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Training Guide

-

{a You might need to contact

Karina Cruz in Procurement.

Follow me to website links!
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Navigating to
Accounting Forms

All of the accounting forms have been consolidated.

http://www.csuci.edu/financial-services/accounting.htm
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Accounting Forms & Polic

http://www.csuci.edu/financial-services/accounting.htm

Accounting

The Accounting department is committed
. . FINANCIAL SERVICES
customer service to our students, faculty and other staff who serve our students, and the

community that supports our campua. The Ac

unting department is responsible for, but

About

not limited to, the accounting services for the University and all its auzxiliary
TS A P iot of O Ch Grants
organizations. Those auwiliary organizations currently consist of the CSU Channel

Iclands Foundation, the Univ

r Muvdliary Services, Inc. and the Associated Students, -
’ ’ = Accounting

ities inchada:

. Thess raspons

Forms and Tutorials

Ensuring the integrity of fiscal data through establishment

iequate internal

controls to safeguard the assets of the University and its auxiliaries. popee

.

Identifying regulations and other fiscal compliance requirements that must be

adhered to, and implementing policies and procedures to ensure campus compliance.

Proper and timely processing of all cash receipts and disbursements.

RELATED PAGES

Initiation and payment of debt instruments to support the needs of the campus.

.

Billing of studente and all funding acurces including the State of California, external

grantors, third-party sponsors of students and many others.

ng student fee payments to the University as well as finandal aid receipts

and disbursements back to our studen

+ Financial and erous internal and external custome

liance reporting to n

General support to the campus community in meeting their responsibilities in

matters that have fizcal implications.

Current News & Deadlines

8/14/2017 - In accordance

h changes mads to the Integrated CSU Administrative

Manual (IC5U

W) Travel Policy — 3601.01, the CSUCI Travel Procedures and

Regulations (PDF, 1.6MB) have been updated effective August 14, 2017 to add the Travel
Ban and Monizs Under GC 1130 8 memo issusd to the CSU Prasidents dated July 07,

2017
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Accounting Forms & Policy

http://www.csuci.edu/financial-services/accounting.htm

Accounting Quick Links

= Forms and Tutorials
» Finance 101 Training Presentationa - Movember 2015
= Financial Statements and Andits

= IMNew & Revised CSU Policies (ICUSAM Updates - Login Required)

CI Acconnting Procedures and Guides Issue Policy
Date Number
CI Travvel Procedures and Regulationa (PDF, 1.6MB) 08/2017 ICSTUIAN ATLL
CI Travel Store Handbocolk (ZIF PDF, 1. 75MB) 0172016
Trawel Definitiona and Terminology (PDF, 13KE)
CSUCI Direct Payment Procedures {(PDF, 226KB) 082017
gI_ IP(B n Hoapitality, Prizes, Awarda, Gifts (PDF, 02/2012

Honorarium 8t Speaker Fee Guidelines (PDF, 75KB) 02,2008
Accounting/Budget Terminology (PDF, 109KEB)

CI Petty Cash and Cash Handling Policy/ Guidelines Issue Date Policy Number

Petty Cash Active Custodian List (PDF, 94KB) 08,2016

Petty Cash Procedures - CI Campua (PDF, 16TEB) 10,2015

Petty Cash Policy - CI ASI (PDF, 52KB) 03/2005 AST 2

Petty Cash Polic CI FDIN {PDF, 20KB) 10,2002

Cash Receipts & Disbursements - CI ASI (PDF, 32KB) 03,2005 AST 40

Cash Receipts & Disbursements - CI FDIMN {FPDF, 45KB) 08,2005 FDIN 3.01

Cash Receipta & Disbursementa - CI UAS (PDF, 24KB) S 200L TUas 4.0

Ewent Cash Handling - CI AST (PDF, 25KB) F2005 AST10.0

CSU ISCUAM Resources (Log-in Required) Issue Date Policy Number

CE5UT ISCUADN MhMain IC5UTAD ALL

C5U Hospitality Policy 12,2011 IC5UTATN 1301.00
oTT o = 1o 40 sons o TooTTAnS 2 s
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Travel Forms

http://www.csuci.edu/financial-services/forms-tutorials.htm

Forms and Turtorials

News

ial Services has

06/28/2016 - To accommeodate new department numbers, Finan

released new forms effective July 1, 2016. Prior versions should be discontinued.

IMPORTANT!
All PDF files on this page require the most current version of Adobe Acrobat Reader to

view. If you currently have a wersion lower than 9.0 or using an alternative browser
PDF plug-in and are experiencing difficulties in opening the files you must upgrade to

the latest version of Adobe Acrobat Reader.

Table of Contents

= Budget Forms

= Grants & Contracts Forms

em Support Forms
= General Accounting Forms
= Journal Entry Transfers
= Deposit Requests
= Inwvoice Requests
= Petty Cash
= Accounts Payable Forms
* Travel Related
* State of California Standard (Numbered)

+ Other Accounts Payable

= Other Form

= I Finance 101 Training Presentations

FINAMCIAL SERVICES

About

‘Grants

Accounting

® Forms and Tutcrials

Conwact Us

RELATED PAGES

Student Business Services

sion of Business & Financial

ire

Budget

System Support

Channel Islands
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Travel and Expense
Claim Form

Accounts Payable - Trawel Isswed Instructions Policy
Related
CIT Reguest Form {ZIF, 20KEB) 01L/2016 CI Trawel cedures and

Reguest Channel Islands Trawel
number to use Travel Store and
other campus accounts.

DF, 1.5MB)

MNEW Travel Expense Claim 0L/ 2017 Within form CI Trawvel Procedures and
Form {(2017) (ZIP, 205KB) 1 Regulations{PDF, 1.5NMEB}
for travel expenses that occur on

or after 01501 /2017.

rel Expense Claim 07/ 2016 Within form
(2016) (ZIP, 200KE) il
for travel expenses that occ
between 0L/ 2016

MNEW International Trawvel 01/2017 Within form
uthorization Form (2017)

(ZIP, 155KB) To be completed

prior to international trawel

occurring on or after 0101201 7.

For employees
incur mileage regularly as part of
their normal duties.

Accounts Payable - State of California Standard Issued Instructions Policy

CI Vendor-204 Form - Payee Data Record Packet 12,2015 Within Zip -
(ZIP,922KEBE)} For mew wvendo ‘suppliers to complete

in order to be included in CI system. CI cannot accept

W-2 forms from suppliers. Zip includes information

sheet, Vendor 204, Supplement 204 and ACH/EFT

Authorization Form.

Ca STD 236 - Hotel/Motel Transient Qccupancy Tax 09,1991 - -
Waiver (PDF, 1581KB) For State of Califormia trawvelers

to prowvide exemption for hotel/motel taxes when

accepted at the time of bookir

ChA STD 2
travelers
purposes.

Channel Islands
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GETTING STARTED

- Step 1:
- TRAVEL AUTHORIZATION

Form to be completed by traveler for insurance
purposes.

Channel Islands
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Travel Authorization

- Domestic Travel

- No need to complete travel authorization
per CSUCT travel procedures and
regulations effective Jan 1, 2016.

- International Travel

- Original TA signed by departmental
approvers + the President or her Chief
of Staff should be attached to TEC form

Charmel Islands
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Booking Travel
+ Step 2
- Some aspects of travel can be "pre-paid” using
Pro-Cards, CT Travel Store or campus accounts.

- CI Travel Store - COACH AIRFARE {
+ Uses a CIT # - submit the CIT Request Form to Karina Cruz @

- Enterprise CSU Account- RENTAL CAR 4A

- Roadrunner shuttle- SHUTTLE é
- This is a campus account, ho CIT# needed.

- Island Packers - Santa Rosa Island - BOAT {

* Uses a CIT # - submit the CIT Request Form to Karina Cruz
* Uses a CIT # - submit the CIT Request Form to Karina Cruz @

Channel Islands
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CIT Request Form

:u‘lhlr;ll:ss & Return Form Elent?:‘ifa"?. To:
FINANCIAL karina.cruz@csuci.edu
AFFAIRS
CHAMNDINEL

S L AN DS

CHANMEL ISLANDS TRAVEL (CIT) REQUEST FORM

CIT # Issued:

Traveler's Name: Department / Division:

Phone: E-Mail:

Datels) of Travel:

Location|s) of Travel-

Accounting 5tring To Be Charged:

Which type of expenses will be Direct Billed Airfare l:l Car Rental

to the campus?
Shuttle |:| SRI Transport

Conference | Registration

Workshops / Training

Yes I:l No

O O0od

Will you be requesting a lodging exception? *

If yes, please explain below:

* A lodging exception is required for amounts exceeding $275/night, exduding taxes

[ For Procurement Use Omnly |
| Processed by: Date / Time:

Channel Islands
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Prepaid Travel Expenses

- CT ProCard- Registrations
* Paid for in advance on the dept. pro-card.

A "Pre-Paid” expenses is any expenses that were paid by CT
but not by the traveler.

Include the receipts/proof of payment in the TEC packet.

Note:
CI does not allow travel cash advance

S Channel Islands
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Transportation not on campus
accounts

Privately Owned Vehicle: (€SU employees must have a current State of California
form STD-261 - Authorization to Use Privately Owned Vehicles on State Business on file)

* Mileage reimbursement of .535/per mile per IRS (2017)

Rental Car (renting vehicles from non-contracted vendor is prohibited. unless vehicles
are unavailable from a contracted vendor)

« Enterprise Rent-A-Car and National.
« TInsurance will not be reimbursed.
 Original Gasoline receipt can be reimbursed.

Other Form of Transportation
« Train or bus
« Taxi, shuttles or Public transportation
« Others

Channel Islands
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Transportation

* Airlines
« Coach or any other discounted economy-class fare
« Baggage fees are reimbursable

* US Flag Air Carrier/Fly America Act
- Travel using Federal grants and contracts fund

Major U.S. Flag Air Carriers and Foreign Carriers in agreement with the Fly America Act:

Airtran Airways (FL)
Alaska Airlines (AS)
America West Airlines (HP)
American Airlines (AA)
American Trans Air éTZ;

Continental Airlines (CO
Delta Airlines (DL)
Frontier Airlines (F9)
Hawaiian Airlines HAg
Midwest Express (YX
Northwest Airlines éng
Southwest Airlines (WN
Spirit Airlines (NK)
United Airlines (UA)
US Airways (US)

Channel Islands
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Lodging Options

« Lodging is allowed for traveling on business 25
miles or more miles from campus (one way).

* Maximum lodging rate is $275.00/per night
before taxes and fees. Even if it is the

conference hotel.... {@

Any lodging over this rate will need a pre-
approved exception through Karina Cruz. Please
attach approval exception to the TEC packet.

+ Staying with friend or relative up to $75.00

Channel Islands
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Hotels within California

Employee should request for tax waivers and/or
government rate when booking. Many hotels
have this option!

Accounts Payable - State of California Standard Issued Instructions Policy

NEW CI Vendor-204 Form - Payee Data 12/2015 Within Zip
Record Packet(Effective 12/21/2015) (ZIF,322KB)

For new vendors/suppliers to complete in order to be

included in CI system. CI cannot accept W-2 forms

trom suppliers. Zip includes information sheet,
Vendor 204, Supplement 204 and ACH/EFT

Authorization Form.
x CA 5TD 236 - Hotel/Motel Transient Occupancy Tax 09/1991 -

Waiver (PDF, 161KE) For State of California travelers
to provide exemption for hotel/motel taxes when
accepted at the time of booking.

CA STD 261- Private Vehicle Use (PDF, 112KB) For 03/1995 -
all travelers using private vehicles for business
purposes.

@J Channel Islands
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- Step 3:
Travel expenses should be directly related to
of ficial university business are reimbursable.

Any personal expenses or expenses on days not
related to the business travel should not be
claimed.

The Traveler should keep original detailed
receipts & programs/agendas as needed.

Channel Islands
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Reimbursements after Return

Step 4:

Bring your receipts & TEC form!
Reimbursement for:

- Lodging

- Meals

- Incidental expenses

Channel Islands
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Travel and Expense
Claim Form

Accounts Payable - Trawvel Issued Instructions Policy

Related

CIT Request Form (ZIF, B0KE) 01/2016 CI Trawel CI Travel Procedures and
Request Channel Islands Trawvel Store Regulations(PDF, 1.5ME)
number to use Travel Store and Handbock

other campus accounts, (ZIP, 1.75MEB)

NEW Travel Expense Claim 012017 Within form  CI Travel Procedures and
Form {2017) (ZIF, 205KB) Valid Regulations(PDF, 1.5ME)

for travel expenses that occur on
or aftter 01/01/2017.

Travel Expense Claim 07/2016 Within form  CI Travel Procedures and
Form {2016) (ZIF, 200EB) Valid Regulations(PDF, 1.5ME)
for travel expenses that occur

between 07/01/2016-

12/31/2016.

NEW International Trawvel 01/2017 Withinform  CI Travel Procedures and
Anthorization Form (2017) Regulations(PDF, 1.5ME)

(ZIP, 155KB) To be completed
prior to international travel
ocouwrring on or after 01/01/2017.

Monthly Mileage 01,2015 - I Travel Procedures and
Loz {ZIP, 111KB) For employees Regulations(PDF, 1.5ME)
incur mileage regularly as part of

their normal duties.

Channel Islands
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Subsistence - Lodging

* Maximum lodging rate is $275.00/per night
before taxes or fees.

Rates over this amount should have been pre-
approved through Karina Cruz. Travel without pre-
approval should be reduced to the $275.00 rate.

Channel Islands
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Subsistence - Meals

« Overnight Travel

* Daily meal expenses are reimbursed for
travel that includes an overnight stay.

» Actual meal expenses up to $55/day

* No meal reimbursement levels are
defined per CSU.

* Business meal reimbursement of $75 or
over required detailed original receipt,
list of attendees and agenda.

Channel Islands
AAAAAAAAAAAAAAAAAAAAAAAAA 21 Of 33




Subsistence - Meals

* Travel less than 12 hrs

* Breakfast is reimbursable if travel begins
2 hours before work hours. Amount is
reportable as income.

* Lunch is not reimbursable

* Dinner is reimbursable if travel ends 2
hours after work hours. Amount is
reportable as income.

» Actual meal expenses up to $55/day

Channel Islands
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Subsistence - Incidental Expenses

Include
Tips and fees
Housekeeping
Others that are customary in travel

$7.00 per 24 hrs

Channel Islands
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Travel To Alaska, Hawaii and US Possessions

* Lodging
« $275/per night before taxes and fees.
Same as domestic)
* Detailed receipt required
* Meals and Incidentals
* Federal Per Diem for specific location
* No receipt required.

« http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

Channel Islands
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http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

Travel To International Location

* Lodging, Meals and Incidentals

* Federal Per Diem for specific location
* No receipt required.

e http://www.defensetravel dod.mil/site/perdiemCalc.cfm

Channel Islands
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http://www.defensetravel.dod.mil/site/perdiemCalc.cfm

TAXABILITY OF INTERNATIONAL TRAVEL
WITH PERSONAL USE

- Personal travel combined with international business
travel maybe subject to tax.

» Trip with taxable event if BOTH of the following
conditions are met

The total period of the trip is longer than one week, and
At least 25% of the trip is personal

Channel Islands
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Other Reimbursable Travel Expenses

* Registration fees
* Parking fees

» Business expenses

« copying, mailing, equipment rental,
supplies, local and long distance phone
call, internet use.

Channel Islands
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Approvals and Exceptions

- Travel Exceptions need written
justification IN ADVANCE in the form of a
memo or email approved by the VP of
division.

- Over the limit lodging exception needs to
be approved IN ADVANCE by the Asst VP

for Business and Financial Affairs

Contact Karina Cruz for lodging exception. {0

@ Channel Islands
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TEC Samples

What went wrong?
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AP Handling:
| | Direct Deposix
| | Pick up at SBS
|| 2l oo Payee

Channel Islands

Travel Fxpense Claimm Form
[ Domestic Trasral (recy | 1AL Tntermational Trasel grecy [ Mlonthly Mileage puEcy |

d by Pro |

| | Same-Dray Travel (srecy

Claimant’s MName-Stacie Dea

CIT# I
[C1Stadent (eraiver om fle) gy pajling Address-1 University Dr. Cansarillo, CA 93012 Phone- x3700
Wohmtbasr -
v _ e et £ Prepared by: Stacie Des Fhone:
- Applicant . o - _ .
[ IMon-Employes Purpose of Tri Bes - Aack doe amd Tacaipts o Fall
[Frequest Date- 110902016 size scratch paper for scanmins) and submit with claim A Trencel Aathorization may be pequired o be
— astached for maved related fers. Please me - D rit Feave Blak.
[Deparmure Date: Sep 25 20016 & Tome: S:0am Astended 2016 FOA Conference
Crakland A
[Benarn Diate: Sep 2B, 2016 & Time: o IO
How many trawel dawys are persomal daysT
Please indicate if paid via Pro-Card, direct billing or a pre-paid camipas acconnt -
[ Ves [W] Mo, Traweler Paid Conts /Res: icn/Feas: $468 00 [ es [T 2o, Traweler Buic
[ ] ¥es [ | Mo. Traweler Paid Santa Fosa Island Tramsport: [ ¥es [ ] Mo. Traweler Badd
- - Taw, Tolls.| Privare Car Ut
Lodgins Dhaily Maals — || === . e Other “Total Dwaily
Caost Breakfast Lamch Crinmer Tramspsort hfiles  Somsoaent Expenses Expenses
S178.00 slﬂ_lﬂ P25 508 32485 B3 .00 i 324 B4 325.00 F202 19
S17E.O0 F25.18 ST 00 21018
S1T7EOD FB.00 F1ES 00
S173.00 F17T a5 S5O0 S40.00 4 32484 325.00 F200. 29
[ Ihfore Expense Limes MNeeded
So e of F Yime: Total K k ble Exp £1.212 .66 |
Acooumndt i) Prpers Class a3 Armouns |
506001 Helo|=]o|1]|[=|z]e]1]2]c $1,000.00

Acemal Reimbessed Totwl: 5100000 |
weldih e Cabifomia Siaie Lsdversiny policies and T |

}m?mmul“ﬂﬂhmﬂbmk.h—mﬂhm T d by me In a T

m-—imnmm“hkmu o The £ Siaie 1 T EERERY CERTE Y that § will ot sock fowr iy cllabm oo fioen asy
hther souncs. APFROWVALSD am arihoel ed oo approve this travel sxpasese claim, 2s i M= sl T cermity that adequare fusds are svallabis.
Stacie Des
Mileape Rate: 053
of Tewweler Travslee's
Frass Mame Signature Drate _rur.--w-m-m-w v, .
Appronner ame B v e
:nwmuny
el Exiemsion —
Priat Mams of Approver & Approsers Signainne Theita T Aol Signaiunes AP (War) £ 521266 Vershon LEod
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Submission and Payment

TECs should be received in AP on Friday before the end of
business day in order to be paid the following week.

M- F (by 5:00pm)
pay the following week.

The schedule check runs are the following

Campus - Wednesdays.

CT Foundation and ASI - Mondays
Site Authority and AUS - Fridays
Student Refunds - Fridays

Direct Deposit (EFT and ACH ) are paid on Tuesdays and
Thursdays.

Channel Islands
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Contact Information

Myrna Sta Ana  (805) 437-8489

-  myrna.staana@csuci.edu

Martha Garcia (805) 437-3238 (campus A-G, FDN and
AST)

- martha.garcia@csuci.edu

Stacie Dee  (805) 437-8578 (Campus H-Z)

- Stacie.dee@csuci.edu

@ Channel Islands
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Q&A
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