURSION LODGING    (INCLUDE TIPS) € 0.00 € 0.00 $0.00 $0.00 $0.00

MISCELLANEOUS EXPENSES € 0.00 € 0.00 $0.00 $0.00 $0.00

INSTRUCTION TOTAL € 950.00 € 720.00 € 230.00 $1,083.00 $813.92 $269.08

AUXILIARY(STUDENT): 

BUDGET € ACTUAL € BALANCE € BUDGET $ ACTUAL $ BALANCE $

STUDENT LODGING      (INCLUDE TIPS) € 1,400.00 € 1,290.00 € 110.00 $1,596.00 $1,445.97 $150.03

STUDENT MEALS / ALLOWANCES € 1,250.00 € 1,583.75 (€ 333.75) $1,425.00 $1,423.14 $1.86

DIRECTOR'S LODGING     (INCLUDE TIPS) € 0.00 € 0.00 $0.00 $0.00 $0.00

DIRECTOR'S MEALS  (INCLUDE TIPS FOR MEALS) € 300.00 € 280.00 € 20.00 $342.00 $316.56 $25.44

EXTRACURRICULAR / SOCIAL € 0.00 € 0.00 $0.00 $0.00 $0.00

ORIENTATION € 0.00 € 0.00 $0.00 $0.00 $0.00

MEDICAL € 0.00 € 0.00 $0.00 $0.00 $0.00

MISCELLANEOUS EXPENSES € 0.00 € 0.00 $0.00 $0.00 $0.00

AUXILIARY(STUDENT) TOTAL € 2,950.00 € 3,153.75 (€ 203.75) $3,363.00 $3,185.67 $177.33

ACADEMIC SUPPORT: 

BUDGET € ACTUAL € BALANCE € BUDGET $ ACTUAL $ BALANCE $

DIRECTOR'S TRAVEL  € 150.00 € 9.55 € 140.45 $171.00 $85.79 $85.21

BANK FEES € 110.00 € 0.00 € 110.00 $125.40 $140.39 ($14.99)

TELEPHONE / INTERNET EXPENSES € 0.00 € 0.00 $0.00 $0.00 $0.00

ADMINISTRATIVE / MISCELLANEOUS EXPENSES € 0.00 € 0.00 $0.00 $0.00 $0.00

ADMIN / EQUIPMENT / SUPPLIES  € 0.00 € 0.00 $0.00 $0.00 $0.00

ASSISTANT COMPENSATION N/A N/A N/A N/A N/A

CGE EXPENSES N/A N/A N/A N/A N/A

ACADEMIC SUPPORT TOTAL € 260.00 € 9.55 € 250.45 $296.40 $226.18 $70.22

TOTAL EXPENDITURES ABROAD

€ 4,160.00 € 3,883.30 € 276.70 $4,742.40 $4,225.77 $516.63

800XXX (Program Name) 20XX

  Budget vs. Actual Expenses Abroad

SHORT-TERM INTERNATIONAL PROGRAM
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JAMES MADISON UNIVERSITY

SHORT-TERM INTERNATIONAL PROGRAMS

20XX SUMMARY FINANCIAL REPORT

800XXX Program Name

Dolley Madison & 

Duke Dog Travel Departure Date5/29/20XX 6/1-6/30/20XX

11 Travel Return Date:7/2/20XX 1.1306

Total

PROGRAM REVENUES:  Stateside  Prepaid  Abroad Revenue

Total Revenues Collected $5,550.00 $5,550.00

Plus: Balance Forward @  7/1/20 $0.00

Less: Prior yr. exp. booked after 6/30/20 $0.00

Plus: Expected tuition increase $0.00

Plus: Reimbursement from Director $0.00

Plus: Reimbursed Abroad $0.00

Transfer to Prepaid & Abroad Category ($5,550.00) $5,550.00 $0.00

NET REVENUES:   $0.00 $0.00 $5,550.00 $5,550.00

PROGRAM EXPENSES:

Stateside Prepaid Abroad  Total Total 

Expenses Abroad Expenses Expenses Expenses Budget Variance

INSTRUCTION EXPENSES: (JMU PeopleSoft) (Wire Transfers) (Cash or Credit Card)

Guest Lectures and Guides                

124400

$95.35 $95.35 $264.00 $168.65

Faculty Salaries /Academic Fees 

124400

$28.27 $28.27 $99.00 $70.73

Director's/Faculty Salaries - Stateside                      

114500

N/A $0.00 $0.00

Admissions/Tickets           

128530

$385.04 $385.04 $528.00 $142.96

Books                            

222400

$0.00 $0.00 $0.00

Educational Equipment      

137400

$0.00 $0.00 $0.00

Transportation   

128330

$305.26 $305.26 $363.00 $57.74

Excursion Lodging/Fees     

128530

$0.00 $0.00 $0.00

Miscellaneous Expenses   

128530

$0.00 $0.00 $0.00

Total Instruction Expenses:  $0.00 $0.00 $813.92 $813.92 $1,254.00 $440.08

AUX. (STUDENT) EXPENSES: 

Student Lodging                      

128530

$1,445.97 $1,445.97 $1,848.00 $402.03

Student Meals/Allowances        

128830

$1,423.14 $1,423.14 $1,650.00 $226.86

Director's Lodging      

128530

$1,200.00 $0.00 $1,200.00 $0.00 ($1,200.00)

Director's Meals    

128830

$316.56 $316.56 $342.00 $25.44

Extracurricular/Social  

128530

$0.00 $0.00 $0.00

Orientation/Post Program      

128830

$0.00 $0.00 $0.00

Insurance/Medical     

134200

$0.00 $0.00 $0.00

JMU Bookstore Items

131200

$0.00 $0.00 $0.00

Miscellaneous Expenses       

128530

$0.00 $0.00 $0.00

Total Auxiliary Expenses:   $0.00 $1,200.00 $3,185.67 $4,385.67 $3,840.00 ($545.67)

ACADEMIC (ADMIN) SUPPORT : 

Director's Travel                         

128330

$85.79 $85.79 $198.00 $112.21

Bank Fees                       

124200

$25.00 $140.39 $165.39 $145.20 ($20.19)

Telephone/Internet Expenses   

121700

$0.00 $0.00 $0.00

Administrative/Miscellaneous Expenses    

128530

$0.00 $0.00 $0.00

Administrative Equipment/Supplies   

131200

$0.00 $0.00 $0.00

Assistant Compensation          

114100

N/A $0.00 $0.00

CGE Expenses  

124400

N/A $0.00 $0.00

Total Acad. Support Expenses:   $0.00 $25.00 $226.18 $251.18 $343.20 $92.02

EXPENSE TOTALS:  $0.00 $1,225.00 $4,225.77 $5,450.77 $5,437.20 ($13.57)

10% equals 543.72 $         

                                        SUBTOTAL $0.00 ($1,225.00) $1,324.23 $99.23

Approved by (Initials/Date)

Refund due to Program Director  -

Cash Returned by Program Director  -  -

Petty Cash on hand A10009  -  -

Available Credit -  -

NET SURPLUS/(DEFICIT): 

$0.00 ($1,225.00) $1,324.23 $99.23

EXPLANATION/COMMENTS RELATED TO SURPLUS(DEFICIT):

Summary Financial Report must be signed by Executive Director for CGE and AVP for Finance on page 1 if the variance from the total budget is 10% or $5,000, whichever

 is less, or any deficit.                   

 Reason for Surplus/Deficit:

Program Director:

Total Number of Students:

Executive Director, CGE



AVP, Finance

Program start/end date:

Exchange Rate:
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Page 2  Summary Financial Report 20XX

800XXX Program Name

EQUIPMENT INVENTORY LISTING FOR 20XX

******ALL EQUIPMENT SHOULD BE RETURNED TO THE CENTER FOR GLOBAL ENGAGEMENT AT THE CONCLUSION OF THE PROGRAM*********

Section I:  EQUIPMENT on hand at start of 20XX Program.

Description (Item Name & Manufacturer) Date Purchased Purchase Price

Section II:  EQUIPMENT purchased during the 20XX Program.

Description (Item Name & Manufacturer) Date Purchased Purchase Price

NET SURPLUS/(DEFICIT): 

$99.23

Report Submitted by:  _________________________                        Report Reviewed by:  ____________________________

                                       ( Program Director)       (International Accounting)

                Date:       ___________________________                           Final Review date:   ____________________________

XX/XX/XX International Accounting

20XXFINRPT

Current Location of Equip.

Current Location of Equip.
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SUMMARY:  Director meal allowance will be 50% of State meal per diems - use ATM or get Direct Deposi

N:\AF\FIN\FIN-Shares\ABROAD\SHORT\ShortProc:

SHORT TERM PROGRAM DIRECTOR MEAL ALLOWANCE

BUDGETS - Program Directors will use the budgeted meal allowance under Director Meals as a
“per diem’" when they travel. The daily meal allowance is not to exceed 50% of the US
Department of State per diem for each location. Some programs will decide to use a smaller
percentage based on 2 limited budget.

LODGING THAT INCLUDES BREAKFAST - Breakfast may be included with the lodging so be
sure to consider that when planning a reasonable meal budget.

PROCEDURE ABROAD — Depending on the counry, the directors” meal allowance will be direct
deposited to their personal bank account, or the Bank of America credit card will be used to
withdraw the meal allowance weekly from the ATM. The program card will not be used at
restaurants except for student group meals.

 DIRECT DEPOSIT: Some countries 1o longer accept cash. The director’s meal allowance
can be deposited to the directors” personal bank account. The director will use their
personal credit card for all meals abroad. No receipts will be submitted for these funds.

o ATMUSE: When planning, the budget should be rounded to even amounts per week for
the meal allowance. (ATM machines dispense even values) For example, if the budget
indicates the meal allowance is 36 euros per day: 36 X 7= 252 euros per week. Round to
260.00. The Director will sign the Director Meal Allowance Form rather than keep cach
‘meal receipt. There will be no mix of claiming an allowance and using the card in
restaurants, except for group meals with students.

GROUP MEALS - Directors taking the allowance will not keep meal receipts except for group
‘meals with students. One group meal a week is allowed. Those meals do not need to be deducted
from meal allowance, which is considerably lower than the rate allowed by the Department of
State. The program VISA card will be used for student group meals and these receipts must be
kept. If the Director and students have more than one weekly group meal together, the Director will
not use a meal allowance but will keep receipts for all meals. This can be determined at the
individual meeting with International Accounting.

MEALS WITH ACADEMIC PARTNERS -If the Director needs to pay for a business meal with
academic partners abroad, one meal per week would be allowed. Receipts must be obtained.

You may pay for 1 group meal per week with students on program VISA card - keep receipts.
The purpose of this procedure is to reduce the workioad.

)22\DIRECTOR MEAL PER DIEM POLICY SUMMER 20
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Meeting with International Accounting Date:

Program Name: Travel Dates:

Director Name: Director Name:

Program Assistant Name:

Meal allowance — Amt per Week € £ uss

ATM Direct Deposit

No meal allowance — Most meals with students. ALL RECEIPTS MUST BE KEPT.

NOTES:

«  Tacknowledge receipt of the above funds and recognize that all program funds accessible on the Bank
of America Program VISA Card or distributed as cash or direct deposit are to be used solely for
program expenditures abroad. I am responsible for providing JMU with the appropriate receipts and
documentation of all expenses covered by these funds. 1agree to comply with university
procurement, financial, and expenditure procedures, and to repay any amounts not expended in
accordance with these procedures.

Signature of the Traveler

N:\AF\FIN\FIN-Shares\ABROAD\SHORT\ShortProc2025\DIRECTOR MEAL PER DIEM POLICY SUMMER 2025.docx
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# Of Group Meals with students ___________

Must be less than 50% of State Gov't per diems.  Pre-determined with IA

Week 1 Week 2 Week 3

Date:

Amount:

                                                                                                     ** SIGNATURE REQUIRED  -  INITIALS ARE NOT SUFFICIENT**

DIRECTOR'S NAME DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE

1

2

3

4

5

Week 4 Week 5 Week 6

Date:

Amount:

                                                                                                     ** SIGNATURE REQUIRED  -  INITIALS ARE NOT SUFFICIENT**

DIRECTOR'S NAME DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE

1

2

3

4

5

Week 7 Week 8 Week 9

Date:

Amount:

                                                                                                     ** SIGNATURE REQUIRED  -  INITIALS ARE NOT SUFFICIENT**

DIRECTOR'S NAME DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE DIRECTOR'S SIGNATURE

1

2

3

4

5

**

If you are opting for the weekly meal allowance, the credit card must not be used for director meals unless it is for an 

occasional student group meal.

Director Meal Allowance Distribution

JAMES MADISON UNIVERSITY

NOTE:

  

Currency to be withdrawn from ATM 



abroad weekly.

Program Name: _________________________


image15.emf
                    Unless your program is authorized to study in the USA

Date:

Amount:

Purpose:

                                                                                                     ** SIGNATURE REQUIRED  -  INITIALS ARE NOT SUFFICIENT**

STUDENT NAME STUDENT SIGNATURE STUDENT SIGNATURE STUDENT SIGNATURE

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

Cash Distribution to Students

JAMES MADISON UNIVERSITY

NOTE: Cash distributions to students are to be made only 

SUMMER 2017

while ABROAD and are not permitted to be made stateside. 

Program Name: _________________________
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@ JMU SHORT-TERM PROGRAM | Exchangerate | EWR

/. WINTER 2026 BUDGET PROJECTION Bogm om0

Center for Global | _FXRate Scenario 1200
Engagement

Number of days:
Program End Date:
3

3 Days before Program (Direstor 2)
2 Days after Program (Direstor 2)

e I e

TUITION AND FEES: it Enolled Hours  Number of Students _Total Revenue
Virginia Undergraduate
Non-Virginia Undergraduate
Virginia Graduate
Non-Virginia Graduate

Program Supplemental Fee 1
PROGRAM REVENUES:
Total Tuition and Fee Revenues Collected
Forfeited Deposits and Fees.
Other Sources of Revenue Balance Forward

Departmental Funds.
Grars.
Otrers.

NET REVENUES:

TOTAL EXPENSE PROJECTION from page 2:

BALANCE:

This document includes projecied cosis for program expenses sifeside and

abroad, incuding student and faculy expenses, equipment,gratuies, and

personnel

Approved by: InitalsiDate Total program costs to students:
Program Direcor VA Undergrad
‘Assoc. Direcor of $A Operasons| Non-VA Undergrad
‘Executve Direcor, CGE| VA Grad
Vice President, Acadernic Afairs Non-VA Grad
Asst Vie President, Finance
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PROGRAM NAVIE: 0
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| g rogam ] P .
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Misc/Contigency ) s B - s -
Total - Student - § - § - § - § =
s
'ADMINISTRATION EXPENSES: #104 | |
Drechrs avel ] s s = Ts :
Adiistve coss s s = s -
EquipmentSuppes ‘ s s - it -
AssisntCompensafon | s s 2
Misc/Contngency ] s s - s -
CGE adminitabve expenses. s - s 5
Total - Administration - § - $ - - s -
prepad Visa card senvce fees - s - s -
EXPENSE TOTALS: - s - - s - s =
Amoun o be sen abroad -~ s - - s -

‘+» List detals on Equipment and Grahiies worksheet
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[DESCRIPTION OF EXPENSES []

Formulas for columns | and L
By lne tem, include detf about program expenses. Plezse
o not add ines or change category names incolumn H. . To calculate per student costs: formula: ~D17*(amount)

E2*(amount)

jons and Formulas Tab

To calculate foreign currency amount: formula:

See Defnitions and Formulas tab for camples Additional formula help in De
Do not type notes in this column O Descriptive notes go in this column
(Onsie cost finstuston, classroomenta hostees
Totarom Enployee Worksheer grzentab)

Eruyfees, conoentheane tskets
Booksloourse-packs provided othe studerts :
Classroominstctional equipment purchases orreal e tb)
Bus rental, ooslvanspon passes

Costsfor weskend and day ps away fromprogram "base’

Miscellnzous

Diferznce

Dsigtvaskly housing oostper studert
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2026

Employee and Travel Companion Worksheet

st names of all non-students accompanying the program and in what capacity as well as program related stays pre- and postprogram. Most individuals will fallinto one of
he following four categories:

Category 1) Program Directors and Co-Directors - this category willinclude director(s) in charge of the program. Includes direct supervision of students and projects.

Category 2) Instructor/Academic Leader - this category will pertain to an individual(s) whose role would be to teach a course as well as provide academic and administraive support, or an individual(s) who

without their technical abilftes the: program could not be a success.
Category 3) Non-eaching Support Person or Student Assistant - someone who would perform the recordkeeping function or assist with students. An NTA may include a spouse, colleague, fiend, or other
Support person who is capable of preforming described tasks. A student assistant includes both undergradate and graduate student assistants. Salary amounts are determined by the CGE based on the

Category 4) Visitor - This person is not raveling as a part of the program or as a representative of JMU. They are on their own, unpaid, and ot assisfing in any way.

100612025

NAME (Full Legal Name) CATEGORY | EMAIL AND PHONE# | saRoLE | """ |coliece |  RANK COURSE(s) cLass# | cReDITHRs | SHVRAE | rory gy ppy | CUSTOM SALAR
Title per3CrHrs per3CrHrs

23 s 5055

g
EX
5§

Non-JMU
Employee
The amount in this cell will appear in cell L10 of the Budget Worksheet
25 RELATIONSHIP| INDICATE RESPONSIBILITIES AS N
£8 NAME (Full Legal Name) CATEGORY EMAIL ot |euassiricaTion APPROPRIATE SALARY Compensation For Reference
e
25
L2 INo. 07 Days. 1
=3 |$ Upto #NA
The amount in this cell will appear in cell L36 of the Budget Worksheet
RELATIONSHIP TO
NAME CATEGORY DIRECTOR TENTATIVE DATES ON-SITE
EXCEPTION TO UNIVERSITY POLICY #1301 (NEPOTISM):
Budget approval by the V.P. of Academic Affairs serves as authorization Approved:

for the exception to University Policy #1301 regarding nepotism.

Executive Director, Center for Global Engagement
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P e

JAMES MADISON UNIVERSITY 0
SHORT-TERM INTERNATIONAL PROGRAMS
BUDGET PROJECTION 2026 Equipment and JMU Bookstore ltems

Al Planned Equipment purchases on befalf of JMU must be listed on the program budget for prior approval. Equipment purchased for programs are
considered University property, will be decaled by Fixed Asset Accounting. All decaled equipment will be included in the director's departmental inventory,
which is updated annually. Equipment ransfers and disposals are coordinated through Plant Fund Accounting orly. Equipment may ot be disposed of,
given away, o bartered in lieu of services. Director must follow JMU Procurement Procedures by providing purchasing information to CGE

PLANNED EQUIPMENT PURCHASES

ITEM DESCRIPTION ITEM COST __PROGRAM USAGE 'SOURCE OF FUNDS
3 -
s .
: S =
s .
: S =
$
TOTAL PLANNED COST OF EQUIPMENT 3 - Designate source of funds: residual balance, curtent, other
Bookstore/Promotional ltems Propriety and quantity of items has been discussed with CGE
Approved:

Executive Director, Center for Global Engagement
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| 3ames Madison University

Bank of America International Accounting Purchase Charge Card Application

Delegation Agreement

Employee HR/Employee |
Nome o
Student |
Employee?
Date of Birth Email
(M/0D/¥¥YY) Address
MU Physical city [
‘Address
= — zp
cell phone I My (—
Number Telephone
Humber
Short Term | oeptms
Program Nome -
and s
1A Supervisor's iz Hearner ] Supervisor's [nesnsek@imusdu
Nome Email

Transaction A Revien Monthly Limit 1A Review
Uimie e
B —— Q\/

« Sign the resulting form i the appropriate locations. V’\

Mail or deliver the application to:
Internstions! Accounting

1sC 5705

Massanutten Hall

1 REQUEST A JMU INTERNATIONAL ACCOUNTING PURCHASE CHARGE CARD (IAPCC) IN MY
NAME TO USE SOLELY FOR SHORT-TERM INTERNATIONAL PROGRAM PURCHASES.

[Next]
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Program Name:

Director:

JMU DEBIT ACCOUNT:  

DC#:

BENEFICIARY BANK NAME:

BENEFICIARY BANK ADDRESS:

ROUTING/SORT CODE:   

PURPOSE OF WIRE:

FOREIGN CURRENCY AMOUNT:

U.S. DOLLAR AMOUNT:

WIRE DATE: VALUE DATE: RATE:

Transaction Reference:

Trade Reference:  

Initiated by:

Date:

 

 

IA Notes:

€ 0.00 S/T WIREFORM 2/15/2022

List Program Name & Org # in IA Notes Box

$0.00

$0.00



$0.00

$0.00

$0.00



Approved by:

Date:

BENEFICIARY ADDRESS:

BENEFICIARY ACCOUNT No. or IBAN:

SWIFT CODE:  



Foreign Exchange



BENEFICIARY EMAIL ADDRESS:

James Madison University

FOREIGN WIRE TRANSFER INFORMATION

BANK OF AMERICA



 

BENEFICIARY ACCOUNT NAME:
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Commonwealth of Virginia Corporate Purchasing Card Employee Agreement - Adobe Acrobat Pro DC

Home  Tools Commonwealth of .. X

® B Q

LIRVAICIC)

Commonwealth of Virginia
Bank of America Purchasing Card
Employee Agreement

L (Enter employee name here), acknowledge receipt of a Bank of
America Visa Purchasing Card. As a Cardholder, 1 agree to comply with the following terms and
conditions regarding my use of the Card:

1. Tunderstand that I am being entrusted with a valuable purchasing tool and will be making financial
commitments on behalf of my agency and will strive to obtain the best value for the agency by using State
contracts and other "preferred suppliers” as identified by the Agency’s Purchasing Department.

2. Tunderstand that m

gency is liable to Bank of America for all authorized charges made on the Ca

3. Tagree to not share my Card or Card number with anyone other than a vendor I am doing business with.
Tagree if I share my Card or Card number to anyone other than a vendor I am doing business with, my
agency will take disciplinary action as a result

4. Tagree to use this Card for approved purchases only and agree not to charge personal purchases af any
time. T understand that my agency will review the use of this Card and the related management seports and
take appropriate action based on any discrepancies.

5. Twill follow the established procedures for the use of the Card. Failure to do so may result in cither
revocation of my privileges or other disciplinary actions, up to and including termination of employment.

6. I agree fo retum the Card immediately upon request or upon termination of employment (including
setirement).

7. Tf the Card is lost or stolen, T agree to notify Bank of America and the Agency Program Administrator
immediately

8. I agree fo successfully complete annual Cardholder training as well as sign a new employee agreement at
each card rencwal period.

9. T agree not to use my card to pay for past due invoices to circumvent Prompt Pay policies and
procedures.

10. For Agencies uiilizing eVA: I understand that in order to properly purchase goods and services, I must
use eVA for those purchases that qualify and record the PCO (Puschase Card Order) mumber on the
purchasing log

11. T agree not to write down o share my Card’s pin number with anyone, including my Agency Program
Administrator or Bank of America

12. T understand that Chip and PIN technology is only utilized at point of sale by vendors who have chip
enabled terminals.

13. Iwill not store my card sumber on any mobile devices, nor will I uilize any type of mobile payment or
digital wallet service such as Apple Pay, Google Pay, Samsung Pay, efc

Employee’s Signature Date
Supervisor's Signature Date
Program Administrator's Signature Date

Revised 8/27/18

2021 HANDBOOK - Short-Term -
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JMU REQUEST FOR PROGRAM FUNDS ADVANCE

International Programs

Program Name Director

Traveler Travel Dat

BofA Program Card Purchase Request §

Cash Advance $
Petty Cash on-han Rate

Budget Amount Requeste JMU Employee

Destinations Purpose of Travel Study Abroad

T understand that 1 am advised to apply for and obtain the JMU Bank of America Travel
Charge Card to e used for stateside travel expenses

I acknowledge receipt of the above funds and recognize that all progra

the Bank of America Program VISA Card or distributed as cash are to be used solely
program expenditures abroad. I am responsible for providing JMU with the appropriate
receipts and documentation of all expenses covered by these funds

I agree to comply with University procurement, financial, and expenditure procedures, and to
epay any amounts not expended in accordance with these procedu

1 will promptly return any program ending cash-on-hand to International Accounting

1 will return equipment purchased with program funds to CGE. 1 understand that my pay
may be held until the equipment is returned

If the total of legitimate program expenses exceeds the advance amount, I may be reimbu:
for the difference. However, if the legitimate program expenses are less than the advance

amount spent, I must reimburse JMU within 30 days of program conclusion.

Signature of Traveler Department

Signature of Approving Auth

A copy of the Travel Pre-Approval Form and Budget must be attached for proce:

11/15/2024 International Accounting
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Log-in Instructions
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Cogin screen,
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the e time or
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e et
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after first login
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2. Inputhe followingfieds o login:

* Fyou re prompted t change your password, follow the guideines below
& Passuord requiremens:at east eght chavacters, o lte,one rumber, and e special character.

* Cick he 1 Agres” button at the bafiom ofthe anine tems page.
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Available Spend

1. Logintothe BOA Works
2. The ste il open to the Home Screen.

Aecount
information wilbe .
Geplayed here remaing to spen
(Name and it 4 i< the avaiasle
s of card) : Spend caumn

The amount

3. To View Pending transactions:
=" Hover cursor over the Account 1D

b A Vil appear, click on the dovn arrow

¢ Amenuwil popup
4. Select View Auth Log"

e The Authorization Log wl come up
. Any pending transactons wil show on this screen
i The “Avaiable Funds* balance wilaiso be displayed —this balance takes into account the pending transactions

The blance wildecine s thecard s used. Inematonal Accounting wil st e Avlabe Spend according o te pogeam budge]

Updated 10/14/2022
International Accounting
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Financial Management Evaluation
Short-Term International Programs
on University-International Account

Program Director: Program Dates
Total Program No. of Student
Program Name: Budget ($3): Participants:
BUDGET Yes No Comments
‘Was budget presented in the required format and did ol o

Program Director have a good understanding of the budget?

‘Was the budget received in International Accounting ol o
by the deadline?

Were actual expenses within the allowed budget variance? ol o
(Deficit/surplus)

EXPENSE REPORT: The Expense Report is due 2 weeks after the program conclusion.

Date Report Due: Date Received:

Yes No

WNas report subitted in a timely manner? | O | O

Were expenses incurred abroad presented
nthe required Excel Format, and foreign
surrency expenses listed in adequate oo
Setail?

lie. date, vendor name, and in proper category)

3id program director provide all required
Jocumentation? olo
e receipts, ATM receipts, cashbook,

ireadsheet, etc.)

Overall rating of the Expense Report: 1 Excellent [1 VeryGood [1 Good [ Acceptable [I Needs
Improvement
FINANCE MANAGEMENT
Was remaining program cash-on-hand returned promptly to International Accounting? O Yes O No
Foreign Currency Exchange

Returned: Rate: USD Value: USD Returned:
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FINANCE MANAGEMENT CONTINUED Yes No

Did Director co-mingle personal funds with University alao
program funds?

Were all expenses incurred abroad paid in full abroad? o| o

Is the Program Director due a reimbursement for out-of-
pocket expenses on behalf of the program? o|o
(i.e. mileage to/from airport, parking, other misc. expenses)

SUMMARY-Based on the financial records & report submitted by the director of this program we offer the following
comments and/or suggestions:

Reviewer's Signature: Date:
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Financial Management Evaluation
Short-Term International Programs
James Madison University-International Accounting

DIRECTOR'S FEEDBACK

Your feedback is important to our office:
Please indicate your satisfaction on a scale from 1 to 5.

Least Most

Support provided by International Accounting:
Functionality of the IAPCC Declining Balance Card:
Access and usage of on-line banking:

Instructions for completion of Expense Report

oooge
oooge

ooooge
ooogm
ooOoQgw

DIRECTOR'S COMMENTS-Program Director’s comments and/or suggestions for International Accounting:

Date:

Program Director Signature:

International Accounting

1031 South Main Street MSC 5705
Massanutten Hall Suite 351
Harrisonbure. VA 22807
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