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Attach appropriate receipts and submit approved form to Accounts Payable SA2750.
EMPLOYEE PAYMENT REQUEST (Receipts need to be taped to an 8 % x 11 piece of paper}

-

To display the request form, please select your payment type. Clear - -
Transaction
[¢]Travel Expense Claim [ | Travel Advance {"|Hospitality Expense Claim [ ]Other Reimbursements . ‘Data
Claimant's Name NetlD Payee Name (if different than claimant) |Department
Student's First and Last Name ~ ‘I student's NetID | N/A ~ | center for Student Research
Maifing Address (Street, City, State, le Code} Phone . (Normal Work Days |Normal Work Hours ifddaiming : Vehicle License
Student's mailing address | | Student's # : R w0 Mileage Costs > Bt e

{24 howsrs ;
clock,

(OCATION(S) OF EXPENSE
{finclide both staitand end
atluns on the same Ime

“RENTAL 'f 1ax:, TOLLS, | REG

U SHUTILE,
| parkig! |

“|san Diego, CA

29597 | S amaoe [T 47597

$295.97 $180.00 $475.97

Note: Always dick here to check the current mileage rate.
Querwrite the default value with any updated mifeage rate.

{®:Business Related (" Relocation

LODGENG A PRIVATE-CAR USE® |z ]

‘sl expenses pa‘ld DALY, J[BREAKS} - Miceage| o0 EYPENSES

: > traveler. CHARGES FAST 7 i RATE AMOUNT fi i

6/3/17 | 20:30 [OAK 1o San Diego, cA | 21321 2 zso0 ] oo | o535 [ ooo |7 | ool aaam
s/a/17 | ‘s-20- |san Diego, cA 21321 [“atoo | 7es | 430} 0.535 goa [0 - 23646
85717 | B-do [san Diego, CA 21331 | Bo3 . co 0535 | ogo |- U7 '_ﬁ-:' | 22124
6/6/17 ;| "8-20 '|san Diego, CA 21321 | 1072 1928 0s3s | ooo | o[ o) aam
6/7/17 | &-20 "[San Diego, CA 2i371 | i536 | isas | 7 0535 | 000 A EERTRR B 1%
6/8/17 | 23:00 san Diego, CA to OAK o a1 | 56 | 1544 0535 | ooa | 30.00
i Subtotals: 106605 | 5421 | sad9 | 4107 0.00 1,215.82

-
m
E
gy
';:g.:_fiodglng
3
ol
i
=]
<%

| attended the NSAPSPA for a verbal research presentation, from 6/4 to
7L 16/8/2017. The conference was in San Diego, Ca.. The University paid for my Less: amount purchased by university:| $475.97
“Eiflight and reg:strat:on I am requestmg relmbursement for meals and

Total Claim:| 51,691.79

Amount advance to / purchased hy employee:| $1,215.82
Less:advance made payable to the traveler:]
Amount to be reimbursed to traveler:| $1,215.82
Reimbursement Allowable {if applicable}): o

‘Cost D}S_fﬁbﬁtiqﬁ]} Is this an expense to be paid by Foundation ("W" Fund)? [ ]ves No

Class

606{}01 Travel En State

£1,215,82

F?Iease Select One or Clear to Enter Manuallv.u

; 'otal ( Fnr Trauel y

oyee; For oll others, must match total claim )| _$1,215.82

=1l HEREBY CERTIFY that a) | received authorization to travel; b} this travel was necessary te conduct official business; ¢} expenses are allowable, true and accurate in

':_ accordance with University Travel Policy and pracedures; dimeal expenses being claimed does not include alcoholic beverage(s) and | will not seek reimbursement from
-|any other source; &} if requesting car rental ar mileage reimbursement, prior to traveling | have satisfied the State Defensive Driving Training requirements, and, for

‘| mileage, have completed form STD261.

‘Signatures:

“|€Claimant's Name {Print}

|Student 's First and Last Name -

)l Signature | || bate:

| HEREBY CERTIFY that a) t have authorization to approve travel; b) | have Delegation authority te spend, If not then in addition ta sy signature the person with Delegation
Authority (DOAJ has signed below; c) expenses requested are ordinary, necessary, reasonahble, nat extravagant and supported by a business purpose or justification, as

apprapriate; d) expenses are in accordance with CSUEB Travel Palicy and procedures. (Approving Authority is defined as a person to whom authority has been delegated in
writing to approve expenses in accordance with University policy.)

Approving Authority's Name {Print)

PI/Dept Approval /DOA, If Any, Name (Print)

CSR Director's Name

Signature ] ] Date:
Signature [ !Date

{Click to add {or subtract) lines if additional Pi/Department ApprovaI/DeIeganan Authority {DOA} signatures are required.)



CALIFORNIA STATE
UNIVERSITY Page 2 of 2

EAST BAY Attach appropriate receipts and submit approved form to Accounts Payable SA2750.
EMPLOYEE PAYMENT REQUEST (Receipts need to be taped to an 8 % x 11 plece of paper)

~|Select how you would like to have your payment handled:

Direct Depaosit - the best way to recelve your payment, Complete the
[:] Employee Reimbursement Direct Depaosit Authorization form. {You only
need to do this once) Click hera to obtain the form.

Email notification when check is ready to be picked up at the Cashier’s

B window first floor of the Student Services and Administration building on the
; Hayward Campus.

Email: l

[:] Mail to the mailing address provided above

Travel Related Questians, Refer to CSUEB Travel Website
or Contact Accounts Payable Manager Lana Lewis at x52854
tast Updated: January 10, 2017

The following notes are only summary reminders and not the entire travel procedures and policy, which you must, adhere to. In addition, these notes
may not be applicable to internationat travel or travel outside the 48 cantiguous United States)

i. Receipts are required for expenses greater than $75.00. Tape all little receipts on an 8 % x 11 piece of paper,

il. Expenses must be business related and necessary for the purpose of the trip, and must be ordinary, reasonable and not extravagant. List the
purpose of the travel in the Purpose/Remarks box.

iti. Notes for "Purchased by University" Section and "Advance to/Purchased by Employee" Section

(1) Lodging: maximum allowable $275 per night, excluding taxes unless written pre-approval is received prior to travel and attached to your Employee
Payment Request.

(2) Meals: maximum allowable, including tips, is $55.00 per day. Allowable tips are not to exceed 20% of the total bill.

(3} Incidentals: not allowable for the first day of travel, thereafter the maximum atlowable is $7.00 per day for traveling within the continental United
States. Travel outside the continental United States uses per diem rate.

{4} Airfare or other commercial carrier: maximum allowable is based on the most economicat mode of transportation and the most commaonly
traveled route consistent with the purpose of the trip.

(5} Baggage fee: maximum allowable is based on reasonable and necessary amounts for the business purpose and length of the trip.

(6} Car Rental: You must have a current defensive driving certificate or complete the defensive driving training prior to travel.

{7} Airport/Hotel parking: valet parking charges or premium parking charges in excess of normal parking charges are not allowable, unless the traveler
obtains an exception. )

(8} Mileage: You must have a current defensive driving certificate or complete the defensive driving training prior to travel. In addition, you must also
have a current STD261 form on file or complete one prior to travel. Mileage reimbursement cannot exceed the maost economical mede of transportation
avaitable. Enter Vehicle License in the box at the top right of this form.

{9} Registration Fee: Use account 660809,

{10} Other: Insurance is compulsory for international travel. Insurance Premiums vary depending on travel categories and duration of travel. Visit the
foreign Travel website for more information.
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hitps://mail.google.com/mail/u/ 1/ Tui=2&ik=44e0e934 84 & view=pi&...

Frank Ely <frank.ely@csueastbay.edu>

-------- Forwarded message —wwe---
From: trips@globaltrav.com <trips@globaltrav.com>
Dale: Fri, May 19, 2017 at 3:48 PM

Subject: Travel ltinerary ELY 06.03.2017 SAN
To:

£ri, May 19, 2017 at 4:58 PM

THAVEL

. R GIRMT TeveI Contpimm!

Passenger Names

. Grealed SHSIZONT 4:47 PMMDT

For a single czlendar entry ¢lick here

Travel itinerary
Agency Booking Confirmation Number; Wik,

e e )

@ Southwest Airtines - Filght Number 4533

FPhone Conlacts

Please verify tinerary for agcuracy

Conflrmation; OV8NES

Deparlure; Sat, 06/3/2017 9:05 AM

Departure City: Oakland, CA (OAK)

Departing Terminal: 2

Status: Confirmed By Agent

Seat Assignments:
AIRLINE DOES NOT OFFER ADVANCE SEATING

Arrival: Sal, 06/3/2017 10:30 AM Equipment: 73H

Arrivitl Clty: San Diego, CA (SAN}

Arrival Terminal: 1 Travel Time: 1 bour(s} 26 minute(s)
Add flight lo Calendar

Baggage Info

Weather

s

Class of Service: L - Economy

]

6/9/2017 11138 AM



20f3

@ Southwest Airlines - Flight Number 523

https://mail google.com/mailfu/1/fui=2&ik=44dede034 84 & view=pt&...

Confirmation: OVBN88

Seat Asslgniments:
AIRLINE DOES NOT OFFER ADVANCE SEATING

Debarture: Thu, 08/812017 G50 Ph Arrlval: Thu, 06/6/2017 8:15 PM Equipment; 73W

Departure City: San Diego, CA {SAN) Arrival Gity: Oakland, CA (DAK)

Departing Terminal: 1 Arrivai Terminal; 2 Travel Time: 1 hour{s) 256 minute(s)
’ Add flight 1o Calendar

Status: Confirmed By Agent Class of Serviee: L - Economy Baggage Info

Weather

Vi Ending in: 9421

invoice Detall
SRR,
Southwest {ssue Date: 05M0/2017
A AR Amount; $285.97
N
[
Professional Fee: 8300593667550 Issue Date: 05(19/2017 Attount: $10.00

Total Fare:USD $295.97

Total Amount Due: 8.00

General Remarks

This ticket is non-refundable

Fallure to cancel at least 1 hour prior fo departure

will resultin the forfellure of the entire ticket value
Federal aw prohibits certain hazardous materials such
as aerosclks and flammable liquids aboard the alreraft,
For delails and a complete list of restricted items go lo

HITP/AWWEAA GOVIABOUTANITIATIVES/IBAZMAT_SAFETY/

ORDERED BY:EVRAN.JEET

AIR:GOVT ISSUED PHOTD-D REQUIRED FOR ALL PASSENGERS OVER AGE 18

6/9/2017 11:58 AM
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3999 pission Bowlovard

San Diego, CA 92£09

Phont: (858) 488-1081
46/03/17
0G/08/17

4

189.60

3112 ST

I 06/03/2017 o £189.09
2 06/0362017 *EDTMD ASSESSMENT - SDTMD ASSRSSMENT $3.78
3 06/03/2017 TRANSIENT QCC TAX - TRANSIENT QCC TAX $19.84
4 06/0312017 CATOURISM ASSESSMENT - CA TOURISM ASSESSMENT $0.59
5 060472017 ROOM CHARGE - $189.00
6 OG0T #§DY[MI ASSESSMENT - SDTMD. AS‘%E&SMFNT 5378
7 060472017 TRANSIENT OCC TAX - TRANSIENT OCC TAX $19.84
H] 06/04/2017 CATOURISM ASSESSMENT - CA TOURI&M ASSESSMENT $0.59
9 06HI5/2017 RODM CHARGE - $189.00
10 0610572017 #STMD ASSESSMENT - SDTMD z\f;%[:sswm $3.78
1 0610572017 TRANSIENT OCC TAX - TRANSIENT OCC TAX $10.84
12 06/65/2017 CATOURISM ASSESSMENT ~ CA TOURIEM ASSESSMENT $0.59
13 06/06/2017 ROOM CHARGE - $189.00
14 B606/2047 #SIYFMD ASSESSMENT - SDTMD ASSESSMFNT $3.78
ks 06/06/2017 TRANSIENT OCC TAN - TRANSIENT OCC TAX $i9.84
i3 06/06/2017 CATOURISM ASSESSMENT - CA ;oumsm ASSESSMENT $0.59
17 06/07/2017 ROOM CHARGE « $189.00
18 U6/0772017 #SOTVD ASSESSMENT - SDTMD J\S‘?ES&MFNT . W
19 06/47/2017 TRANSIENT OCC TAX - T R,\Nmem DCC TAX $19.84
20 06/07/2017 CATOURISM ASSESSMENT - CA TOURISM ASSESSMENT $0.59
21 06/08/2017 JUmRET ($1,066.03)
# Ralance Dug ¥ $0.00

£ SAN DIRGO TQURISM M/\R}\Bl]i\l(: DISTRICT ASSESSMENT

REGARDLESS OF CHARGE INSTRUCTIONS, 1 AGREE THAT MY PERSONAL LIALRILITY FOR THIS BILL IS NOT WAIVED AND L
AGREE TO Bl HELD PERSONALLY LIABLE IN THE EVENT T HAT T1IE INDICATED PERSON, COMPANY, DR ASSOCIATION FAILS TO
PAY FOR ANY PART OF THE CHARGES. THE HOTELS I IABILITY 18 LIMITED PURSUANT T APPLICABLE LAW,
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