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                                                     Business and Travel Expenses

The university’s Business and Travel Expense (BTE) Policy applies to all university business and travel expenses. The BTE Policy applies to individuals who incur expenses in the course of traveling and/or conducting business for the university and those that prepare or approve business and/or travel purchases.

The BTE Policy was updated on October 1, 2018 to align with other relevant university policies and requirements, as well as to incorporate stakeholder feedback regarding understanding and compliance enhancement opportunities.
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                        Business Systems Help Desk
x8-4666
er-help@andrew.cmu.edu
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                         Business and Travel Expense Policy 

              
                                                        
                                                                        BTE Policy Overview

Overview for any person that may incur expenses in the course of conducting university business, supervises employees that may incur business expenses, or who supports someone that may incur business expenses.

[image: ]

View the BTE Policy Overview

Additional training is required to access to the Oracle Financial System to submit Internet Expenses (IE) Expense Reports and/or IE Procurement Card Reports. Visit the Finance Division Training page for training requirements.

                                                                                                                    

                                                                Resources

	Tools and Forms
	Mileage Rates
	Rental Vehicles Insurance Information
	Rental Vehicles User Agreement
	Frequently Asked Questions (FAQs)
	Audit Approach [image: leave site icon]


                                                                                                                    

                                                                Expense Reports

Expense reports (ERs) are processed for employees and non-employees. All ER forms and documents are restricted and require an Andrew ID for access.

	Expense Report Signing Limits
	Delegates and Employees
	Oracle Internet Expenses (IE) Application Training


                                                                                                                    

                                                                Rates

	Mileage Rates
	Domestic Per Diem Rates
	Foreign Per Diem Rates
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                                                                                                                             	Business Purpose & Justification Help Materials [.pdf]
	PA Sales Tax Exemption Information
	CMU Travel Information


                                                                                                                                        

                                                                                                                     	Financial Records Retention Policy
	Purchasing Policy
	Non-Employee Expense Report FAQs
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                                            CMU Ethics Reporting Hotline

844-587-0793
cmu.ethicspoint.com

The hotline is not an emergency service. For emergencies, call University Police at 412-268-2323 or 911.
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