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Settlement Deadlines

June 15 September 15 February 15 June 15

All charges since February 15 are to

All charges since September 15 are
be submitted before June 15 ®

to be submitted before February 15

All charges since June 15 are to be
@ submitted before September 15

*Department supervisors may require employees to settle University purchasing cards before the standard settlement deadlines.

° NMU requires all expenses for a trip to be settled at one time shortly after the trip is complete, except when using the Travel card to pay for
some expenses before the winter semester deadline of June 15, and the trip will occur after June 15.

o  Thetransactions should be settled by dividing the trip. Label the first report as part 1 and submit it before the June 15 deadline.
When the second report is filed, label it as part 2.

The University will book all expenses incurred in the correct fiscal year.

Card privileges may be revoked for a time period determined by the Controller, the Internal Auditor, and your Department Head for
late settlement or failure to follow these deadlines.

Requests for reimbursement of personal credit card or cash payments that are submitted after the settlement deadlines will not be
accepted or paid without Controller approval.




For year end, all transactions in your Concur account must be settled (put in a report and
submitted to your approver) by June 21st.

This will give the approvers time to get their part of the process completed as we need to have
all settlements approved no later than June 26th.




Any questions?

reach out to
Vendor Payables
at
or ext 2339




