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Daily meals and
incidental expenses
(M&IE) now reported
as a Per Diem based

on location for all
employees. Students
& Non-employees use
per diem on next
slide.

Travel Policy Changes

)

il

All tips for meals,
baggage handlers &
hotel staff are now part
of M&IE and will not be
reimbursed separately.
Tips for ground
transportation and
parking are reported as

part of the transportation

and parking expenses.

Additional approval

no longer required
for prearranged
conference rates
exceeding
§275/night at the
approved
conference hotel.

New Mileage Rates as
of 1/1/24
Business travel 0.67¢
cents/mile
Moving & Relocation
0.21¢ cents/mile



Travel Policy Changes Continued...

Meals and Incidental Expenses for Student and Non-employee Travel

All Domestic Locations

Continental

M&IE Total Breakfast/ Lunch Dinner Incidental First & Last
Expenses Day of Travel
Breakfast
$59 $13 $15 $26 $5 $44.25




U.S. General Services Administration (GSA)
Per Diem (Domestic within the Continental US)

606001 Travel-In State / 606002 Travel-Out of State

One expense line per day to claim full per diem;
Or up to three expense lines per day for meal
adjustments

Per Diem is allowed on travel days outbound

and inbound flights of the per diem
rate

Incidentals are included in the total amount
of the per diem




Conference Days

If meal(s) provided by the conference, only claim the meal amount(s) not provided by the
conference on a daily basis.

e o .

If conference provided , add the following expenses to the claim:
1) GSA Breakfast: 2) GSA Lunch; and 3) GSA Incidental



Meal(s) on First Day of Travel
Travel-In State: GSA First Day of Travel (Up to 75%); or
: Travel-Out of State: GSA First Day of Travel (Up to 75%)

) Sl

Outbound Flight

Edit Expense

Date 1/1/2024

Department | 13852 Accounts Payable

Category [ 608002 Travel-Cut State: GSA First Day of Travel (Up to 75%) v
Destination ;\L—Chicago—CookILake Expenses
Travel Day ) ) . ) )

) Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason
Business Unit | Cal State East Bay ¥ —
fund o | 135 AP (e} 1/1/2024 13852 Accounts Payable 606002 Travel- (] olicy 59.25  Yes 59.25 No

L ~ s . Destination: IL - Chicago - Cook

: QOut State: GSA
Program Type to searc ) / Lake

First Day of Travel Rate: 75.00% of $79.00
Project e £a (Up to 75%) Location: chicage
il Froe toeea Attendees: Me
- - Business Unit: Cal State East

Location |chicago Bay

; : Fund: EB001 | 13852 Accounts
Reason Payable

4 Program:
1 Project:
Reimbursable | | paid for this, please reimburse me. v dii
Class:

Billable O
Receipt Select



Conference Days
(meals not provided by conference)

Travel-In State: GSA Full Day Per Diem; or
Travel-Out of State: GSA Full Day Per Diem

Edit Expense

Date | 11212024

Department | 13852 Accounts Payable

Category 608002 Travel-Out State: GSA Full Day Per Diem ~
Destination |IL - Chicago - Cook / Lake Expen ses
Travel Day a
. o Expense Date Department Category Details Amount Reim. Reim.Amount Billable Receipt Reason
Business Unit | Cal State East Bay
Fund [EB0OT | 13852 Accounts Payable & 1/2/2024 13852 Accounts Payable 606002 Travel- [v]w policy : . 79.00  Yes 79.00  No
ination: IL - -
Out State: GSA Destination: IL - Chicago - Cool
Program Type to searc / Lake
Full Day Per Diem  Rate: $79.00
Project ‘7, e to searc Location: chicago
- - Attendees: Me
ass Business Unit: Cal State East
Location chicago | Bay
' — Fund: EB0OO1 | 13852 Accounts
Reason Payable
P Program:
Project:
Reimbursable | | paid for this, please reimburse me. v| Class:
Billable (]
Receipt Select

el



= Inbound Flight

Edit Expense

Date 1/3/2024

Department | 13852 Accounts Payable

Category 606002 Travel-Out State: GSA Last Day of Travel (Up to 75%)
Destination |IL - Chicago - Cook / Lake

Travel Day

Business Unit | Cal State East Bay

Fund |eB001 | 13852 Accounts Payable

Program I’..‘.%" search

Project

Class
Location Ichlcago

Reason

Reimbursable | | paid for this, please reimburse me.

Billable O

Receipt Select

Meal(s) on Last Day of Travel

Travel-In State: GSA Last Day of Travel (Up to 75%); or
Travel-Out of State: GSA Last Day of Travel (Up to 75%)

Expenses

Expense

&6

Date

1/3/2024

Department Category

13852 Accounts Payable 606002 Travel-
Out State: GSA
Last Day of Travel
(Up to 75%)

Details Amount
(] Meers policy 59.25
Destination: IL - Chicago - Cook

/ Lake

Rate: 75.00% of $79.00
Location: chicage

Attendees: Me

Business Unit: Cal State East
Bay

Fund: EBOO1 | 13852 Accounts
Payable

Program:

Project:

Class:

Reim. Reim.Amount Billable Receipt Reason

Yes 59.25 No






Hospitality Updates
a

(

~

All hospitality expenses will require

\

a Hospitality Justification Form :

J

=

~
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All Hospitality Justification Forms
should include:

~

Your department may require pre-approval prior to incurring hospitality related expenses



Hospitality Updates

All hospitality expenses will require a Hospitality Justification Form:

il

Hospitality
Claims in Pcard Reports
Certify

Student Claim (if
hospitality related)




Hospitality Updates

All Hospitality Justification Forms should include:

G

m

(=]

m
Al

All required
signatures
(Including VP, if
applicable)

ltemized
Receipt




obe Sign Homepage

CAL STATE Powered by

EAST BAY ggr.;bbeat S Ho_me Send Manage  Workflows  Reports

Welcome, | O IN PROGRESS (O WAITING FOR YOU M EVENTS AND ALERTS

Send a document for signature

Request e-signatures on a new agreement, or start from your library of templates and workflows.

Do more with Acrobat Sign

i ™M = P
\ £ N s
<> | o =1 o,
—J = T =S T4
Fill and sign a document Publish a web form Send in bulk Create a reusable Manage and track all Enhance your account
template agreements
-0 : ’
[j+|. ] Get the Adobe Acrobat Sign mobile app to send and manage
m}

documents for signature from anywhere. Learn More
Create a reusable
workflow




Adobe Sign Workflow

Start from library
X  hospltality ,O Search Hospitality
Library
Name Last Modified
Recent Templates . -
[g Account Workflows
Templates

é@a CEAS Hospitality Pre-Approval Form 11772023

m s AP -Hospitalty Justification Form 107232023

Click on Workflows



dobe Sign Hospitality Justification Form

AP - Hospitality Justification Form

How this workflow works?

Please start with adding the emails of the Delegation of Authority approver(s), multiple approvers can be added if needed. Then add the proper

Accounts Payable Technician as the receiver of the form. This is based on the starting letter of the last name, the guideline for who the proper Accounts
more v

Recipients ®

ENEEEEEN Prepared By*
EEEEEENEE

Enter your email as the Preparer ———— | &  enterrecipientemil 5 v Email ®

Claimant*
Enter the email of the Claimant ————> | & Enterrecipient email v Email S
Delegation of Authority Approval*
(/] Enter recipient email <] v Email @
Additional Approval, as required (optional)
Enter all appropriate Approvers € Edsodpiomcond ] v Emal o
2nd Additional Approval, as required (optional)
V] Enter recipient email B3 v Email =,
Accounts Payable Technician

[__;o accounts.payable@csueastbay.edu BEd v Email Q

CC | Hide



dobe Sign Hospitality Justification Form

Document Name *
Hospitality Justification Form [Last Name, First Name] 7
Memget O SetReminder
Please review and sign.
Vs
Files
Hospitality Form * T AP - Hospitality Form - v2 -1
Additional Document Add Flle
1
Additional Document Add Flle
2
Additional Documnent Add File
3
Additional Document Add Flle
4
Additional Document Add File

Additional Document Add Flle
[

Additional Document Add File
7

Additional Document Add Flle
8

Additional Document Add Flle
9

Additional Document Add Flle

10

s J



Creating an expense line in Certi

Add Expense

Date I &=

23253

Department | 13852 Accounts Payable

Category I 111111 Additional Atachments v
Amount 0.00
Business Unit I Cal State East Bay v l
Fund IT‘;,'pe to search |
Program I
Project l
Class I
Vendor |
Location | |
Reason

Y
Reimbursable I The company paid, do not reimburse me. v I

Billable (]

Receipt Select

Save Cancel



Resources

Per Diem for International Locations

U.S. General
Services
Administration https:/ /www.gsa.gov/node/86696/mie-
(GSA) breakdown

Per Diem Rate Lookup - CONUS (Contiguous United
States - 48 US States and District of Columbia)

Management Office




Questions & Answers




