Accidental Charges

-« If an employee accidentally purchased something using the NMU card
. o Settle the transaction as soon as possible

o Mark the transaction as a personal expense

o  The University will issue the employee an E-bill, or mail a bill to the address on file

o Repayment to the University should be in a timely manner

Lack of payment or repeated personal charges will be grounds to revoke or suspend the purchasing

Details ltemizations

Q% Allocate

* Required field

Expense Type o

Personal Expense X v
Transaction Date Payment Type

10/09/2023 Travel Card
Amount Currency

594.30 US, Dollar (USD)

Personal Expense (do not reimburse)




