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------------------------------------------------------------------------------------------------

2010 Business Mileage Rate Decreasing 
Effective January 1, 2010, the standard mileage rates for the use of a car (including vans, pickups, and panel trucks) will be: 
1. 50 cents per mile for business miles driven (currently, 55 cents per mile)
1. 16.5 cents per mile for medical or moving purposes (currently, 24 cents per mile)
1. 14 cents per mile driven in service to a charitable organization (same rate as in 2008 and 2009)  
If you have any questions regarding this new rate or anything pertaining to travel reimbursement, call Chris Zalud at 3525. 

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. 

Smart Data OnLine Reminder
We are encouraging Smart Data OnLine users to update your CMU Business Credit Card transactions before the holiday break so you don’t have as many to do when you return in January.  The deadline to update your transactions is January 7th at 5pm.   Please keep in mind that you can log into SDOL anytime during the month to review/update your transactions. 

Statistics for the November Statement Period (10/25/09 to 11/24/09)
Total Spend                                         $797,403.92
Total Number of Transactions            5,312
Average Charge                                  $150.11
Open Credit                                        796
Cards with Activity                            588
 
------------------------------------------------------------------------------------------------
                  - NOVEMBER 2009 -
------------------------------------------------------------------------------------------------
 
Expenditure Policy Reminders
With the holiday season approaching, we thought it would be helpful to remind you of the expenditure policies that are frequently asked about during this time of year.  To view the Business Expense Manual, please go here.

Holiday Events
Holiday functions are permitted. The cost of such functions must be reasonable and may not be charged against any general fund or grant account (i.e., 1xxxx; 2xxxx, 3xxxx, 6xxxx or 7xxxx). It is permissible to include spouses or benefit eligible partners in these events.

Holiday Cards and Decorations
The purchase of holiday cards and decorations is not allowed unless it is directly related to development activities.

Gifts
Gifts (regardless of value) may NOT be purchased for students, employees or members of their immediate families, even if they are a donor. 

Gifts may be purchased for donors as part of a development activity. These gifts may not be provided to employees or students. The appropriate development officer and/or Dean must approve these purchases. 

It may be appropriate to purchase gifts for visitors to CMU (e.g., international visitors, volunteers, speakers). The cost of any gift must be modest (normally, less than $50 per individual). 

Plaques, service awards, departmental apparel or other items that are of a marketing or departmental related nature, are not considered gifts. The intent of the purchase will be audited.

Statistics for the October Statement Period (9/25/09 to 10/24/09)
Total Spend                                         $797,483.11
Total Number of Transactions            5,102
Average Charge                                  $156.31
Open Credit                                        810
Cards with Activity                            593
 
------------------------------------------------------------------------------------------------
                  - OCTOBER 2009 -
------------------------------------------------------------------------------------------------
New Payroll and Travel Services Website Launched
On Friday, October 16th, we launched our new Payroll and Travel Services website.  http://www.cmich.edu/Payroll_and_Travel_Services.htm  If you are having trouble finding something on the new site, feel free to contact us and we would be happy to point you in the right direction. 
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. 
Office Guidelines
1. Store your credit card in a secure location.  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.
1. Do not leave documents with your credit card number in a location where others can easily access it.  These should be stored in a secure location.  If the full number is displayed on a receipt or invoice, black out all but the last four digits of the credit card number.
When making a purchase
1. 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. 
1. Ensure that you get your card back after every purchase. 
1. Protect your card as if it were cash. 
1. If you do not use your card on a regular basis, check periodically to make sure it is not missing. 
1. 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. 
1. 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. 
1. 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. 
1. 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. 
1. Report lost or stolen cards immediately.  Instructions on how to do this can be found on the Credit Card Services website.  
Statistics for the September Statement Period (8/25/09 to 9/24/09)
Total Spend                                         $790,990.18
Total Number of Transactions            4,885
Average Charge                                  $161.92
Open Credit                                        795
Cards with Activity                            576
 
------------------------------------------------------------------------------------------------
                  - SEPTEMBER 2009 -
------------------------------------------------------------------------------------------------
Transaction Limit for Supplies and Equipment
As a reminder, there is a $2,500 transaction limit for supply and equipment charges when using the CMU Business credit card.  Supply and equipment purchases larger than $2,500 need to go through Contracting and Purchasing Services.  Transactions should not be split in order to get around the $2,500 limit.  This is a violation of the policy.

Monthly CMU Business Credit Card Training
CMU Business Credit Card training sessions are offered each month.  If it has been a while since you have attended a training, we encourage you to sign up and become reacquainted with the business expense policies and procedures.  Here is a link to the upcoming training sessions. http://www.controller.cmich.edu/Training/CMU_BusCard.htm  Please call 3481 to register.

REMINDER - Expiring Credit Cards
For those of you that have an expiring credit card, you can continue using it until 9/30/09. Your new credit card has been delivered to the Payroll and Travel Services Office and is available for pick-up.  Cards can be picked up in Warriner Hall 204 between 8:00 a.m. and 5:00 p.m. A photo ID MUST be presented when picking up the credit card. 
If you no longer want a CMU Business Credit Card in your name, please call 7363 to cancel your account.

Statistics for the August Statement Period (7/25/09 to 8/24/09)
Total Spend                                         $709,770.53
Total Number of Transactions            4,305
Average Charge                                  $164.87
Open Credit Cards                              791
Cards with Activity                            543

------------------------------------------------------------------------------------------------
                  - August 2009 -
------------------------------------------------------------------------------------------------
 
Helpful Ideas when Ordering Supplies

When making credit card purchases, you are encouraged to group together smaller orders whenever possible.  Rather than ordering something the minute you run out, keep a list of what you need and only order once a week or once every two weeks.  It is more cost effective for the university as well as the vendor if you place one big order rather than multiple small orders.  This also applies when running to a local store to pick up supplies – group multiple trips together.

When ordering office supplies, use CMU’s preferred vendor – Office Depot.  In order to get CMU contracted prices, you will need to set up an user account.  For more information on how to do this, visit the Contracting and Purchasing Services website and click on Contracts on the left followed by Office Depot.
1. Time Saving Idea - Once you have a user account established, you have the ability to create a personalized shopping list.  You can save on the items you are continuously ordering in “My Saved Lists”.  Rather than searching for the same items every month, you can just bring up your list and enter a quantity next to the item you want to order and it is added to your shopping cart.

Group Travel
In limited circumstances, lodging and business meals (within per diem) for large groups may be charged to one employee’s business card. This is only allowable for candidate search committees, set up crews for out of town events put on by University Events, theater/performing groups and Gear Up when traveling with large numbers of young children and chaperones. This does not include business conference travel and requires prior approval from Payroll and Travel Services.  If you have any questions, please call 774-3525.

REMINDER - Expiring Credit Cards
The majority of the CMU Business Cards have expiration dates of 09/09.  For those of you that have an expiring credit card, you can continue using it until 9/30/09.  Your new credit card will be delivered to the Payroll and Travel Services Office at the beginning of September.  We will send out an email when your new credit card is available for pickup. 

Statistics for the July Statement Period (6/25/09 to 7/24/09)
Total Spend                                         $623,010.60
Total Number of Transactions            3,652
Average Charge                                  $170.59
Open Credit Cards                              788
Cards with Activity                            498
 
------------------------------------------------------------------------------------------------
                  - July 2009 -
------------------------------------------------------------------------------------------------
 
Expiring Credit Cards
The majority of the CMU Business Cards have expiration dates of 09/09.  For those of you that have an expiring credit card, you can continue using it until 9/30/09.  Your new credit card will be delivered to the Payroll and Travel Services Office at the beginning of September.  We will send out an email when your new credit card is available for pickup. 

Unknown Charge on CMU Business Credit Card Statement 
In the past month there have been many 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. 
1. 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. 
1. Contact the vendor for details surrounding the charge. 
1. 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. 
*If you need to call the Bank for any reason, please provide the last 4 digits of your campus ID rather than your social security number.

Statistics for the June Statement Period (5/25/09 to 6/24/09)
Total Spend                                         $711,633.86
Total Number of Transactions            3953
Average Charge                                  $180.02
Open Credit Cards                              797
Cards with Activity                            537
 
--------------------------------------------------------------------------------------------
                  - June 2009 -
------------------------------------------------------------------------------------------------
 
Changing Credit Limit
In the event that you need your credit card limit increased, you need to complete the “Credit Limit Change Request” form at www.controller.cmich.edu/downloads/forms.htm#CreditCards .  This form requires your signature as well as your supervisors signature.  If you only need your credit limit raised for the current statement period, please indicate this on the form.  We will make a note to change it back to the original limit at the end of the statement period.

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.  

Canceling Credit Card
In the event that you are leaving the university or no longer need your CMU Business Credit card, you need to notify the Payroll & Travel Services department so the card can be cancelled.  Please contact Cindy Smith or Sara Yonkey.

Statistics for the May Statement Period (4/25/09 to 5/24/09)
Total Spend                                         $636,027.54
Total Number of Transactions            4113
Average Charge                                  $154.64
Open Credit Cards                              800
Cards with Activity                            569

--------------------------------------------------------------------------------------------
                  - MAY 2009 -
------------------------------------------------------------------------------------------------
Staff/Employee Appreciation Events
A department may hold events during the year to show appreciation for employee efforts. The cost of the event should be reasonable (normally, less than $20 per person). Spouses or benefit eligible partners may be invited to appreciation events. The appropriate Vice President or Dean must approve all employee appreciation events prior to them taking place. 
 To view the Business Expense Policy, please click here . 

Upcoming Deadlines
Travel Expense Vouchers
Departments with employee travel expense vouchers that need to be processed for travel prior to July 1, 2009, MUST have them into the Payroll Office by 5:00 PM, Friday, June 19th, to be charged to the 2008-2009 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 19th, in order to be charged to the 2008-2009 fiscal year. If you have any questions, call Kay Fox at 6944.  
  
CMU Business Credit Cards Cutoff 
Credit card charges posted to your credit card account on or before the 24th of June will be charged in the current fiscal year (2008-2009). Anything posted to your credit card account on the 25th of June or later will be in the new fiscal year. Be sure to make end of the year purchase early enough so that they will post to your credit card account prior to the end of the statement period. 
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 April Statement Period (3/25/09 to 4/24/09) 
Total Spend                                          $ 788,731.21
Total Number of Transactions             5,042 
Average Charge                                   $156.43
Open Credit Cards                               794
Cards with Activity                             583 
  
--------------------------------------------------------------------------------------------
                  - APRIL 2009 -
--------------------------------------------------------------------------------------------
  Business Expense Policy for Gifts
Gifts (regardless of value) may not be purchased for students, employees or members of their immediate families. 
Gifts may be purchased for donors as part of a development activity. These gifts may not be provided to employees or students. The appropriate development officer and/or Dean must approve these purchases.  
It may be appropriate to purchase gifts for visitors to CMU (e.g., international visitors, volunteers, speakers). The cost of any gift must be modest (normally, less than $50 per individual).   
Plaques, service awards, departmental apparel or other items that are of a marketing or departmental related nature, are not considered gifts. The intent of the purchase will be audited. 
To view the Business Expense Policy, please click here . 
 
Statistics for the March Statement Period (2/25/09 to 3/24/09) 
Total Spend                                          $741,738.03
Total Number of Transactions             4,463 
Average Charge                                   $166.20
Open Credit Cards                               772
Cards with Activity                             633 
  
--------------------------------------------------------------------------------------------
                  - MARCH 2009 -
--------------------------------------------------------------------------------------------
  Credit Card Statements Online 
You do not need to wait for your CMU Business Credit Card statement to arrive in the mail each month.  Statements can be generated online through Smart Data OnLine (SDOL).  Your statement can be run on the 25th of the month which means you can get started on your reconciliation form earlier.  Remember the deadline to turn in your CMU Business Credit Card Reconciliation Forms is the 15th of the following month. 
If you do not already have access to SDOL, you will need to complete the SDOL Access & Maintenance Form located on the Controllers website http://www.controller.cmich.edu/downloads/forms.htm . 
  
Reconciliation Form Reminder 
When filling out your CMU Business Credit Card Reconciliation form be sure to include original itemized receipts.  Itemized receipts are required for all purchases except per diem meals while traveling.
Also, if you are documenting travel expenses, you must include the business purpose, the travel dates, time of departure, time of return and the names of others traveling with you. 
 
Statistics for the February Statement Period (1/25/09 to 2/24/09) 
Total Spend                                          $921,261.31 
Total Number of Transactions             5,681 
Average Charge                                   $162.17 
Open Credit Cards                               788 
Cards with Activity                             594 
  

--------------------------------------------------------------------------------------------
                  - February 2009 -
--------------------------------------------------------------------------------------------
 2009 Study Abroad 
 The Office of International Education is gearing up for the 2009 Study Abroad season.  If you are participating in an International Study Abroad trip this year the CMU business credit card is a safe and convenient way to pay for your expenses while traveling internationally.  Here are a few tips while  planning your travel abroad:
· Confirm that the credit limit on your business credit card is set at an adequate amount for the duration of your trip and monitor the balance that is charged on your card prior to departure.  If you do not know your credit limit, you may contact the Payroll/Travel Office for this information.  If you need to increase the amount of your credit limit there is a “Credit Limit Change Request” form at www.controller.cmich.edu/downloads/forms.htm#CreditCards .  This form requires your signature and a senior administrator signature. 
· Even though the CMU Business Credit Card is accepted worldwide, there are still remote areas that do not accept any credit cards.  If you have a contact person or guide in the area you are visiting, you may want to inquire about credit card acceptance. 
· Be particularly vigilant while traveling internationally with your business credit card.  Replacing a lost or stolen credit card on campus can be handled quickly and easily.  Shipping a replacement credit card internationally would be a much more difficult task. 
· If you are planning a budget for study abroad travel,  keep in mind there is a 1% international transaction fee for every charge made on your business credit card while traveling abroad.  No back-up documentation is required for these fees when compiling  your business card reconciliation form. 
· If your study abroad travel is going to extend beyond the 15 th  of the month deadline for the business card reconciliation form, please contact the Payroll/Travel office with your travel dates before you depart.  Also indicate when your documentation will be turned in; this will eliminate late notices. 
· The Payroll/Travel Office works closely with The Office of International Education to ensure that Study Abroad participants are well informed and prepared before they travel.  If you have any international travel questions not related to the business credit card they should be directed to the OIE. 

SDOL Transaction Maintenance 
As all CMU Business Credit Cardholders and SDOL users are aware, if credit card transactions need be moved to the correct cost center or WBS, this must be done before the scheduled month-end deadline posted on the controller’s website.  After the deadline these transactions are downloaded to SAP.  If a non-existent cost center or WBS account is used in SDOL, this will result in errors when downloaded to SAP.  These errors must be corrected before the process can continue.  The Payroll/Travel office attempts to contact individuals during the month concerning errors to streamline this process, but ultimately, it is the cardholder and/or SDOL user that is responsible for correcting the errors to their account. 
 
Statistics for the January Statement Period ( 12 /25/08 to 1/ 24/0 9 )
Total Spend                                         $554,474.82 
Total Number of Transactions                         3,269 
Average Charge                                         $ 169.62 
Open Credit Cards                                             784 
Cards with Activity                                           485 
  
--------------------------------------------------------------------------------------------
                  - January 2009 -
--------------------------------------------------------------------------------------------
 2009 Mileage Rate Increase 
 
As of January 1, 2009, the official personal mileage rate will be increased to 55 cents per mile.  Please keep in mind that all mileage claims for December 2008 must be calculated at the 50.5 cent rate.  The reconciliation form and employee reimbursement voucher on the controller’s website have been updated to reflect the 2009 rate. 
  
2009 Month End Closing Schedule 
  
  The 2009 Month End Closing Schedule for updating credit card purchases has been posted on the controller’s website http://www.controller.cmich.edu/CreditCards/card_schedule.htm .  Please refer to this schedule when updating your credit card purchases on SDOL.  The credit card purchases are locked at 5:00 pm on the deadline day each month and no adjustments can be made on SDOL after this date and time. 
  
2009 Business Card Training Schedule   
 
The 2009 Business Card Training Schedule has been posted on the controller’s website http://www.controller.cmich.edu/training/CMU_BusCard.htm .  Even if you are a current business cardholder and you have already attended training, we encourage you or any member of your staff to attend training as a refresher course. 
 
Statistics for the December Statement Period (11/25/08 to 12/24/08)
Total Spend                                    $703,910.26
Total Number of Transactions              4,771
Average Charge                               $147.54
Open Credit Cards                             779
Cards with Activity                            526
