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Attachments: image001.png
Importance: High

Good morning Cardholders,
 
I wanted to send an email with reminders for the upcoming month and as we get closer to Winter
Break. Please read through all of this and contact myself or Lindsay ASAP if you have any questions.
 

1. Upcoming eVA Training: https://adminfinance.umw.edu/tess/bug/nextgen-eva-phase-ii-
training-and-support/

a. 10:00am ZOOM TODAY November 30
b. December 5: In person support by appointment

 

2. Upcoming BUG Meeting: Wednesday December 7th at 2:30pm in the UC Colonnade B Room:
https://adminfinance.umw.edu/tess/training-and-system-support/bug-information/

 
3. Clothing Purchase Requirements: The University has developed a table to help guide users

with purchasing clothing or other wearables. This topic will be discussed more in depth at the
BUG meeting next week. The table can be found on the AP website here:
https://adminfinance.umw.edu/ap/gifts/

 
4. Gifts: At this time of year vendors or businesses may send gifts to the University to

departments or individual people. Please read through and refresh yourself on the
University’s policy regarding gifts: https://adminfinance.umw.edu/procurement/umw-
policies-and-procedures-2/gift-policy/. The easy advice: do not accept any gifts from any
vendors.

 
5. UMW Closures and Deliveries: It is a good idea at this time to begin including in your

comments to suppliers in eVA that the University is closed from December 19-January 2 and
will not be accepting any deliveries during this time.
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6. Prepare for the Winter Break!
a. Try to avoid making purchases after December 9. That way purchases have time to post

to Works and have time to be allocated and signed off on prior to break without being
last minute.

b. Be aware of the sign off deadline for the December billing cycle: End of day December

15th. This date is also the end of the billing cycle. Which is also why avoiding making
purchases during the week before break is advantageous as any transactions can post

to Works on the 15th up to 11:59pm – the same time as the sign off deadline. The

sweep must happen the day before we go out on break which is the 16th. Lindsay will
send out reminder emails.

 

7. Michelle P. OUT OF OFFICE beginning December 5th: A reminder that I will be out of the
office after this Friday, so if you have any SPCC concerns or questions, please contact Lindsay
or at least make sure you CC her on any emails so she can help you. I will not be checking
email while I am off.

 
I hope everyone has a safe and happy holiday break!
 

Michelle Pickham  ’12, CPPB, VCO, CUPO
Sr. Contract Officer & SPCC Program Admin
Procurement Services
(E) mmiller8@umw.edu
(P) 540-654-2260
adminfinance.umw.edu/procurement
 
Full Time Work From Home Hours:
Mon (7am-11am), Tue-Fri (7am-4pm)
 

1301 College Avenue
Fredericksburg, VA 22401
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