S C H E D U LE  O F  E V E N T S
ETF PROCESS
Items that meet ETF regulations AND have been approved by SCHEV in past years can be submitted on an ETF REQUEST FORM along with items not previously purchased with ETF funds/approved by SCHEV.  The previously purchased items are reviewed by OBM and Fixed Assets and assigned SCHEV reference numbers.  These items can be purchased as soon as these numbers are received by the departments.  Items not previously purchased will be submitted to SCHEV for approval.
MARCH - APRIL
Departments will evaluate their equipment needs for the new fiscal year and will gather the necessary information needed to complete the ETF REQUEST FORMS.  
MAY
Once departments receive their allocation amounts, they will begin completing the ETF REQUEST FORMS.
ETF REQUEST FORMS for ALL ETF Purchases are
 due by 12pm on the last day of business in May.
Departments will submit completed ETF REQUEST FORMS  *Must have allocation to submit*
Previously Approved form to Fixed Assets via email.
Mariea McNeill
mcneilma@jmu.edu

Pending SCHEV Approval form to Barbie Shifflett via email.
Barbie Shifflett
etf@jmu.edu
JUNE
OBM and Fixed Assets will review the forms and assign SCHEV reference numbers to qualified previously approved items. Items not previously approved will be submitted to SCHEV for approval prior to reference numbers being issued.  Once SCHEV approval is received, reference numbers for those items will be issued.
June 15th
OBM will submit the list of all ETF requests - Previously Approved items and items Pending SCHEV Approval - to SCHEV for final approval.
JULY
July 1st - going forward
Once reference numbers are received, purchasing should begin right away.
NOVEMBER
No later than November 30th
ALL ETF orders are due in eVA no later than November 30th.
UPON RECEIPT OF ETF EQUIPMENT
Departments will receive ETF equipment and will submit the paperwork/information required to finalize the purchase.  Submit the invoice, receiving report (for all ETF purchases), packing slip and any other documentation in relation to the purchase to Mariea McNeill in Fixed Assets, MSC 5704 or by emailing it to mcneilma@jmu.edu.
DECALING / TAGGING
Fixed Assets will visit department and tag all ETF equipment with ETF inventory tag.  ETF equipment must remain in inventory for a minimum of seven years (three years for computers, five years for servers).
