PURCHASING CARD UPDATE

April 6, 2007

Purchasing Card

STATEMENT ENDING 04/05/07

Transaction Adjustments or Reallocations for statement ending 04/05 will need to be
processed in Pathway Net by 5:00pm, Thursday, April 19"

Please do not make any changes to the 04/05 statement in Pathway Net after the deadline.
The changes will not be reflected in the JPMorgan Chase download that Business
Services will process on the following Friday.

REMINDER

Necessary Documentation — Packing slips and acknowledgements do not take the place
of an invoice or receipt. The invoice or receipt with the detail of the transaction is a
necessary document that must be kept as backup to validate the expense that is processed
on the bank statement.
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