-----------------------------------------------------------------------------------------------
The B.E.S.T. Bulletin
         Business Expense Survival Tips
------------------------------------------------------------------------------------------------
------------------------------------------------------------------------------------------------
                  - DECEMBER 2008 -
------------------------------------------------------------------------------------------------
Credit Card Emergency Contacts Over Holiday Break 
If you have special circumstances and are planning to use your CMU Business Credit Card over the Holiday break please call the Payroll/Travel Office for emergency contact instructions. 
Fraudulent Activity On Your Business Card
During the holiday season fraudulent charges on the business card increase and this holiday season is no exception.  If Chase suspects fraudulent activity on your business credit card: 
Chase puts a hold on any card that appears to have fraudulent activity until the cardholder or the Payroll/Travel Office can be contacted to investigate these charges. 
The Payroll/Travel Office will contact the cardholder to confirm the charges are fraudulent 
The business credit card will be cancelled immediately if the charges are fraudulent and new card issued within five to seven business day.  The cardholder will be contacted to pick up the card in the Payroll/Travel Office. 
Neither CMU nor the cardholder is  liable for any of the fraudulent charges. 
If the charges are valid, the hold will be taken off the card as soon as confirmation can be obtained from the cardholder. 
Business/Vacation Travel Combined 
 Occasionally, when CMU business cardholders  travel on business they schedule vacation plans either at the beginning or at the end of their trip.  There are a few rules that must be followed while scheduling and traveling this combination: 
Only expenses for the cardholder can be charged on his/her business card.  Airfare for family members cannot be charged on the business card under any circumstances.
If the cardholder is sharing a room with family members, the lodging bill must confirm that the multi-occupancy rate is the same as the single occupancy rate.  If a higher rate was charged for the lodging, this additional amount cannot be charged on the cardholder’s business card. 
If a rental car is charged on the business card, the daily rate for the rental car must be calculated and that rate multiplied by the number of days of use that was not business related.  This amount will be either deducted from the cardholder’s reimbursement or payroll deducted if there is no reimbursement.  Any gas that is charged for the rental card must be calculated the same way. 
Per diem meals, taxi and tip expenses can only be claimed for the days of business related travel and  only for the business cardholder. 
If you have specific questions unique to your travel please contact the Payroll/Travel Office. 
 
 Statistics for the October Statement Period (07/25/08-08/24/08) 
Total Spend                                    $765,771.71
Total Number of Transactions              5,056
Average Charge                               $151.46
Open Credit Cards                             768
Cards with Activity                            566
  
------------------------------------------------------------------------------------------------
                  - NOVEMBER 2008 -
------------------------------------------------------------------------------------------------
Cash Advances 
As a CMU Business Credit Card holder, you are allowed up to a $200 cash advance per business trip .   This cash advance must be taken by the cardholder that is traveling, on their own card.  An assistant or department secretary cannot obtain the cash advance on his or her card and then give the cash to another employee who is traveling.  All expenses and the cash advance must appear on the traveling cardholder’s reconciliation form and credit card statement at the end of the month.    
 
 Tips on documenting a cash advance:
· The dollar amount of the cash advance can be put in Line 10, Section A of the form, under the first or last day of travel, as a negative( -) and will also appear in the total column.  
· As all cash outlays:  taxi, tips, meals, mileage, etc. are documented on the form; they will be applied to the negative balance. 
· The cardholders reimbursement or payroll deduction will appear in cell K of the form as expenses are entered on the form.  A deduction will appear in ( ) as a negative amount. 
· If the cardholder had cash left from the advance that was not spent during travel, he or she keeps the cash and the remainder is payroll deducted from the cardholder. 
· A cardholder is always contacted by e-mail or phone before a payroll deduction is taken. 
 
     Business Card Security During the Holidays
As everyone enjoys an extended holiday break this year please remember to keep your business card in a safe and secure place while campus is closed.   Don’t assume that a desk drawer or cubby hole is a “safe” place to keep your CMU business credit card.  Lock it up or make sure it is in a secure place!
 
Fraudulent E-Mails from Chase
If you recently received an email from Chase requesting information on your bank account please delete it immediately.  All emails that appear to be from Chase and ask you for personal information are most likely fraudulent.  All communication from Chase will come from Payroll and Travel Services.  Chase will never request personal information using email.
For additional information from Chase regarding fraudulent e-mails, go to their website:
http://www.chase.com/cm/cs?pagename=Chase/Href&urlname=chase/cc/privacysecurity/reminder
Statistics for the October Statement Period (07/25/08-08/24/08) 
Total Spend                                    $860,334.30
Total Number of Transactions              5,526
Average Charge                               $155.68
Open Credit Cards                             768
Cards with Activity                            575
  
------------------------------------------------------------------------------------------------
                  - OCTOBER 2008 -
------------------------------------------------------------------------------------------------
RECONCILIATION FORM REMINDER 
Section G – Financial should only be completed when the cardholder needs to be reimbursed or payroll deducted. If there is a zero balance in K – Reimbursement Claim, then Section G should be left blank. If the amount in K is positive, please indicate accounting allocations. If the amount is negative, indicate cost center or WBS number only.
This section should not be used to allocate credit card transactions. If you want credit card transactions to be allocated to different cost centers, GLs or Internal Orders this must be done in Smart Data OnLine prior to the month end deadline (http://www.controller.cmich.edu/CreditCards/card_schedule.htm)
[image: http://www.controller.cmich.edu/CreditCards/Newsletters/bestbulletin_oct08_section_g.jpg]
 
Statistics for the September Statement Period (08/25/08-09/24/08) 
Total Spend                                    $817,406.65
Total Number of Transactions              4914
Average Charge                               $166.34
Open Credit Cards                             763
Cards with Activity                            573
  
------------------------------------------------------------------------------------------------
                  - SEPTEMBER 2008 -
------------------------------------------------------------------------------------------------
Unknown Charge on CMU Business Credit Card Statement 
There have been instances when CMU Business Credit Cardholders have a charge on their credit card that they are not familiar with.  Below is a list of steps you should take if this happens to you. 
· If you allow others in your department to use your CMU Business Credit Card, check with them to see if they made any purchases during the month. 
· Contact the vendor for details surrounding the charge. 
· If you are unable to get information from the vendor regarding the charge or you are sure you did not make the purchase, you will need to dispute the transaction.  The Dispute Form is located on the Controllers website under Forms.  http://www.controller.cmich.edu/downloads/forms.htm.  
· After faxing the form to JPMorgan Chase, they will temporarily reverse the charge and research the transaction to determine if it is legitimate. 
  
Reconciliation Form  and Employee Reimbursement Voucher Reminder 
Prior to printing and submitting your form to Payroll and Travel Services or ProfEd, please make sure Section A – Contact Information is filled out properly.  Please verify that the Campus ID number that is entered corresponds to the employee listed on the form.     
 
Statistics for the August Statement Period (07/25/08-08/24/08) 
Total Spend                                    $739,731.06
Total Number of Transactions              4,213
Average Charge                               $175.58
Open Credit Cards                             760
Cards with Activity                            519
  
------------------------------------------------------------------------------------------------
                  - AUGUST 2008 -
------------------------------------------------------------------------------------------------
Has your CMU Business Credit Card been declined and you are not sure why?
Here is a list of reasons your credit card might have been declined. 
· The vendor is using the wrong expiration date.  
· The wrong billing address was used.  It is important to use your address exactly as it appears on your JPMorgan Chase credit card statement. 
· You hit your credit limit for the statement period.  You can view your credit limit and a list of your current purchases by logging into Smart Data OnLine.  With your supervisor’s approval, your credit limit can be increased either temporarily or permanently by completing the Credit Limit Change Request Form . 
If you cannot determine why your CMU Business Credit Card is being declined, please contact Cindy at 7363 smith1cl@cmich.edu or Sara at 3797 yonke1sl@cmich.edu .  We are happy to look into this issue for you. 
Changes to your CMU Business Credit Card Account 
Please remember that if you change your name or move offices, you must contact Cindy Smith or Sara Yonkey to have your CMU Business Credit Card account updated.  
 
Statistics for the July Statement Period (06/25/08-07/24/08) 
Total Spend                                    $633,026.13
Total Number of Transactions              3638
Average Charge                               $174.00
Open Credit Cards                             749
Cards with Activity                            463
  
------------------------------------------------------------------------------------------------
                  - JULY 2008 -
------------------------------------------------------------------------------------------------
CMU Business Credit Card Reconciliation Form 
All original receipts including the JP Morgan Chase billing statement are to be attached to the CMU Business Credit Card Reconciliation form. The completed form must be signed by the cardholder and their dean, department chairperson, or direct supervisor and mailed to the Payroll and Travel Services department, WA 204, by the 15th of the following month for auditing. Example: The June statement that closes on the 24th would be due July 15th. 
· Itemized receipts are required for all purchases except per diem meals while traveling. 
· Out of pocket expenditures the cardholder has made during the month (i.e. tips, taxis, fares, etc.) must be itemized on the CMU Business Credit Card Reconciliation form as well. The cardholder will be reimbursed for these expenses after audited by Payroll and Travel Services. Do not turn in a separate form with out of pocket expenses. 
All cardholder records will be retained centrally by the Payroll and Travel Services department for three (3) years. The cardholder department must keep copies of their credit card statements for reconciling their budget, but they do not need to keep copies of receipts unless directed by their dean, department chairperson or direct supervisor. 
Reconciliation Form Approval
The cardholder and either the cardholder’s dean, department chairperson, or direct supervisor must sign and date the CMU Business Credit Card Reconciliation Form prior to turning it into Payroll and Travel Services.  If a cardholder is going to be out of the office when the reconciliation form is due, it is their responsibility to make arrangements to have the form completed prior to being gone.  Reconciliation forms that are turned in without a cardholder signature will be held in the Payroll and Travel Services office until the cardholder returns to work.
 
Statistics for the June Statement Period (05/25/08-06/24/08) 
Total Spend                                    $701,017.28
Total Number of Transactions              4183
Average Charge                               $167.59
Open Credit Cards                             740
Cards with Activity                            493
 
------------------------------------------------------------------------------------------------
                  - JUNE 2008 -
------------------------------------------------------------------------------------------------
Protect your CMU Business Credit Card 
 
To promote credit card security, we are providing you with the following tips to keep in mind to protect your CMU Business Credit Card. 
· Know your seller. Conduct business with those companies that you know and that are reputable. Remember, you will be sharing your credit card number, your name and possibly your address and phone number. 
· Ensure that you get your card back after every purchase. 
· Protect your card as if it were cash. 
· If you do not use your card on a regular basis, check periodically to make sure it is not missing. 
· Check security. If you provide your credit card number online, make certain your connection is secure. Most browsers display special icons, for example a padlock or key to indicate secure sites. Many merchants also inform you on their websites if they have taken security precautions. Look for this advisory. If you don't see it, ask about it. 
· Protect your e-mail. E-mail is not a secure form of communication. In order to protect your account numbers and avoid possible credit card fraud, do not send your account numbers or other financial information by e-mail. 
· Protect your account numbers. Treat online marketers as you would telephone marketers or anyone else you don't know. If the deal sounds too good to be true, it probably is, so pass it up. Only provide your payment card number when you are making a purchase and if you have initiated the negotiation. 
· When using a public computer to shop online or access your account(s), always remember to log off and quit the browser when you are finished. All it takes for someone to view your personal information is simply hitting the back button. 
· Report lost or stolen cards immediately.  Instructions on how to do this can be found on the Credit Card Services website http://www.controller.cmich.edu/CreditCards/creditcards.htm.  
 
Statistics for the May Statement Period (04/25/08-05/24/08) 
Total Spend                                    $737,547.50
Total Number of Transactions              4377
Average Charge                               $168.51
Open Credit Cards                             737
Cards with Activity                            557
 
------------------------------------------------------------------------------------------------
                  - MAY 2008 -
------------------------------------------------------------------------------------------------
Smart Data OnLine (SDOL) for CMU Business Credit Card Transaction Editing 
 
SDOL is a secure web based application Central Michigan University uses to edit current period Business Credit Card transactions. This is a useful tool to assist you in managing your credit card transaction information. 
As an SDOL User, you can…
· Review account information for your cards — You can review account information for your CMU Business Card, including authorization limits. 
· Review transactions for your cards — You can run transaction queries to review transactions posted to your cards for a specific date range. 
· Allocate transactions — When reviewing transactions, you can update allocation information (cost centers and GLs) so that the transactions are assigned to the proper accounts within CMU’s accounting system. You can also split a transaction to allocate it to more than one account.  Changes can be made to the accounting information in SDOL until the scheduled lockdown which usually occurs 4-5 days after the statement period ends. This eliminates the need for journal entries. 
· Generate reports on your card transactions — You can run statement reports for your card transactions.  No more waiting for your credit card statement in the mail.  Statements can be run on the 25th of the month.  Get started on your Reconciliation Form 1-2 weeks earlier.  You can also set up your reports to be automatically generated each month. 
A CMU Business Cardholder can access their credit card information or give another individual permission to access their credit card account. 
If you are not already signed up for SDOL and would like to, please fill out the following form and fax it to 1069. SDOL Account Access and Maintenance for CMU Credit Cards   
There is an easy-to-follow training manual and online PowerPoint training available as well as monthly training session.   The training sessions are helpful but not mandatory.   The manual, PowerPoint and training schedule can be found on the Controllers Website. 
 
Upcoming Deadlines
Travel Expense Vouchers
Departments with employee travel expense vouchers that need to be processed for travel prior to July 1, 2008, MUST have them into the Payroll Office by 5:00 PM, Friday, June 20th, to be charged to the 2007-2008 fiscal year.  Please allow three days for campus mail or hand deliver them to the Payroll Office at Warriner 204.  If you have any questions, call Chris Zalud at 3525. 
Employee Travel Expense vouchers related to ProfED, MUST have them turned in by 5:00 PM, Friday, June 20th, in order to be charged to the 2007-2008 fiscal year.  If you have any questions, call Kay Fox at 6944. 
 
Statistics for the April Statement Period (03/25/08-04/24/08) 
Total Spend                                    $818,305.12
Total Number of Transactions              5074
Average Charge                               $161.27
Open Credit Cards                             750
Cards with Activity                            564
  
------------------------------------------------------------------------------------------------
                  - APRIL 2008 -
------------------------------------------------------------------------------------------------
NEW CELL PHONE ALLOWANCE POLICY 
Effective July 1, the university will implement a new Cell Phone Allowance Policy to comply with IRS regulations.  It will take the place of the existing Cell Phone Use and Reimbursement Policy and establishes guidelines for the distribution of an allowance paid to employees for the business portion of personal cell phones.  With appropriate need, departmental and senior officer approval, allowances for cell phone service will be added to employees' pay.  See the Cell Phone Allowance Policy website for more information - http://www.controller.cmich.edu/travel/cell_phone.htm.  A Q & A page to help answer questions can be viewed at www.controller.cmich.edu/travel/cell_phone_QA.htm. 
Statistics for the March Statement Period (02/25/08-03/24/08) 
Total Spend                                    $844,209.40
Total Number of Transactions              4934
Average Charge                               $171.10
Open Credit Cards                             750
Cards with Activity                            568

------------------------------------------------------------------------------------------------
                  - MARCH 2008 -
------------------------------------------------------------------------------------------------
Revised Business Expense Policy Highlights 
The Business Expense Policy has been updated and changes will become effective April 1, 2008.
Changes have been made to the following policies:
Flowers/Plants
Gifts
Staff/Employee Appreciation Events
Department/Staff Retreats
Holiday Events
Spouse Expenditures
New policies include:
Group Travels
Friend/Family Hospitality
Sponsorships
To view the Business Expense Policy, please click here. 
 
Statistics for the February Statement Period (01/25/08-02/24/08) 
Total Spend                                    $856,341.79
Total Number of Transactions              5117
Average Charge                               $167.35
Open Credit Cards                             750
Cards with Activity                            551
  
------------------------------------------------------------------------------------------------
                  - FEBRUARY 2008 -
------------------------------------------------------------------------------------------------
Flowers/Plants Policy 
The purchase of funeral flowers is permitted for the following individuals: The Dean of Student's Office will purchase flowers for the funerals of on campus students. Professional Education is responsible for the purchase of funeral flowers for their students. A supervisor within the individuals department may purchase flowers for funerals of faculty/staff and their spouse or significant other, and children. An Employee Reimbursement Voucher/Business Credit Card Reconciliation Form should be completed and signed by someone administratively senior in order to receive reimbursement. 
Flowers/plants may not be purchased for individual faculty, staff, or students for any reason other than funerals (as outlined above). Flowers/plants also may not be purchased for decorations for offices of individuals or the events held at a personal residence. Flowers/plants may be purchased as part of a development effort. The appropriate development officer and/or Dean must approve these purchases. 
Flowers/plants may be purchased for decorations at university events open to the public. Examples include commencement, the all university retirement reception, campus award ceremonies, homecoming, conferences and other special events. 
 
Reimbursement Voucher and Reconciliation Form Reminder 
When submitting your Reimbursement Voucher or Reconciliation Form, please be sure to send the original version of the form.  
 
Statistics for the January Statement Period (12/25/07-01/24/08) 
Total Spend                                    $587,520.38 
Total Number of Transactions              3526 
Average Charge                               $166.63 
Open Credit Cards                             745 
Cards with Activity                            483 
------------------------------------------------------------------------------------------------
                  - JANUARY 2008 -
------------------------------------------------------------------------------------------------
Rented Vehicles 
 
Under certain circumstances, the use of a rental car may be necessary. Many rental car agencies will give a discount to employees for business travel. To view a list of car agencies CMU has accounts with please visit the Contracting and Purchasing website, and click on the Travel & Moving Companies on the left. Rental cars should be economy class whenever available. When traveling in groups, sharing of cars is required to minimize costs. 

The university offers rental collision insurance for employees who use their CMU Business Credit Card to rent automobiles. For coverage to be effective, cardholder must rent the vehicle in their name and sign the rental agreement. Employees must decline collision damage waiver insurance when renting the vehicle. If you are renting the vehicle for an individual affiliated with the University, they need to be listed as an authorized driver on the agreement. The coverage does not apply to full-size vans or cargo vehicles. If an accident occurs with an automobile rented with a CMU Business Credit Card, the claim should be reported to Risk Management and Insurance, 774-3741   

You can find more information about renting a vehicle in the Business Expense manual and on the Contracting and Purchasing website.

Mileage Rate Change for 2008 

Effective Jan. 1, the IRS standard mileage rate is 50.5 cents per mile for all business travel, up from 48.5 cents a mile in 2007. The updated employee reimbursement voucher and business card reconciliation form that reflect this new rate are available now for download here. If you have any questions regarding this new rate or anything pertaining to travel reimbursement, please call Chris Zalud at 3525.

Updated Monthend Schedule

The Monthend Schedule has been updated to include lockdown dates for 2008. The schedule can be viewed here. Please make note that the deadline is now listed as 5 PM rather than 8 AM. We will continue sending out lockdown reminders in the CMUToday Digest. We encourage you to add these dates to your Outlook Calendar to avoid missing the deadline.

Statistics for the December Statement Period (11/25/07 - 12/24/07)
Total Spend - 				$753,178.38 
Total Number of Transactions - 	4184 
Average Charge - 			$180.01 
Open Credit Cards - 			738 
Cards with Activity - 			523 
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