	
	
		

	Preparer Responsibilities Checklist

	





In General 
	☐	Ensure expenses requested are ordinary, reasonable, not extravagant, necessary, and supported by a business purpose or justification, as appropriate


[bookmark: _GoBack]Travel Authorization
	☐	Obtain Approval via Travel Authorization Form

	☐	Confirm signatures for fiscal authority 

	☐	Confirm VP/Provost signature if amount exceeds $500 

	☐	Confirm OSP signatures when using 85 projects (Corp funds)

	☐	Confirm President’s signature for International Travel 

	☐	 Pre- Approval is required for the below expenses

	☐	 Lodging rate above $275 (excluding taxes)

	☐	Supervised group trip expenses

	☐	Exceptions to the CSU Travel Policy 

	☐	 If applicable provide valid Defensive Driving certificate 

	☐	 Student travel 

	☐	Confirm code of conduct 

	☐	Confirm release of Liability 

	☐	 ProCard should be used for all registration

	☐	 Domestic Advance ( 90% for Meals, Shuttle or Taxi, Miscellaneous)


Travel Claim 
	☐	Confirm dates with authorized travel dates

	☐	Confirm no travel to banned states using state funds or state sponsored projects

	☐	Confirm signatures for fiscal authority 

	☐	Confirm OSP signatures when using 85 projects (Corp funds)

	☐	Personal Car

	☐	Mileage rates for current year 

	☐	Defensive Driving Certificate is valid  

	☐	Mileage calculated from correct location (work or home) 

	☐	Meals (actual expenses)

	☐	No alcohol 

	☐	Meals were not provided at conference

	☐	Only expensed meal for traveler 

	☐	Dates matched approved travel time  

	☐	Do not exceed $55 daily maximum 

	☐	Air Travel 

	☐	Coach or Economy equivalent 

	☐	Itemized receipt with proof of payment (last four of card or zero balance)

	☐	No personal upgrades (preferred seat, early bird check in, travel insurance, etc.)

	☐	Dates matched approved travel time  

	☐	Vouchers were not used as payment 

	☐	No additional traveler payments

	☐	Lodging  

	☐	Does not exceed $275 per night, before taxes and fees 

	☐	 Lodging exception if exceeds $275 before taxes

	☐	 Dates matched approved travel time (no personal days reimbursed)

	☐	Itemized receipt with proof of payment (last four of card or zero balance)

	☐	No non-reimbursable items included 

	☐	Rental Cars

	☐	Most cost-effective option 

	☐	Enterprise unless unavailable 

	☐	Economy or Intermediate class

	☐	Dates matched approved travel time  

	☐	No non-reimbursable items (insurance, upgraded classes, fuel)

	☐	Defensive driving certificate 

	☐	Itemized receipt with proof of payment (last four of card or zero balance)

	☐	Transportation (Shuttle, Uber, Lyft, Etc.) 

	☐	Most cost-effective option 

	☐	Itemized receipt with proof of payment (last four of card or zero balance)

	☐	No chauffeured style transportation (Limo, Uber Black, etc.)

	☐	Dates matched approved travel time  

	☐	Conference Agenda

	☐	Confirm dates 

	☐	Confirm meals were not included 

	☐	Receipts Required for all expenses $75 or more

	☐	Incidental Expenses (actuals up to $7 per day)


Duplicate claims
	☐	Confirm this claim has not been previously submitted 
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