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All About Accounts Payable

Accounts Payable is part  of the Financial Services departm ent  
within the Adm inist rat ion & Business Affairs (ABA)  division. 
Accounts Payable provides adm inist rat ive and fiscal support  to the 
cam pus com m unity and its suppliers in accordance with 
Dest inat ion 2010. Som e of the services provided by the Accounts 
Payable staff include:

Paym ent  of invoices
Direct  Paym ent  Requests
Processing Paym ents in Advance
Business Related Reim bursem ents – Em ployee/ Non-Em ployee
ProCard – GE Capital Credit  Paym ent
Travel
Moving & Relocat ion Expense Claim s
Training offered by Accounts Payable
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Our Mission Statement

GOAL:  To consistent ly provide efficient  and reliable service to 
all of our custom ers, including vendors, fellow em ployees, 
and the cam pus com m unity.

STANDARDS:

The custom er always com e first .

Staff is cross- t rained on every job duty.

I nvoices are paid in a t im ely m anner.

Policies and procedures are updated in a t im ely m anner.

Monthly staff m eet ings reinforce open com m unicat ion & 
problem  solving techniques.

Staff is updated with the latest  technical inform at ion and 
given ongoing educat ional t raining.



4

Accounts Payable Staff
Susan Johnson Karen Robinson

Director of Accounts Payable & Travel Accountant  I

(916)  278-6476 (916)  278-5857

sjohns@csus.edu krobinson@csus.edu

Debbie Sm ith Althea Spencer

Account  Tech I I I Account  Tech I I I

(916)  278-6478 (916)  278-7232

sm ithdl@csus.edu spenceral@csus.edu

Pam  Elbeck Deaundria Brooks

Account  Tech I I I Account  Tech I I I

(916)  278-6477 (916)  278-7445

pelbeck@csus.edu dlbrooks@csus.edu

Carolina Mart inez Kim berley Lea

Account  Tech I I I Account  Tech I I I

(916)  278-5858 (916)  278-7443

cm art ine@csus.edu klea@csus.edu

W e are located in Sequoia Hall, 3 rd Floor, Room  3 1 1

Main Line 2 7 8 - 6 4 7 6  - Julie
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Susan L. Johnson

Director of Accounts Payable & Travel

Karen Robinson
Accountant  I

Debbie Sm ith
Account  Tech I I I

Althea Spencer
Account  Tech I I I

Pam  Elbeck
Account  Tech I I I

Deaundria Brooks
Account  Tech I I I

Carolina Mart inez
Account  Tech I I I

Kim berley Lea
Account  Tech I I I
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Director’s Responsibilities

Susan L. Johnson

Manages Accounts Payable & Travel

Policy & Procedures for Accounts Payable

Upgrade for CMS 9.0

Train Accounts Payable Staff & Student  Worker

Train Cam pus Users on the A/ P Module

Part icipates in Business Partner’s Round Table

1099 Process 

Travel Program s

ProCard Program
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Staff’s Responsibilities
Karen’s Dut ies

Ext  8-5857

Back-up Supervisor
Direct  Pays

Const ruct ion Cont racts
ProCard

Athlet ic Travel

Debbie’s Dut ies
Ext  8-6478

Let ters – H,J,M,O,Z
DGS & Prison Ind.

Vacat ion Trust
Travel Claim s A-Z

Travel Advances A-Z
Relocat ion & Moving Exp

KK Ledger Clean-up

Althea’s Dut ies
Ext  8-7232

Let ters- D,E,F, L,
Travel Claim s A-Z

Travel Advances A-Z
Am Ex & SWABIZ

Relocat ion & Moving Exp.

Pam ’s Dut ies
Ext  8-6477

Let ters I ,N,S,W,Y
Travel Claim s A-Z

Travel Advances A-Z
Am erEx & SWABIZ

Relocat ion & Moving Ex

DeDe’s Dut ies
Ext  8-7445

Let ters – B,C,R,V
Travel Claim s A-Z

Travel Advances A-Z
Am Ex & SWABIZ

Moving & Relocat ion Exp

Carolina’s Dut ies
Ext  8-5858

Let ters –A,K,P,X
Travel Claim s A-Z

Travel Advances A-Z
Am Ex & SWABIZ

Moving & Relocat ion Exp
KK Ledger Clean-up

Kim ’s Dut ies
Ext  8-7443

Let ters – G,Q,T,U
Travel Claim s A-Z

Travel Advances A-Z
Am Ex & SWABIZ

Moving & Relocat ion  Exp
DGS & Prison Indust r ies

Debbie’s Support

Let ters – Althea & Kim
Travel – Everyone

Vacat ion Trust  – Everyone
DGS & Prison Ind. – Everyone

KK Ledger – Stephanie H

Althea’s Support

Let ters – DeDe & Pam
Travel – Everyone

Am  Exp & SWABIZ - Everyone

Pam ’s Support

Let ters – Carolina & Althea
Travel – Everyone

Am  Exp & SWABIZ - Everyone

DeDe’s Support

Let ters – Carolina & Debbie
Travel – Everyone

Am  Exp & SWABIZ - Everyone

Carolina’s Support

Let ters – Kim  & Debbie
Travel – Everyone

Am  Exp & SWABIZ - Everyone

Kim ’s Support

Let ters – DeDe & Pam
Travel – Everyone

Am  Exp & SWABIZ - Everyone

Karen’s Support

Supervisor – Susan
Direct  Pays – Everyone

Const ruct ion Cont ract  - Everyone 
Athlet ic Travel – Everyone

ProCard – Everyone
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Functions of Accounts Payable
Paym ent  of I nvoices

From  Requisit ion to Check
Payee Data Record Form  (204 Form)
When to void a check
Researching a payment
What  delays a payment

Direct  Paym ent  Request  (DPR’s)
What  is a Direct  Pay Request  (DPR) Paym ent  vs Reimbursem ent

When can I  use a DPR When can’t  I  use DPR

What  form  do I  use & Where do I  get  it Do I  need a Payee Date Record Form  (204)

What  back-up paperwork is needed for a DPR Who is authorized to approve DPR’s

How long does a DPR take before it  is paid Top reasons why your DPR is not  paid within 

two weeks
Paym ents in Advance (PI A’s)
Reim bursem ents
ProCard Program

Credit  Card Paym ent
ProCard Calendar for 07/ 08 fiscal year 

DGS Blue Card
Travel 

Am erican Express Business Travel Account  (BTA)
American Express Business Credit  Cards
Enterprise Rent  A Car
SWABI Z – Southwest  Business Travel
Travel Advances
Travel Expense Claims
Moving & Relocat ion Expense Claim s
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Payment of Invoices

From  Requisit ion to Check

Payee Data Record (204 Form )

When to Void a Check

Researching a Paym ent

What  Delays a Check
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From Requisition to Check
The life cycle of a Service or Purchase Order

The departm ent  determ ines if an order m ust  be placed to purchase a com m odity or service.
The departm ent  determ ines which vendor they wish to use to fill the order. I f the vendor is not  in 
the CMS vendor file, the departm ent  m ust  inform  Procurem ent  Services.  This inform at ion will be 
conveyed at  the t im e the departm ent  enters the requisit ion.
The departm ent  enters a requisit ion into CMS. 

For inst ruct ions on how to enter a requisit ion go to www.csus.edu/ cm s. Click on the “Training”  
link. Then click on “Training Manual”  link for Finance 8.4.

The requisit ion is approved by an approving official in CMS.
The requisit ion is sourced to a service or purchase order by Procurem ent  Services. The order is 
dispatched to the vendor.  I f the vendor is not  in the CMS vendor file, Procurem ent  Services will 
include a copy of the Payee Data Record form  (Std. form  204)  with the order. Paym ents will not  be 
rendered unt il the Payee Data Record form  is received by Procurem ent  Services and is entered into 
CMS.
The vendor will fill the order and issue an invoice.
I f the invoice is associated with a service:

The invoice subm it ted for paym ent  m ust  be approved for paym ent  by the departm ent  upon 
sat isfactory com plet ion of service.
Services will be paid in arrears.
Receiving is not  required for services.

I f the invoice is associated with a purchase order:
The invoice subm it ted for paym ent  doesn’t  require departm ental approval pr ior to paym ent .
Receiving is required to be posted in CMS.  I f the vendor delivers the item  to Cent ral 
Receiving, they will post  stock received.  I f the item  is picked up by departm ental personnel, 
delivered direct ly to the departm ent , or delivered by UPS or US Postal Service, it  is the 
departm ent ’s responsibilit y to subm it  a signed stock received report  to Cent ral Receiving.  The 
departm ent  m ay subm it  a packing slip or a copy of the purchase order with the received item s 
ident ified, in lieu of a stock received report . 
(ht tp: / / www.csus.edu/ proc/ FULL_I NFO.htm # stock)

The order is com plete when the check is issued to the vendor and m ailed. 
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Payee Data Record Form (204 Form)

The Payee Data Record form  is required for all non-governm ental vendors.  I t  is not  
required for em ployees, Federal, State, or local ent it ies including school dist r icts.  

The form  is provided by Procurem ent  Services. I t  m ust  be com pleted, returned, and 
entered into CMS by Procurem ent  Services before paym ent  can be rendered. I t  will 
be sent  to all new vendors when the purchase/ service order is dispatched.

The 204 form  m ay also be requested by Accounts Payable or the departm ent  for the 
following reasons:

To prevent  the delay in paym ent  to the vendor.  I f the 204 form  is not  entered 
into CMS, the check to the vendor will not  pr int .

The vendor has changed their nam e, address, or Federal I dent ificat ion num ber 
(FI N) .

The vendor’s business is now incorporated.  They are no longer classified as an 
individual/ sole proprietor or partnership.

The vendor is new and the form  is needed to process a requisit ion or Direct  
Paym ent  Request .

To verify or update address or tax I D num ber inform at ion from  the vendor.

(ht tp: / / www.csus.edu/ aba/ form s.htm )
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When to Void a Check
I f a vendor calls about  a paym ent  and the check has been issued, but  never received, 
the check m ay be cancelled and reissued.  Before a check can be reissued the 
following needs to be verified:

The check was issued m ore than three weeks pr ior to the vendor calling.
The check is not  in Student  Financial Services Center (Lassen Hall – Cashier ’s Office)  wait ing 
to be picked up by the vendor/ em ployee.
The check has not  been cashed.

I f the check has been t ruly lost , em ail the Tech responsible for handling the vendor.  
Request  a stop paym ent  be placed on the check.  The Tech will need to know the 
following inform at ion in order to init iate the stop paym ent :  vendor’s nam e, PO 
num ber if applicable, check num ber, the nam e of the vendor’s contact  person, 
vendor’s phone num ber, and fax num ber.  
The Tech will m ail or fax the vendor a “State Agency Trust  Check Replacem ent  
Applicat ion.”  This form  m ust  be com pleted and returned prior to reissuing the check.  
The replacem ent  applicat ion requires an original signature and m ust  be notarized if 
the vendor is an out -of-state vendor. Do not  fax back the replacem ent  applicat ion.  
The original docum ents need to be returned.  (ht tp: / / www.csus.edu/ aba/ form s.htm )
The stop paym ent  process is init iated by Accounts Payable upon sending the 
replacem ent  applicat ion to the vendor.  The ent ire process m ay take a m inim um  of 
one to two weeks to com plete.  Any delay in receiving the com pleted applicat ion back 
from  the vendor delays issuance of the replacem ent  check. 
Once the replacem ent  applicat ion has been received and the stop paym ent  has been 
confirm ed, a new check will be issued and m ailed to the vendor.



13

Researching a Payment
To research a paym ent  follow this navigat ion in CMS:   

Accounts Payable> Vouchers> Ent ry> Regular Ent ry> Find an Exist ing Value.
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Cont’ Researching a Payment

I f you know the voucher # , you can enter it  in the voucher 
I D field and click search or hit  enter. When searching by 
voucher # , only that  voucher will result  from  the search.

I f searching by nam e, type the vendor’s nam e in the short  
vendor nam e field. Click on search or hit  enter. A list  of 
vendors will appear on the bot tom  port ion of the screen. 
Click on the voucher/ paym ent  in quest ion and that  voucher 
will be displayed start ing with the invoice inform at ion 
screen.

I f you know the vendor # , put  the #  in the vendor I D field, 
hit  the hom e key, and press the zero unt il it  stops. Click 
search or hit  enter. When searching by vendor # , all 
paym ents m ade to this vendor will appear.
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Cont’ Researching a Payment
You can sort  the inform at ion from  the search by any of the colum n 
headings. I f you know the am ount , sort  by am ount . I f you know the 
invoice # , sort  by invoice # . CMS will sort  the colum n from  ascending to 
descending order.

Click on the invoice #  or am ount  you are researching and the screen will 
change to the invoice screen.
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Cont’ Researching A Payment
On this screen the inform at ion is from  the invoice.
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Cont’ Researching A Payment
Click the Paym ents tab. You will see the check# , the date the check was 
issued, the check am ount , and the m ailing address. Click the paym ent  
inquiry link.
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Cont’ Researching A Payment
The Paym ent  I nquiry page shows the check# , the am ount , the check date, the 
reconciliat ion status, and the date the check was reconciled in CMS. This date is not  
the date it  cleared the bank. I f you need the date the check cleared the bank, click 
on the Paym ent  Reference I D# .
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Cont’ Researching A Payment
On this screen, you can see when the check was cleared by the bank.
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What Delays a Payment
A paym ent  is not  issued to a vendor for several reasons:

The invoice was not  received by Accounts Payable.
All invoices should be m ailed direct ly to the Accounts Payable office.  Many departm ents m istakenly have the vendor m ail the 
invoice to them .  This act ion will delay paym ent  due to invoices not  being forwarded to Accounts Payable because they have 
been either lost  or forgot ten.

Stock Received is not  posted in CMS.  
Whenever any com m odity is purchase by the University, receiving m ust  be posted in CMS.  I f the vendor delivers the item  to 
Cent ral Receiving, they will post  stock received.  I f the item  is picked up by departm ental personnel, is delivered direct ly to 
the departm ent , or is delivered by UPS or US Postal Service, it  is the departm ent ’s responsibilit y to subm it  a stock received
report  to Cent ral Receiving.  The department  may subm it  a packing slip or a copy of the purchase order with the received 
item s ident if ied, in lieu of a stock received report .  (ht tp: / / www.csus.edu/ proc/ FULL_I NFO.htm # stock)

The purchase/ service order needs to be amended.  There are several reasons why an order will need to be amended:
The descript ion on the order doesn’t  match the invoice descript ion.
The quant ity invoiced is greater than the quant ity ordered.  
The invoice am ount  is greater than the purchase order am ount .
Sales tax or freight  is not  on the order and the am ount  of sales tax or freight  is greater than the $100.00 leeway allowed by
Procurem ent  Services.
Freight  is on the order, but  the am ount  invoiced is greater than the $100.00 leeway allowed by Procurem ent  Services.
Vendor is invoicing for an item  or service that  is not  listed on the order.
Vendor is invoicing for greater than accepted quoted am ount .  AP will need the departm ent  and Procurem ent ’s perm ission to 
pay m ore than the quoted am ount .

The Payee Data Record form  (204 form )  has not  been received.
Before any paym ent  can be rendered to the vendor, a com pleted 204 must  be received and entered into CMS by Procurement  
Services. (ht tp: / / www.csus.edu/ aba/ form s.htm)  

I tem s or services are purchased from vendors without  a purchase order.
Whenever com m odit ies are purchased or services are rendered without  a purchase/ service order, paym ent  will be delayed.  A 
requisit ion will need to be entered into CMS, after the fact .  The departm ent  will be required to write a just if icat ion for 
expending University funds without  the knowledge of Procurem ent  Services. 
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Direct Payment Request (DPR)

What  is a Direct  Pay Request  (DPR)?

Paym ent  vs Reim bursem ent

When can I  use a DPR?

When can’t  I  use a DPR?

What  form  do I  use and where do I  get  it?

Do I  need a Payee Data Request  (204 Form )?

What  back-up paperwork is needed for a DPR?

Who is authorized to approve DPR’s?

How long does a DPR take before it  is paid?

Top reasons why your DPR is not  paid within two 
weeks.
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What is a Direct Payment Request?
The Direct  Paym ent  Request  (DPR)  is a vehicle to be used to subm it  paym ent  direct ly to a vendor 
without  a purchase order. Paym ents to vendors and reim bursem ents to em ployees or individuals 
m ay be processed via the Direct  Paym ent  process when there is no "added value" to obtaining a 
purchase order or if it  does not  fall under the CSU Policy guidelines for Cont ract ing & Procurem ent .
(ht tp: / / www.csus.edu/ aba/ form s/ dvp% 20form .xls)
The Direct  Paym ent  process is for fast  turn around in paym ents. Paym ents usually take two weeks 
or less to be processed from  the t im e the DPR is received by Accounts Payable.
A com pleted Payee Data Record form  (Std. form  204)  m ust  be on file in CMS prior to subm it t ing 
the DPR to Accounts Payable. (ht tp: / / www.csus.edu/ aba/ form s.htm )  
An em ployee can not  request  and approve a payment  for them selves. Each DPR m ust  have an 
authorized signature.  The authority to approve and sign a DPR m ust  be delegated in writ ing by an 
em ployee’s Program  Center Adm inist rator.  All approving signatures on the DPR will be verified for 
approving authority.  Any DPR without  a proper signature will be returned to the departm ent . 
(ht tp: / / www.csus.edu/ cm s/ security/ CMS_FI N_Request .pdf)
What  can be paid by the Direct  Paym ent  process?

Accreditat ion: Paym ents to an Accredit ing body or individual and any expense, not  including 
office supplies, associated with an individual as part  of the accreditat ion process. A copy of the 
invoice and any associated receipts m ust  be at tached to the DPR when it  is subm it ted. 
Books and Publicat ions:  Paym ent  for books, m agazines, publicat ions, various test ing 
m aterial, recorded audio and visual tapes, CD’s and disket tes.

When ordering a book, m agazine, or publicat ion, subm it  an ext ra order form .  One order 
form  will be sent  to the vendor with the paym ent .

Cam pus Com m unity Relat ions:  Reim bursem ent  to an em ployee for hospitality expenses 
incurred to bet ter foster relat ionships between the cam pus and the com m unity. Each food 
purchase m ust  follow the Business Hospitality Guidelines and m ust  have a just ificat ion for the 
purchase and a list  of at tendee at tached. 
(ht tp: / / www.csus.edu/ acpy/ Bus_Hosp_Exp_Policy.pdf)
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What is a Direct Pay Request? Con’t
Food, non-catered events ( > $ 5 0 .0 0 ) : Paym ent  to a vendor or reim bursem ent  to an 
em ployee for food purchased.  Each purchase m ust  follow the Business Hospitality Guidelines 
and m ust  have a just ificat ion for the purchase and a list  of at tendees at tached. Only one 
reim bursem ent  on DPR per fiscal year.
Paym ent  for food, non-catered events (< $50.00)  m ay be reim bursed via the Pet ty Cash 
Reim bursem ent  Process.  
(ht tp: / / www.csus.edu/ aba/ finserv/ CSUS% 20BMSS% 20Pet ty% 20Cash.pdf)  
(ht tp: / / www.csus.edu/ aba/ Form s/ Dis_Pet tyCash.pdf)  
Event  Fees:   Paym ent  to a vendor or reim bursem ent  to an em ployee for the cost  of a chair or 
table at  an awards banquet  or Gala. The event  m ust  be a direct  benefit  to the University.
Gam e Officia ls: To be use by I ntercollegiate Athlet ics only for paym ents to gam e officials 
and not  for rental of facilit ies or for paym ents to coaches.  Request  for paym ent  in arrears of 
the service m ust  have an invoice at tached to the DPR. 
Guest  lecturers/ Honorarium s: Paym ents or honorarium s to Guest  Speakers or 
reim bursem ents of t ravel expenses in lieu of honorarium s.
I nterview  expenses:  Paym ent  for t ravel expenses incurred to part icipate in the interview 
process.
Mem bership dues/  Subscript ions:  Paym ents for m agazine subscript ions and 
m em bership/ associat ion dues.

When paying for subscript ion or m em bership dues, subm it  2 copies of the order 
form / invoice.  One copy will be sent  to the vendor along with the paym ent . Do not  send 
an ext ra copy of the DPR.

Recruitm ent  Cost :  Paym ents associated with the cost  of recruit ing student  athletes.
Student  Grants/ St ipends: Paym ents for student  grants/ st ipends with the approval of 
Academ ic Affairs.  An award let ter m ust  be at tached to the DPR.
(ht tp: / / www.csus.edu/ acaf/ form s/ sadp_app.stm )
Uniform  Allow ances: To be used by UTAPS and the Student  Health Center for uniform  
reim bursem ents. 
I nternal Use only:  To be used for paym ents of Chancellor ’s Office invoices, Ut ilit ies, and 
University postage m eter (does not  include stam ps) .
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Payment vs Reimbursement

A paym ent  is m ade direct ly to a vendor. 

A reim bursem ent  is m ade direct ly to an em ployee or an individual who has 
already paid for the item s in accordance with the Direct  Paym ent  Request  
policy and the Business Hospitality guidelines.
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WHEN CAN I USE A DPR?
The DPR process m ay be used for purchasing or reim bursing the 
following:

Accreditat ion Fees (Does not  include office supplies purchased for 
Accreditat ion)
Books/ Publicat ions (NO PRI NTI NG)
Cam pus Com m unity Relat ions – No office supplies
Food (Non catered)  m ore than $50.00
Event  Fees
Gam e Officials – Athlet ics only
Guest  Lecturers/ Honorarium s
I nterview Expense
Mem bership/ Dues/ Subscript ions
Recruitm ent  Cost  – Athlet ics only
Student  Grants/ St ipends
Student  Travel – Mileage
Uniform  St ipends/ Allowances
I nternal Uses Only – Facilit ies & Budget  Depts.
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WHEN CAN’T I USE A DPR?
Monthly or other services including repairs
Food (Non Catered)  less than $50.00 (use the Pet ty Cash process)
Com m unicat ion Devices (Land lines, Pagers, Cell Phones, DSL)
Postage Stam ps
Shipping (FedEx, DHL, UPS, USPS)
Am ounts over $5000.00 (Unless approved by Director of Accounts 
Payable)
Em ployee Travel Expenses (Parking or Tickets)
CSUS Em ployees perform ing services (Contact  Jan Berger in H/ R)
Office Supplies – Use stockless office supply program  by 
OfficeMax
Print ing – Contact  Procurem ent  Services for requirem ents
Toner Cart r idges
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WHAT FORM DO I USE AND WHERE DO I 

GET IT?

The “DI RECT PAYMENT REQUEST”  form  can be downloaded at  
ht tp: / / www.csus.edu/ aba/ form s.htm . Only the current  authorized DPR 
form , with revision date 07/ 2007, will be accepted. Any other form s will be 
returned to the departm ent  where it  or iginated. 

DPR procedures can be found at  
ht tp: / / www.csus.edu/ acpy/ direct_pay.htm .
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DO I NEED A PAYEE DATA RECORD 

REQUEST (204 FORM)?

A com pleted Payee Data Record (PDR)  form , form ally known as Vendor 
Data Request  form , is needed when doing business with the State of 
California. The University is required to have the vendor tax I D 
inform at ion on file for all vendors before a paym ent  can be m ade. 

This form  is located at  ht tp: / / www.csus.edu/ aba/ form s.htm .
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HOW LONG DOES A DPR TAKE BEFORE 

IT IS PAID?

After the DPR is date stam ped “Received”  in Accounts Payable, paym ents 
norm ally take up to two weeks or less to be issued to the vendor. 

Checks are available after 2: 00pm  daily in the Cashier ’s office in Lassen 
Hall.
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TOP REASONS WHY YOUR DPR WAS NOT PAID 

WITHIN TWO WEEKS.

There is no Payee Data Record form  on file in Procurem ent  or the CMS 
vendor file.

Reim bursem ent  is not  allowed on DPR.

Missing receipts and/ or at tendees list .

I nform at ion on form  is incorrect  or m issing.

Approval signatures are m issing.

Approver is not  authorized to expend funds from  Dept  I D listed on DPR 
form .
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Payment in Advance (PIA)

• A Paym ent  in Advance (PI A)  is a paym ent  to the vendor before the service is perform ed or the 
com m odity is received.

• Exam ples of PI A’s are:  services, hotel deposits, cater ing services, and paym ents to guest  
lecturers. (See requirem ent  for paying a guest  lecturer/ honorarium .)

• PI A’s m ust  be requested through Procurem ent  Services.  The request  for a PI A m ust  be noted on 
the requisit ion.  Please contact  Procurem ent  Services for any quest ions regarding PI A’s.

• Upon issuing a PI A, a disbursem ent  voucher will be issued to the vendor.  The vendor m ust  sign 
the disbursem ent  voucher and return it  Accounts Payable.  The disbursem ent  voucher is issued in 
lieu of an invoice.

• All PI A’s m ust  be received in Account  Payable before 3: 00 p.m . the day before the request  date.  
Any PI A’s received in Accounts Payable after 3: 00 p.m . will not  be processed unt il the following 
day, regardless of the request  date. This will delay issuing the check for 1 business day.

• PI A’s that  were requested to be picked up will be available after 2: 00 p.m . of the request  date at  
the Student  Financial Services Center in Lassen Hall.  



32

Reimbursements

A reim bursem ent  is m ade direct ly to an em ployee or individual who has already paid for the item s 
in accordance with the Direct  Paym ent  Request  policy and the Business Hospitality guidelines. 
I f the individual being reim bursed is not  in the CMS vendor file, subm it  a com pleted Payee Data 
Record form  (204 form )  to Procurem ent  for processing.

Direct  Pay Reim bursem ents (Books, Subscript ions, Mem berships, I nterview Expenses, 
and Food over $50.00)

Com plete a Direct  Paym ent  Request  with all receipts, at tendees list , j ust ificat ion for the 
reim bursem ent , and send it  to the Accounts Payable office for processing a paym ent .

Purchase Order Reim bursem ents (All others)
Enter a requisit ion for reim bursem ent . 
ht tp: / / www.csus.edu/ cm s/ t raining/ finance84/ m anuals/ CMS-Requisit ions-User-Guide.pdf
Subm it  a copy of receipts along with a copy of the requisit ion to Procurem ent .
The individual being reim bursed m ust  invoice the University. I f the individual does not  
have an invoice, a generic invoice can be downloaded from  Accounts Payable’s website at  
ht tp: / / www.csus.edu/ aba/ form s.htm . The invoice m ust  include the following:

Original receipts
Purchase order num ber
Signature of individual
Departm ent  approval signature
Descript ion of reim bursem ent
Am ount  of reim bursem ent

Subm it  the approved invoice to Accounts Payable.
Requisit ions/ purchase orders will not  be accepted in lieu of an invoice.
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Business Hospitality

Policy :  I t  is the policy of CSU, Sacram ento to use University funds for qualified business related 
hospitality expenses in accordance with Execut ive Order 761, www.calstate.edu/ eo/ EO-761.pdf. 

Approving Authority :  Those that  can approve the use of University funds for the purchase of 
com m odit ies and services are also delegated the authority to approve the paym ent  for and 
reim bursem ent  of business related hospitality expenses. 
Those delegated this authority cannot  approve t ransact ions reim bursing them selves;  this is 
required to ensure the independence of the approving process.  The supervisor or other m anager 
above the person being reim bursed m ust  approve these expenses.  
I t  is the responsibilit y of the approving authority to ensure these expenses serve a clear University 
business related purpose.  I t  is also the responsibilit y of the approving authority to ensure the 
em ployee who m ade the purchase or is being reim bursed derived no personal benefit .   
Allow able Expenses:  Allowable expenses m ust  be direct ly related to the conduct  of official 
University business.   The approving authority m ust  evaluate the im portance of the event  in term s 
of the costs that  will be incurred, the benefits to be derived from  such an expense, the availabilit y 
of funds, and any alternat ives that  would be equally effect ive in accom plishing the desired 
object ives.  
Business related hospitality expenses include:  

Meals and light  refreshm ents
Travel expenses associated with University events
Prom ot ional m aterials, gifts, and awards*   

Gifts are som ething of value given to an individual, group, or ent ity with the expectat ion of benefit  
accruing to the University.*    Prom ot ional m aterials are gifts that  are dist r ibuted to prom ote the 
nam e or im age of the University. 
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Business Hospitality
* Gifts and awards of $25 or m ore m ust  conform  to all I RS and Franchise Tax Board 
regulat ions. A record of such financial assistance—student  awards, cash, and gift  cards—will 
be forwarded in a t im ely basis to the Financial Aid office and be docum ented in the student  
financial aid recipient  records kept  in that  office.  (Educat ion Code Tit le 5, Sect ion 42500D)

The following are exam ples of occasions when the provision for allowable business related 
hospitality expense is perm it ted:

• When the University host  official guests.  These include people invited by an University representat ive 
to at tend an University event  and does not  include University em ployees. See Execut ive Order 761, 
www.calstate.edu/ eo/ EO-761.pdf, for addit ional inform at ion. 

• When the University is the host  or sponsor of a m eet ing of a learned society or professional 
organizat ion.

• When the University is the host  or sponsor of m eet ings of an adm inist rat ive nature that  is direct ly 
related to the welfare of the University. I n these instances, the hospitality m ust  be a necessary and 
integral part  of the business m eet ing and not  a solely m at ter of personal convenience.

• When the University host  recept ions held in connect ion with conferences, m eet ings of learned societ ies 
or professional organizat ions, fund raising events, m eet ings of student  organizat ions, student  events 
such as com m encem ent  exercises, and m eet ings of other University related groups such as alum ni 
organizat ions and advisory boards.

• When the University host  recept ions for the benefit  of em ployee m orale, em ployee recognit ion, or 
length of service awards and ret irem ent  recept ions. 

An University em ployee m ay be reim bursed up to $50.00 for the expense of purchasing a 
plant , flowers, and card in the event  of the death of an University em ployee or the 
em ployee’s im m ediate fam ily m em ber (spouse, father, m other, brother, sister, or child) .  
The use of CSU operat ing fund is prohibited;  however, there are Special Funds or Auxiliary 
Funds that  are allowable.
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Business Hospitality

Funding Sources:  There are three types of funds available for the paym ent  of 
business related hospitality expenses.  These include the CSU Operat ing Funds, 
Special Enterprise Funds, and Auxiliary Organizat ion Funds. 

• CSU Operat ing Funds are appropriated by the State Legislature to the cam pus ( i.e., 
University General Fund allocat ions) .   Hospitality expenses to be charged against  CSU 
operat ing funds should be subm it ted to the University’s Accounts Payable departm ent  with the 
necessary docum entat ion and approvals.

• Special Funds include funds held in the Cont inuing Educat ion Revenue Fund, the Lot tery 
Educat ion Fund, the Parking Fund, the Dorm itory Revenue Fund, m any of the Departm ent  
Trust  Funds, and the Special Projects Fund.  Hospitality expenses to be charged against  
Special Funds should be subm it ted to the University’s Accounts Payable departm ent  with the 
necessary docum entat ion and approvals.

• Auxiliary Organizat ion Funds include those funds deposited with University Enterprises 
I ncorporated, The University Foundat ion at  Sacram ento State, Associated Students 
I ncorporated, the University Union, Capital Public Radio, and the University Enterprises 
I ncorporated Developm ent  Group.  The use of Auxiliary Organizat ion Funds is governed by the 
policies of the relevant  governing board.  Hospitality expenses to be charged against  Auxiliary 
Organizat ion Funds should be subm it ted to the Auxiliary’s Accounts Payable departm ent  with 
the necessary docum entat ion and approvals.

Qualifying expenses paid from  any or all of these funding sources are subject  to 
governing rest r ict ions of the funds and the following guidelines. 
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Business Hospitality
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Business Hospitality

Docum entat ion :  A br ief statem ent  just ify ing how the expense fulfills these guidelines m ust  
accom pany the purchase requisit ion or authorizat ion for paym ent  or reim bursem ent .  This 
statem ent  m ust  include a list  of those who at tended the event . For large groups of at tendees, list  
the nam e of the group. Those expenses related to an em ployee while that  em ployee is on t ravel 
status are separately addressed in the current  CSUS Travel Manual and the CSU Travel Policy   
(www.csus.edu/ acpy/ ) .

Audit  of Act ivity :  Accounts Payable is responsible for reviewing business related hospitality 
expense t ransact ions and ensuring that  all t ransact ions are appropriately docum ented and 
approved.  Addit ionally, Audit ing Services will periodically evaluate act ivit ies to determ ine if 
t ransact ions are qualified and charged to appropriate funding sources. 

The University Policy Manual can be found at  ht tp: / / www.csus.edu/ um anual/ .

Execut ive Order 761 can be found at  ht tp: / / www.calstate.edu/ EO/ .

I f you have any quest ions about  Hospitality and Business Expenses, please contact  an University 
Accounts Payable representat ive at  ( 9 1 6 )  2 7 8 - 6 4 7 6 , sjohns@csus.edu.  

Quest ions or com m ents about  Accounts Payable service should be directed to:  

Director of Accounts Payable and Travel, Susan Johnson ,  916/ 278-6476, sjohns@csus.edu
University Cont roller, Just ine Heart t ,  916/ 278-7440, heart t j@csus.edu

Associate Vice President , Financial Services, Suzanne Green ,  916/ 278-5992, 
sgreen@csus.edu
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ProCard Program
The Procurem ent  Card Program  is a service offered by Procurem ent  & Cont ract ing Services. I t  is another 
m eans of purchasing good and services without  a purchase order.  The program  is joint ly adm inistered by 
both Procurem ent  and Cont ract  Services and Accounts Payable.  I t  is available to authorized em ployees, 
with the approval of Procurem ent  and Cont ract  Services.  

Procurem ent  and Cont ract  Services is responsible for the issuance of the card, t raining, and the 
m aintenance of all accounts.

Accounts Payable is responsible for downloading the m onthly bank file into CMS, audit ing all statem ents 
for appropriate charges, calculat ing use tax, and the m onthly paym ent  process. 

Once a m onth, the bank produces a m onthly file for all charges. Accounts Payable downloads the bank file 
into CMS. An em ail is sent  out  to all card holders that  are on the procurem ent  card list  server, not ifying 
them  that  their  statem ent  is available for reconciliat ion in CMS. The em ail includes these im portant  dates:

Date the t ransact ions are available 
Last  date the card holder have to complete their reconciliat ions/ adjustm ents 
Date the statem ents is due in Accounts Payable

The card holder is able to pr int  their  statem ent  from  CMS. The statem ent  m ust  to be signed by the card 
holder and approving official then forwarded to Accounts Payable, at  cam pus zip 6004. The statem ent  
m ust  have all receipts and backup docum entat ion at tached.  Any purchase of food m ust  include a list  of 
at tendees and a statem ent  of just ificat ion.

Card holders m ay also review vouchers created and the procurem ent  card history.

For m ore inform at ion regarding the Procurem ent  card and process, refer to the m anual at  
ht tp: / / www.csus.edu/ proc/ Pro% 20Card% 20Manual% 202006.pdf.  The m anual includes the following 
inform at ion and m ore:

How to m ake adjustm ents to current  m onth statem ent
How to pr int  current / past  ProCard statem ent
Obtain an understanding of the program  and its processes
Obtain an understanding of how to run inquir ies and reports for t ransact ion history
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General Services Blue Charge Card

The General Services Blue Charge Card is a paym ent  m echanism  used while in the conduct  of official state 
business. The Charge Card is used for the following:

Leasing vehicles for a short  or long- term  assignm ent  and purchasing fuel from  Office of Fleet  Adm inist rat ion (OFA)  
state garage facilit ies at  Fresno, Los Angeles, Oakland, Sacramento, and San Diego. 
(ht tp: / / www.docum ents.dgs.ca.gov/ ofa/ handbook.pdf)

Reservat ions can be m ade on the internet  at :   ht tp: / / www.ofa.dgs.ca.gov/ VehicleResv/ default .htm
Rental rates can be found at :  ht tp: / / www.ofs.dgs.ca.gov/ Price+ Book/ A/ autorent .htm

Must  be current  Sacram ento State em ployee

Must  have a current  California dr iver’s license

Must  have taken the Defense Driver’s Training course through Sacram ento State 
(ht tp: / / www.rm s.csus.edu/ r iskm anagem ent / dr ivingonbusiness.htm l)

Prevent ive m aintenance service at  OFA state garages.

Taxi service in Sacramento.

Charge Cards are issued by Accounts Payable, using the following process:

The department  chair or Program Center adm inist rator authorizes the issuance of a Charge Card via m em o.  The 
recipient  of the Charge Card cannot  be the one to issue the m em o ( i.e. if a departm ent  chair is the recipient , his/ her 
Dean would be the person issuing the m em o) . 

The memo should include the chartst r ing being authorized for the Charge Card purchases.

Bring the original memo to Accounts Payable when picking up your card. The original m em o stays in Accounts 
Payable. Please m ake a copy for your department  file.

The employee request ing the card m ust  be the one picking up and signing for the card.   

The employee picking up the card m ust , also, provide a copy of their defense driving course card.

Upon return of the card, the approval form  will be signed and dated again as proof that  the card was returned.
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Travel
Am erican Express Business Travel Account  (BTA)  or Cards
Enterprise Rent  A Car
SWABI Z (Southwest  Business Travel Program )
Moving & Relocat ion Policy and Procedures
Travel Faculty
Travel Staff
Frequent  Traveler Requirem ents
Accounts Receivable Let ters for Outstanding Advances past  
30 days
Benefit  Report ing:

Less than 24-Hour m eals (1Day Trips)
Moving & Relocat ion expense report ing
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American Express Programs

There are two Am erican Express Program s that  are available
at  Sacram ento State.

Am erican Express Business Travel Account  (BTA)  Ghost  Account  –
Available to the University for departm ent ’s business t ravel. A 
chartst r ing m ust  be provided in order to properly charge the t ravel. 
This account  can also be used for interviewees and any business 
related t ravel.
Am erican Express Credit  Card for individual business t ravel expenses –
Available to all em ployees of CSUS only. This card is their  own 
personal card, but  used only for CSUS business t ravel. With this card, 
they will receive state rate air fares, hotel, and rental cars. The state 
rates are for business t ravel only. I t  is against  CSUS Travel policy 
and Departm ent  of General Services Travel policy to use the state 
rates for personal t r ips. They m ay use their Frequent  Flier m iles or 
Rapid Rewards points as they please.

To apply for a Am erican Express Credit  Card, go to the t ravel 
sect ion at  ht tp: / / www.csus.edu/ acpy/ . Click on form s and then on 
Am erican Express Governm ent  Card on- line applicat ion.
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Click on the      for American Express Government Card online application. 
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Type in the Access Key (7s1m06se) and click next.
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Fill in all pertinent information.
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Fill in your email address.
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Click submit.
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Review the information one last time and click Submit For Processing.
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Make a copy of the submitted application for your record.
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Enterprise Rent A Car
Booking State of California Business Travel Reservat ions Online

CSU Sacram ento
Enterprise Rent -A-Car is excited to be nam ed the State of California’s pr im ary Rental Car 
Vendor.  I t  is fast  and easy to m ake arrangem ents for your Departm ent ’s car rental needs 
nat ionwide with Enterpr ise Rent -A-Car.  Just  follow the steps below to m ake your own 
reservat ions using the State’s new t ravel account  with Enterprise online at  our web site or by 
phone:

On Line
Log on to Enterprise Rent -A-Car’s Web Site at  
ht tp: / / www.enterprise.com / car_rental/ deeplinkm ap.do?bid= 002&cust= DBCA105.  
Pick the Enterprise locat ion where you would like to pick up your rental vehicle.  
You can use the airport  link to choose one of our airport  locat ions;  or 
Enter the Zip Code, City or State you are looking for.
Enter the Dates and Tim es of your desired reservat ion.
Enter your new State of CA Account  Num ber:  DBCA1 0 5 in the “Opt ional:  Corporate Account  or Customer 

Num ber”  Box.
You will be prompted to enter the first  3 Characters of your Company’s Name, please enter CSU in this box.
Choose the rental locat ion m ost  convenient  for you.
I f you entered a specific locat ion or airport , you will then be directed to that  locat ion.
I f you entered a zip code, city or state, you will be given a list  of Enterprise Rent -A-Car locat ions in the area
you have requested from  which to choose.
At  the next  screen you can select  your vehicle. 
Next , you will be prompted to enter your Name (First  & Last ) , your home phone number, and an email 

address.  
You will be given a confirmat ion number for your reservat ion and the opt ion to have a confirmat ion emailed to 

you.



Enterprise Rent A Car Cont’
You will need to have a valid Driver’s License, Ordering Departm ent  Nam e, 
and Reservat ion Num ber to pick up the vehicle.

By Phone

Contact  your local Enterprise Rent -A-Car rental branch or dial 1-800-RENT-A-
CAR to be connected to the closest  branch to you.

Give the rental branch your departm ent  specific CRBTA account  num ber:  
DBCA1 0 5 .

The rental branch will set  up a reservat ion that  fits your needs and provide you 
with a reservat ion num ber.

At  the t im e of rental, please provide the branch with your Ordering Departm ent  
Nam e for billing ident ificat ion purposes.

You will only need to have a valid Driver’s License and a reservat ion to pick up 
the vehicle.

I f at  any t im e you have any quest ions you can contact  the State of California 
Account  Departm ent  at  (916)  787-4500.
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Enterprise Rent A Car

Enterprise Rent  A Car Pocket  reference card.

Fill in the inform at ion needed on the card.

Print  this card for all your departm ent  t ravelers to carry with them  all the t im e.

The inform at ion on the card is what  tells Enterprise where to m ake the charges to, so m ake sure 
you are using the r ight  chartst r ing.
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SWABIZ 
The Southwest  Air lines cont ract  with the State of California 
(Discounted fares form erly known as YCAL fares)  can now ONLY 
be accessed online through individual Traveler Accounts. Accounts 
are easy to set  up, but  m ust  be done in advance of the t r ip 
reservat ion process. Print  the following docum ents from  the 
Accounts Payable website at  
ht tp: / / www.csus.edu/ acpy/ t ravel.htm .

BMSS – SWABI Z

SWABI Z Account  I nfo Exist ing

SWABI Z Account  I nfo NEW

SWABI Z Reservat ion I nfo

Set t ing up credit  card accounts in SWABI Z

Set t ing up I nternal Reference Num ber ( I RN)  
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To create a Traveler Account in SWABIZ with an 

Existing Rapid Rewards Account Number:

Logon to www.swabiz.com. Click on Book Travel.
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Click on Login to an existing Traveler Account.

If you do NOT have a Rapid Rewards number, please print-out and follow 

the “SWABIZ Account Info NEW” instructions at http://www.csus.edu/acpy.
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Key in Company ID, your 

Rapid Reward Number, and 

your password.

Click Login.
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Your Account Snapshot will appear on the screen.  

Please click on Account Details to update 

information on the following pages.
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Update your Contact Info as needed.  For ease, you 

may want to use your credit card billing 

Address and Phone Number.
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Under Billing Information - Other IRN, type in your 8-digit 

CMS CCR SpeedType Number and Description. Please 

check with your department or run the CMS Query 

“SAC8ALL_CCR_SPEEDTYPE_LOOKUP.” 

Select your Drink Coupons Preference before Saving.
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Navigate to “E-Mail Preferences” to edit your Email 

Preferences and provide any Additional Email Addresses 

you desire before Saving.
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Navigate on the left to “Credit Cards.”  

Add your American Express Government Credit Card or other Credit Card

by clicking on “Add More Credit Cards.”
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Add your American Express Government Credit Card or 

other Credit Card and click the “Next Step” button at 

bottom of page.

This is not  a real 
account  number
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Optional – Navigate to “Frequent Trips” to create.  

Remember to select your credit card and CMS CCR 

SpeedType Number.  Click on Save.
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Important Final Step

Once your Traveler Account  has been updated with Sac 
State’s Com pany I D in SWABI Z, you m ust  contact  Accounts 
Payable to act ivate your account  in order to book 
reservat ions with the Departm ent  of General Services 
(DGS)  State Discount .

Accounts Payable Main Line, at  86476 or em ail us at  
sact ravel@csus.edu

OR the Director of Accounts Payable & Travel

Susan Johnson, sjohns@csus.edu, at  86476
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To create a NEW Traveler Account and 

Rapid Rewards Account in SWABIZ:

Logon to www.swabiz.com and click on Book Travel.
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Enter Sacramento State’s SWABIZ Company ID # (99044680), and click 

on “Create an Account and Enroll in Rapid Rewards” link.

If you have a Rapid Rewards number, please print-out the “SWABIZ 

Account Info Existing” instructions at http://www.csus.edu/acpy.
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Enter Sac State’s SWABIZ Company ID # 

(99044680).  Enter your name as you wish it to 

appear on travel reservations.
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Enter your complete address.  For ease, you may 

want to match your credit card billing address.
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Enter your email address and 

create a Rapid Rewards password.
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Complete the required fields of

Additional Information.
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Select your Email Preferences.  Under Billing Information -

Other IRN, type in your 8-digit CMS CCR SpeedType Number 

and Description. Please check with your Department or run 

the CMS Query “SAC8ALL_CCR_SPEEDTYPE_LOOKUP.”  

Choose your Drink Coupons Preference and click “Submit.”
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Print your Rapid Rewards Enrollment card and  

save this number for your records.  

Click on “Add Travel Preferences.”
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Add your American Express Government Credit Card or other

Credit Card and click the “Next Step” button at bottom of page.



73

Skip the Rental Car and Hotel section (not 

available) and click “Next Step” on bottom of page.
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Enter your home airport and create frequent trips if 

desired.  Remember to select your credit card and 

CMS CCR SpeedType Number.  Click on Finished.
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Important Final Step

Once you have set -up your SWABI Z Traveler 
Account , you m ust  contact  Accounts Payable to 
act ivate your account  in order to book 
reservat ions.

Accounts Payable Main Line at  86476 or em ail us at  
sact ravel@csus.edu

OR the Director of Accounts Payable & Travel 

Susan Johnson, sjohns@csus.edu, at  86476
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To make reservations:   Go to www.swabiz.com and click on Book 

Travel.
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Click on Login to an existing Traveler Account.
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At the Traveler Accounts screen, enter Sac State’s Company ID # 

(99044680), your personal Rapid Rewards # and your Rapid 

Rewards Password. Click on  “Login.” If you like, you can check the 

box so it will remember your company ID and acct. # for future login. 

You will just need to remember your password in the future.
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Click on Book Travel.
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Enter your travel information and click “Go to next 

Step – select flight” at bottom of screen. 
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There are no CA State contracted fares. Select your flight by clicking on 

button next to desired flight and click “Go To Next Step – Price >>.”
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Click on “Go to Next Step – Purchase” at bottom of screen.
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Verify all information is correct including your 

Credit Card payment information. 

Account  #  is not  real
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Make sure Name and Address match Credit Card Billing 

information.  Select or manually enter your Internal 

Reference Number (CMS CCR SpeedType).
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Enter or update email addresses for emailed receipts and 

itineraries.  Click on “I want to Purchase this Air Travel.”
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Questions or Problems?

Please contact  Accounts Payable at

Accounts Payable Main Line at  86476 or em ail 
us at  sact ravel@csus.edu

OR the Director of Accounts Payable & Travel

Susan Johnson, 86476, sjohns@csus.edu
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Moving & Relocation
How to bill the University direct ly for m oving and relocat ion expenses for new
Faculty or Staff:

Em ployee selects a m oving com pany from the approved m oving com panies list .
Once the em ployee decides what  com pany they are going to use, they need to not ify 
their  departm ent  with the m oving com pany’s nam e.
The departm ent  will subm it  a requisit ion in CMS in the Em ployee’s nam e. There 
should be two lines on the requisit ion. One line for the em ployee’s total est im ated 
expenses and the second line for the m oving com pany. When the requisit ion is 
sourced to a purchase order, the departm ent  needs to tell the em ployee what  the 
purchase order num ber is. The em ployee gives the com pany the purchase order 
num ber to bill the University direct ly.
Em ployee needs to tell the com pany to put  the purchase order num ber on the 
invoice.
The invoice m ust  be approved for paym ent  before it  can be paid. AP will send the 
invoice to the departm ent  for approval.
I f the invoice from  the m oving com pany is m ore than what  is allowed for the m ove, 
the rem aining balance is the responsibilit y of the em ployee.
The rest  of the m oving expenses are put  on a t ravel expense claim  and subm it ted to 
the AP for paym ent . Moving and Relocat ion expenses are paid within 2-3 days 
barr ing no problem s with the claim .
More detail of processing m oving and relocat ion expenses available at  
ht tp: / / www.csus.edu/ acpy/ relocat ion_t ravel.htm . 
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Moving & Relocation  Cont.

Scope

Definit ions

Reim bursem ent  Expenses for Moving and Relocat ion

Procedure for Paym ent  of Claim s

Reim bursem ent  for Sale of Residence

Set t lem ent  of a Lease

Tem porary Relocat ion Allowance

Appoint ing Authority for Reim bursem ent

Repaym ent  of Moving & Relocat ion Expenses Reim bursem ents

I nst itut ion Responsibilit y

Effect  of Mem orandum  of Understanding on I nternal 
Procedures

Qualified Moving Expenses

Non-Qualified Moving Expenses
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Moving & Relocation Cont.

Reference:
Policy & Regulat ions Governing Travel -
ht tp: / / www.csus.edu/ acpy/ relocat ion_t ravel.htm

I nternal Revenue Service Publicat ions 521 - Moving Expenses 
ht tp: / / www.irs.gov/ pub/ irs-pdf/ p521.pdf

Purpose:
To set  forth policy and procedures governing the paym ent  of m oving 
and relocat ion expenses for non-exclusively represented em ployees at  
the twenty- three cam puses and the Office of the President . ABA’s goal 
is to guide the Cam pus Com m unity in com plying with the Trustees’ 
and Cam pus Procedures governing m oving and relocat ion expenses to 
assist  them  in ensuring that  only appropriate expenditures are being 
incurred. Policy & Regulat ions governing m oving and relocat ion HR 
2006-25 ht tp: / / www.calstate.edu/ HRAdm / pdf2007/ TL-BEN2007-18.pdf. 
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Moving & Relocation Cont.
Scope:

A. Current  em ployees. Whenever a current  CSU em ployee is required by the current  
appoint ing authority to change his/ her place of residence because of a change in 
assignm ent , prom ot ion, or other reason related to the em ployee's dut ies deem ed 
to be in the best  interests of the CSU, such em ployee shall receive 
reim bursem ent  for his/ her actual, necessary, and reasonable m oving and 
relocat ion expenses. To qualify for reim bursem ent , the new prim ary job locat ion 
m ust  be at  least  50 m iles farther from  the em ployee’s form er hom e than the old 
pr im ary job locat ion. The appoint ing authority m ay authorize except ions to this 
requirem ent  in cases where it  creates unusual and unavoidable hardship for 
em ployees. 

B.   I nit ial appointm ents. An individual who has been offered a posit ion within the 
CSU by an appoint ing authority and has accepted such appointm ent , m ay receive 
reim bursem ent  for his/ her actual, necessary, and reasonable m oving and 
relocat ion expenses. This provision applies to an em ployee of a CSU cam pus who 
accepts an ongoing assignm ent  at  another CSU cam pus. Every appointee will not  
be authorized m oving and relocat ion expense reim bursem ents. The 
determ inat ion of who is to receive such reim bursem ents and the am ount  of such 
reim bursem ents shall be m ade by the appoint ing authority. 
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C.  Tem porary appointm ents. A current  CSU em ployee who accepts a long- term  
tem porary assignm ent  offered by a CSU appoint ing authority, other than his/ her 
current  appoint ing authority, m ay receive a tem porary relocat ion allowance. To 
receive considerat ion for this allowance, the em ployee’s tem porary job locat ion m ust  
be at  least  50 m iles farther from  the em ployee’s perm anent  residence than the 
form er job locat ion. (The appoint ing authority for the tem porary assignm ent  m ay 
authorize except ions to this requirem ent  in cases where it  creates unusual and 
unavoidable hardship for tem porary em ployees.)  The tem porary em ployee m ust  also 
m aintain a perm anent  residence in the vicinity of the form er job locat ion for the 
durat ion of the tem porary appointm ent . 

Tem porary relocat ion allowances will not  be autom at ically authorized for every 
tem porary appointee m eet ing the requirem ents ident ified above. The determ inat ion 
of who is to receive such an allowance, and the am ount  of any such allowance, shall 
be m ade by the tem porary appoint ing authority subject  to the requirem ents of these 
procedures. 

D. Reim bursem ent  of relocat ion expenses shall be payable from  m onies m ade available 
for such purpose by the appoint ing authority. I n addit ion, relocat ion expenses 
incurred by newly-appointed Presidents shall be reim bursed by the appropriate 
cam pus. 
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Definit ions

For the purpose of these procedures, the following definit ions will apply:  

A. "Appoint ing authority"  shall m ean the Chancellor or cam pus President , as 
appropriate. 

B. "Chancellor"  and "President "  shall include designees. 

C. "Cam pus" shall include the headquarters office as well as any one of the 
cam puses of the CSU. 

D. "Household goods" m eans personal effects and item s used or to be used in the 
em ployee's residence necessary for the m aintenance of a household. 

E. “Long term  tem porary assignm ent ”  shall norm ally m ean an assignm ent  period 
of six m onths or m ore. 

F. "Em ployee" refers to either a current  CSU em ployee or an individual who has 
been offered a posit ion within the CSU by an authorized authority and has 
accepted such offer. 



93

Moving & Relocation Cont.
Reim bursem ent  Expenses for Moving and Relocat ion.

Full or part ial reim bursem ent , within budgetary const raints, 
m ay be allowed for the actual and necessary expenses 
incurred for packing, insurance, t ransportat ion, storage in 
t ransit  (not  to exceed 60 calendar days) , and unpacking and 
installat ion of the em ployee's household goods at  the new 
residence, when properly docum ented by invoices and 
receipts. Should em ployees elect  to m ove them selves, 
reim bursem ent  for such m oves m ay not  exceed the costs that  
would have been incurred had a com m ercial firm  been used. 
An em ployee and spouse or dom est ic partner m ay be 
reim bursed for relocat ion t ravel (defined as a one-way t r ip 
from  the form er residence to the general area of the new 
cam pus or other pr im ary job locat ion)  in accordance with the 
CSU I nternal Procedures Governing Travel Expenses and 
Allowances. (When authorized, t ravel expenses for spouses or 
dom est ic partners will be reim bursed on the sam e basis as 
t ravel expenses for em ployees.)  
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An em ployee and spouse or dom est ic partner m ay be reim bursed for 
actual lodging expenses, supported by a voucher, plus m eal and 
incidental expenses in accordance with Sect ion 105 of the CSU I nternal 
Procedures Governing Travel Expenses and Allowances;  Rates for 
Housing and Lodging. When authorized, lodging, m eal, and incidental 
expenses for spouses or dom est ic partners will be reim bursed on the 
sam e basis as subsistence expenses for em ployees.

A. This allowance shall not  be paid for m ore than 60 days unless the 
appoint ing authority has determ ined in advance that  the search for a 
new residence will result  in unusual and unavoidable hardship for an 
em ployee and spouse or dom est ic partner and, therefore, has granted 
an except ion. 

B. This allowance shall term inate im m ediately upon establishm ent  of a 
perm anent  residence. 
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Procedure for Paym ent  of Claim s.

Receipts or invoices verifying the actual costs of a m ove shall 
be subm it ted direct ly by the em ployee to his/ her appropriate 
appoint ing authority or designee. 

I f reim bursem ent  is approved by the appoint ing authority, 
appropriate claim  form s shall be sent  to the State Cont roller 's 
Office. The State Cont roller 's Office shall reim burse the 
em ployee direct ly or pay the carr ier direct ly upon receipt  of 
the claim  form s. 

The appoint ing authority m ay cont ract  direct ly with a carr ier 
for m oving and relocat ion services. 
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Reim bursem ent  for Sale of Residence.

Whenever an em ployee is required to change assignm ent  and 
designated place of work which requires the sale of a residence, the 
em ployee m ay be reim bursed for actual and necessary selling costs as 
determ ined by prevailing pract ices within the area of sale. Claim s for 
reim bursem ent  m ust  be substant iated by the seller 's closing escrow 
statem ent  and other pert inent  support ive docum ents. Actual and 
necessary selling costs m ay include:

A. Brokerage com m ission 
B. Tit le insurance
C. Escrow fees
D. Prepaym ent  penalt ies 
E. Taxes, charges and fees fixed by local authority required to      

consum m ate the sale of the residence
F. Miscellaneous seller 's costs custom ary to the area m ay be 

reim bursed if determ ined appropriate by the appoint ing authority 
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Actual and necessary selling costs will be reim bursed for that  
port ion of the dwelling the em ployee actually occupies if the 
em ployee owns and resides in a m ult i- fam ily dwelling. 

Claim s for the sale of a residence m ust  be subm it ted within one 
year following the date the em ployee reports to the new work 
locat ion designated by the appoint ing authority. An extension m ay 
be granted by the appoint ing authority upon receipt  of evidence 
warrant ing such extension. 

Reim bursem ent  for sale of a residence that  does not  conform  to 
these procedures m ay be granted when the appoint ing authority 
has determ ined that  reim bursem ent  is reasonable in light  of the 
individual circum stance and that  the em ployee will otherwise be 
subject  to hardship by reason of the change of residence.  



98

Moving & Relocation Cont.

Set t lem ent  of a Lease.

Whenever an em ployee is required to change an officially 
designated place of work and such change requires the 
set t lem ent  of a lease on the em ployee's form er residence, the 
em ployee m ay receive the actual and necessary cost  of 
set t lem ent  of the unexpired lease for a m axim um  of one year. 

Claim s for set t lem ent  of a lease shall be docum ented and 
item ized and subm it ted to the appoint ing authority within six 
m onths following the new report ing date;  however, the 
appoint ing authority m ay grant  an extension upon receipt  of 
evidence warrant ing such extension pr ior to the expirat ion of 
the six-m onth period. Reim bursem ent  shall not  be allowed if 
the appoint ing authority determ ines that  the em ployee knew 
or reasonably should have known that  relocat ion was 
im m inent  before enter ing into a lease agreem ent . 
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Tem porary Relocat ion Allowance.

A tem porary relocat ion allowance to defer the cost  of housing 
m ay be authorized for the durat ion of a tem porary 
appointm ent  as described in Sect ion 200C. The allowance m ay 
be negot iated at  any rate up to and including 75%  of the 
current  long- term  in-state t ravel subsistence allowance (see 
Sect ion 105A of the CSU I nternal Procedures Governing 
Reim bursem ent  for Travel Expenses and Allowances;  Rates for 
Housing and Lodging) . The full tem porary relocat ion allowance 
paid to an em ployee as reim bursem ent  m ust  be supported by 
a voucher, lease agreem ent , or other docum entat ion reflect ing 
actual housing expenses. Reim bursem ent  m ay be claim ed by 
the em ployee, via the subm ission of appropriate receipts, no 
m ore frequent ly than once per m onth. Housing expenses for 
long- term  tem porary em ployees m ay also be paid direct ly by 
the tem porary appoint ing authority up to the m axim um  
reim bursem ent  level noted above. 
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Appoint ing Authority for Reim bursem ents.

The Chancellor or cam pus President  shall approve, deny, or 
grant  except ions for all m oving and relocat ion 
reim bursem ents. The Chancellor or President  m ay also 
authorize reim bursem ent  for actual, necessary, and reasonable 
relocat ion expenditures not  ident ified in these procedures. Any 
such reim bursem ent  shall be docum ented and paid in 
accordance with established account ing pract ices. 
Authorizat ion from  the Chancellor or President  m ay not  be 
delegated to a person in a posit ion lower than the pr incipal 
business officer. 
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Repaym ent  of Moving and Relocat ion Expenses Reim bursem ents.

I f an em ployee whose m oving or relocat ion expenses have been reim bursed 
does not  cont inue his/ her em ploym ent  with the CSU for a period of at  least  
two years (unless discont inuance of the em ploym ent  was the result  of death, 
disabilit y, or other sim ilar unexpected cause beyond the cont rol of the 
em ployee as determ ined by the appoint ing authority) , the em ployee or 
appropriate representat ive shall repay the following percentage of the am ount  
received for reim bursem ent  for such m oving and relocat ion expenses:  

A. 100%  if em ployed less than 6 m onths. 
B. 75%  if em ployed at  least  6 m onths but  less than 12 m onths.
C. 50%  if em ployed at  least  12 m onths but  less than 18 m onths. 
D. 25%  if em ployed at  least  18 m onths but  less than 24 m onths. 

This provision does not  apply to tem porary relocat ion allowances as described 
in Sect ion 206. 
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I nst itut ion Responsibilit y.

The cam pus shall ensure that  a copy of these procedures is given to the em ployee 
upon not ice to the em ployee of an im pending m ove.

Effect  of Mem orandum  of Understanding on I nternal Procedures.

Notwithstanding any other provision of these I nternal Procedures, if a Mem orandum  
of Understanding entered into pursuant  to the Higher Educat ion Em ployer-Em ployee 
Relat ions Act  is in conflict  with these provisions, the term s of the Mem orandum  of 
Understanding and not  the provisions of the I nternal Procedures shall govern as to 
those em ployees covered by the Mem orandum  of Understanding.
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Tax Treatm ent  of Moving Expenses:

Nontaxable Expenses – Under I nternal Revenue Service ( I RS)  regulat ions, 
nontaxable ( i.e., deduct ible)  m oving expenses reim bursed by an em ployer, or paid to 
a third party on behalf of an em ployee, are excludable from  an em ployee’s gross 
incom e provided that  the m ove is closely related to the start  of work and m eets both 
the t im e and distance tests. I f the requirem ents of all three tests are not  m et , any 
paym ents m ade for m oving expenses will be taxable and m ust  be reported.

Responsibilit ies:

I t  is the responsibilit y of the departm ent  head to approve the paym ent  of m oving 
expenses. 

Accounts Payable is responsible for reviewing all support ing docum entat ion to verify 
that  the am ounts claim ed are allowable and that  the docum ents were properly 
approved prior to m aking the paym ent  or that  adequate post  audit  reviews are 
perform ed.
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Qualified m oving expenses are reasonable expenses of m oving 
household goods and personal effects from  the form er to the new 
residence as well as t ravel and lodging expenses incurred in the 
related m ove. Qualified m oving expenses are not  taxable incom e if 
all the following cr iter ia are m et :  

♦ The federal t im e test  is sat isfied. To m eet  the federal t im e requirem ent , 
an em ployee m ust  work full- t im e for 39 weeks during the 12 m onths 
im m ediately following the m ove. 

♦ The federal distance test  is sat isfied. To m eet  the distance test , the 
em ployee’s new headquarter m ust  be at  least  50 m iles farther from  the 
em ployee’s form er residence com pared to the distance between the 
form er residence and the old headquarter. 

♦ The I nternal Revenue Service requirem ents of an accountable plan are 
sat isfied. To m eet  account  plan requirem ents, the em ployer’s 
reim bursem ent  plan m ust  m eet  three requirem ents:  1)  business 
connect ion, 2)  substant iat ion, and 3)  return of excess, unsubstant iated 
advance am ounts within reasonable t im e fram es. The CSU’s current  
procedures m eet  the accountable plan requirem ents. 
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Nonqualified m oving expenses are the expenses that  do not  m eet  the 
I nternal Revenue Service’s definit ion of qualified expenses and, 
therefore, are reportable and taxable as incom e. The following 
m oving and relocat ion expenses incurred will be reportable as 
taxable incom e:  

♦ Meals connected with the m ove 

♦ Pre-m ove house hunt ing t r ips

♦ Tem porary liv ing expenses

♦ Sales or purchase of a residence

♦ Leases, unexpired or new

♦ Storage m ore than 30 days after m oving into residence

♦ Mileage reim bursem ent  in excess of the federal m oving 
expense m ileage rate

♦ Moving expenses that  do not  m eet  the t im e or distance tests 
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All t ravel advances m ust  be substant iated by a t ravel expense claim  ( including required receipts)  
within 30 days of the return date. Any am ount  advances in excess of actual expenses is to be 
repaid to the University within 30 days upon com plet ion of the t r ip. Any m oney outstanding longer 
than 30 days is considered incom e to the t raveler and will be reported to the I nternal Revenue 
Service.

The Account ing Services Departm ent  follows these steps to collect  any t ravel advances not  cleared 
within 30 days of the return date:

A collect ion let ter is sent  to the t raveler giving them  two weeks to repay the advance in full.

At  the end of the two weeks, Account ing Services will refer all uncollect ible accounts the 
Student  Financial Services Center (SFSC)  supervisor.
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Benefit Reporting
Moving relocat ion expenses and overt im e m eals are reportable incom e per the Payroll Procedures Manual 
and Payroll Let ter 93-35 which states that  form  676 m ust  be com pleted and returned to the W-2 Unit  of 
the State Cont roller ’s Office the first  payroll period following the receipt  of the benefit .   (Payroll Let ter 96-
002 announced the elim inat ion of form  676 and the im plem entat ion of form  676P.)

CSUS reports relocat ion expenses and overt im e m eals by the 10th day of the m onth, following the issuing 
of a m oving expense check or an overt im e m eal check to a staff m em ber.

New faculty and staff are advised of all rules related to m oving expenses during their interview at  CSUS.  
Also, this inform at ion is clearly stated in the Travel Manual under Moving Expenses.

The following steps are taken by the Account ing Services Office to com plete form  676P, Non-UPS 
Adjustm ent  Request -Paym ent :

Overt im e Meals
1. When overt im e m eals are paid through the t ravel process, an Accounts Payable technician will 

at tach a note on the t ravel claim .  The person responsible for the daily checks will at tach a copy of 
that  note to the reim bursem ent  check.  The specified am ount  on the note is reportable and subject  
to withholding taxes.

2. The nam e, social security num ber, and the agency/ unit  num ber will be verified with the Payroll 
Office before the 676P form  is com pleted. 

3. Before the 10th day of the m onth, all overt im e m eals paid in the previous m onth will be reported to 
the State Cont roller ’s Office.  

4. The com pleted 676P form  is m ailed to the State Cont roller ’s Office at  the address below.  One copy 
is kept  in the Accounts Payable office and another copy is sent  to Payroll.

State Cont roller ’s Office  B-8
Personnel/ Payroll Services Division
W-2 Unit
3301 C St reet , Suite 400
Sacram ento CA 94250-5878
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Relocat ion Expenses

1. When relocat ion expenses are paid through the t ravel process, the AP technician responsible 
for the claim  will at tach a m em o explaining the am ounts subject  and not  subject  to 
withholding taxes. 

2. The original m em o is m ailed out  with the reim bursem ent  check and a copy is kept  in the 
Accounts Payable office.

3. The nam e, social security num ber, and the agency/ unit  num ber will be verified with the 
Payroll Office before the 676P form  is com pleted.

4. Before the 10th day of the m onth, all relocat ion expenses paid in the previous m onth will be 
reported to the State Cont roller ’s Office.

5. The com pleted 676P form  is m ailed to the State Cont roller ’s Office at  the address below. 
One copy is kept  in the Accounts Payable office and another copy is sent  to Payroll.

State Cont roller ’s Office  B-8
Personnel/ Payroll Services Division
W-2 Unit
3301 C St reet , Suite 400
Sacram ento CA 94250-5878
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Training offered by Accounts Payable

A/ P BASI CS

I nvoice Paym ents – From  Requisit ion to Check Paym ent
Direct  Pay Request  (DPR)  – Policies & Procedures
Request  for CMS Financial User Access
Paym ent  in Advance (PI A’s)  – Policies & Procedures
Reim bursem ents (Em ployee’s or Non- Em ployee’s)  – Policies & Procedures
Guest  Lecturer /  Honorarium  Paym ents - (Non- Resident  Aliens)
Pet ty Cash
Business Hospitality – When is it  used?
Vendors and 204 Form  – Nam e on the check and who gets the form

A/ P PROGRAMS

ProCard Statem ents – CMS Process & 07/ 08 Calendar
Frequent ly Asked Quest ions
Travel
Travel Program s – Am  Exp Card or BTA & SWABI Z
Advances
Claim s
Moving & Relocat ion
Benefit  Report ing
Policies & Procedures
Hands on Accounts Payable Navigat ions
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Accounts Payable Forms

Direct  Pay Request  (DPR)

Payee Date Record (204 Form )

Unfunded Traveler

Am erican Express Governm ent  Card Online Applicat ion

Authorizat ion to use Privately Own Vehicle to State Bus. 
STD 261

Hotel/ Motel Transient  Occupancy Tax Waiver Exem pt ion 
Cert ificat ion for State Agencies STD 236

Travel Expense Claim

Travel Planner

Generic I nvoice Form
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Other Resources

State Adm inist rat ive Manual 

Procurem ent  & Cont racts

Audit ing Services

Business Mat ters @ Sac State

CMS Navigat ion Lookup

CA Departm ent  of General Services

Foreign Exchange Rates

Travel Warnings & Consular I nform at ion Sheets

Map Quest


