PAYMENT GUIDELINES FOR COMMONLY USED EXPENSES
TIPS:
· Please add grant number on all payment request documents

· Please try to keep employee reimbursements to a minimum – use the normal procedures in place for payments
· Accounts Payable has a new group email address for your convenience:
accountspayable@csusm.edu
1. Documents that may be required for payment (depending on type of expense):
a. Direct Pay form with backup documentation - approved by person with fiscal authority for fund/deptID
http://www.csusm.edu/fas/fasforms.html#D     Direct Pay Form – Accounts Payable
b. Invoice from vendor - approved by person with fiscal authority for fund/deptID
c. Independent Contractor Packet - for services provided by non-employee
For questions, contact Barb Sainz at bsainz@csusm.edu
http://www.csusm.edu/fas/fasforms.html#I        Independent Contractor Packet
d. Receipts – original & detailed - not just a credit card copy which only has a total
e. Payee Data Record CSUSM 204 – tax and reporting information 
http://www.csusm.edu/fas/fasforms.html#P      Payee Data Record – Accounts Payable
f. Hospitality Form - must be completed & signed before the expenses are incurred; without a Hospitality Form there is a risk of not being reimbursed if the expense is not approved
http://www.csusm.edu/fas/fasforms.html#H      Hospitality Form - Procurement
g. List of participants, if appropriate - verify attendance and send a copy of sign in sheet to Accounts Payable with pay request
h. Purchase Order /Agreement/Contract – Check with Procurement for appropriate use 

procurementservices@csusm.edu
i. Travel Expense Claim Form CSUSM 262  

http://www.csusm.edu/fas/fasforms.html#T    Travel Expense Claim Form Travel Desk
2. Method of Payment:

a) Chargeback

b) CSUSM Check 
c) Payroll check (student assistants; special consultants)
d) Petty cash – to employee for $50.00 or less - with original, detailed receipts
e) PROCARD – commodities only; for possible payments to service vendors using a TIN and not a SS# (i.e. copies/printing), contact Procurement at pcard@csusm.edu
3. TYPES OF EXPENSES & method of payment to use:
1. Co-researchers/co-writers – Start with HR ext 4418 as they could be a Special Consultant or an Independent Contractor   
2. Community partner – invoice from partner with details from the grant
3. Copies – invoice/direct pay form with original, detailed receipts; PROCARD for approved vendors only
4. CSUSM Server space  - chargeback
5. Faculty reimbursement – (reimbursement not allowed for payment of services to others; use Independent Contractor Packet or Special Consultant process - start with HR ext 4418
· reimburse for purchases – direct pay form with original, detailed receipts 
· travel – travel claim CSUSM 262 with original, detailed receipts
6. Food /groceries/refreshments/meals in support of grant activity – Hospitality Form required and listing multiple dates on one form may be appropriate - direct pay with original, detailed receipts; PROCARD
7. Parking passes for guests – chargeback
8. Printing costs - invoice/direct pay with original, detailed receipts; PROCARD for approved vendors only
9. Promotional items (CSUSM bookstore)/ books for courses/ logo items – Hospitality Form required – invoice/direct pay with original, detailed receipts; PROCARD
10. Purchase of equipment (non-consumable) – University property -microphones, sports equipment, books, posters - invoice/direct pay with original, detailed receipts; PROCARD
11. Purchase of materials (consumable) – paper, personal care items, house wares, recordable discs - invoice/direct pay with original, detailed receipts; PROCARD
12. Reimbursement of expenses – see specific type of expense on this list
13. Rental equipment - tables, chairs, microphones – proof of vendor insurance required for any physical labor performed on campus, contact Procurement ; invoice/direct pay with original, detailed receipts; PO
14. Rental space /rooms – 
· on campus - chargeback

· off campus - agreement/contract through Procurement required – invoice/direct pay with original, detailed receipts
15. Research Participants – Payee Data Record CSUSM 204 required; Reportable income – Direct Pay Form

16. Research Assistant – start with HR to determine pay classification 
17. Services by non-CSUSM personnel (Independent Contractors) guest speakers, performers, narrators, voice-overs, research assistant –
· Using a SS# (individual)- Independent Contractor Packet
· Using a TIN# (company)- Purchase Order – contact Barb Sainz bsainz@csusm.edu
18. Student assistants – start with HR to determine pay classification ext 4418
19. Student stipends – not allowed, see Research Assistant or Student Assistant
20. Transportation fees (bus, etc) - proof of vendor insurance and agreement/contract through Procurement required, contact Procurement ; invoice/ direct pay with original, detailed receipts;
21. Travel –

· faculty/student/staff – travel claim form CSUSM 262 with original, detailed receipts
· Non-CSUSM employee/student – contact Travel Desk prior to agreeing to pay for these expenses 
Traveldesk@csusm.edu
· TYPES OF EXPENSES NOT ALLOWED:

1. Gift cards for anything (Visa, gas, grocery) 
· Not for incentives 

· Not as a thank you 

· Not as substitute for payment

2. Stipends
http://www.csusm.edu/procurement/ap/index.html
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