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Costs Incurred relating to Cancelled Events and Other Actions related Coronavirus:
 
As we all navigate the situation around COVID-19, we need your assistance in tracking relating
unexpected costs.   The University needs to separately track expenses associated with event
cancellation costs –  such as travel, conference fees, and professional development.   The University
also needs to track lost revenues so when requesting refunds please also use the following guidance.
 As you make reimbursements or other payments to cover unavoidable cost or lost revenue
associated with these cancelled events, we are asking departments to add a new class code to these
expenses and refunds.  
 

Please record these expenses/return of revenue to the chart-field string that would normally
have been charged (the usual account, department, etc), but add the class code 25601 –
Emergency Ops Ctr Coronavirus.  

 
For expenses that have already been paid, please prepare a financial transfer to move the
expense to this new class code chart-field. 

 
In addition to sending invoices to A/P as usual, please also send copies of all University, Foundation,
and ASI Invoices to Jon Epes jepes@csusm.edu and all CSUSM Corporation Invoices to Janine Prior a
jprior@csusm.edu.  Please include the class code 25601 in the subject line of the email message to
help organize the documentation as it comes in.
 
For Corporation expenses under the Office of Sponsored Projects, please continue to send requests to
your Sponsored Projects Analyst as normal.  They will forward copies to Janine Prior at the
Corporation.
 
Thank you for your continuous understanding as we navigate through this unique situation.
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