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1.0 Submitting Hospitality Expenses During Travel

Processing Steps

Screenshot

e The need for a
hospitality event is
determined, ensure it is
in compliance with

quidelines.

Hospitality Forms and Guidelines

Hospitality Guidelines Hospitality Form
Hospitality Quick Ref Guide Approvers Hospitality Quick Ref Guide Requestors

e Submit a Hospitality
Form

Hospitality Forms and Guidelines

Hospitality Guidelines Hospitality Form
Hospitality Quick Ref Guide Approvers Hospitality Quick Ref Guide Requestors

e Once the Hospitality
Form is approved,
determine the
appropriate method of
reimbursement,
Accounts Payable or
Travel Office.

Will travel

el be included in
be reimbursed

? (mileage, Al

o t
lodging, etc) (& ety
Hospitality :
Event Occured X
Reimbursment

No Travel processed
expenses will g through
be reimbursed Acounts
Payable

Hospitality will

Travel will
process
reimbursment

e Travel Office will only
process hospitality
expenses when they
are associated travel
expenses.

(For example, an
individual attended a
conference and while at
the conference also
took a group of donors
out for dinner.)

If Using:

o AdobeSign: Please
include the approved
Hospitality Form in the
Travel Expense Report.

AdobeSign:

DATE OF LOCATION OF ToLLS
TRAVEL | TME e LODGING LUNCH | DINNER |INCIDENTALS gilgfss: e

MILES | RATE | AMOUNT| COST {8)
0560 | §0.00

0560 | $0.00
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https://www.csusm.edu/fs/ap/hospitality.html
https://adobesigndynamicworkflow.csusm.edu/ap
https://adobesigndynamicworkflow.csusm.edu/ap
https://adobesigndynamicworkflow.csusm.edu/ap
https://adobesigndynamicworkflow.csusm.edu/ap
https://www.csusm.edu/travel/documents/forms/travel_claim.xls

Processing Steps

Screenshot

o Travel Office will only
process hospitality
expenses when they
are associated travel
expenses.

(For example, an
individual attended a
conference and while at
the conference also
took a group of donors
out for dinner.)

e Concur: Please include
the approved Hospitality
Form in the Travel
Expense Report.
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Available Expenses

+

Create New Expense

L

Lunch - Domestic
~ 05. Hospitality
Hospitality

Postage/Freight

~ 06. Office Expenses

~ 07. Communications

Printing/Photocopying/Stationery

Internet/Telephone/Fax

Mobile/Cellular Phone (International Only)

Canee!

Hide Receipt  [£]

~ 09. Other
New Expense
Details Itemizations
O & Attendees (0) @ Allocate
* Required field
Expense Type *
‘ Hospitality v
Transaction Date * City of Purchase
| MmDDYYYY @ v
Payment Type *
| Out of Pocket v
Amount * Currency *
\ US, Dollar v
Comments TofFrom Approvers/Processors

@

Attach Receipt Image
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