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|. BUDGET

A. Source of Funds

The University System Gfeorgia (USG) operates through a Fund Accounting approach. This means that
our funds are not just in one lump sum, but insteae flands are categorized depending on the source of
funds. Below are the different sources of funds within the USG:

10000¢ State Appropriation
10500¢ Tuition

10600¢ Other General Funds
12210¢ Housing

12220¢ Food Services

12230¢ Stores & Shops

12240¢ Health Services

12250¢ Parking & Transportation
12270¢ Other Auxiliary Enterprises
12280¢ Athletics

13000¢ Student Activities

14000¢ Departmental Sales & Services
15000¢ Indirect Cost Recoveries
16000¢ Technology Fees

20000¢ Sponsored Operations
50000¢ Capital Outlay

B. Expenditure Budgets

All departments on campus that have an expenditure budget will have the following chart string
breakdown: FUND; DEPT ID; PROGRAM; CLASS. There is a listing of all departmental accounts and
associated charttengs at the following linkhttp://www.clayton.edu/budget/accounts You need to be

sure that you include the correct chart string associated with your department for any documents that you
send to he Budget & Finance division for processing e.g. check request, purchase order, expense reports.

The budgets for expenditures are broken down into 2 separate categories: Appropriation and
hNBFYATFGA2Yy ® ¢KS RSLINIYSyiQa 2SNttt o0dzR3ISG FI
different categories within the Appropriation level:

50000¢ Personal Services

60000¢ Travel

70000¢ Operating Supplies & Expenses
80000¢ Equipment

The only category that has funds budgeted at the Organization level is Personal Services. Below are the
Organization categories for Personal Services:
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511000¢ Regilar Faculty

512000¢ PartTime Faculty

513000¢ Summer Faculty

521000¢ Professional & Administrative
522000¢ Staff

523000¢ Graduate Assistants

524000¢ StudentAssistants

525000¢ Casual Labor

551000¢ FICA/FICA Medicare Benefits
5520 ¢ Retirement

553000¢ Group Insurance

There are a couple of different reports in PeopleSoft that allows you to monitor your expenditure budgets:
Budget &tus and Budget Progress Report. The instructions and screenshots that show how to run these
reports are located on the Budget Office websitetdtp://www.clayton.edu/budget/budgetmanagers

These reports are tools that can be used to help you maintain your departmental expenditure budget at
any time during the fiscal year.

C. Quarterly Expenditure Budget Review

All Budget Managers are required to regularly review their budgets and submit a Quarterly Expenditure
Budget Review to the Budget Office. The best way to accomplish this review is to run a Budget Progress
Report for your department.There are 3 differetwversions of this reportl encourage you to run the Full
DetailActuals version to review each expense that has posted against your departivenwill see a

journal line for each expense in the categories of Travel; OS&E; and Equiphsdat. as yor Personal
Services expenses, it will only show a total for each pay period as a journdhlioreler to find out the
employees that make up that total, you will need to run the query that is titled Payroll/GL Interface Query.
You can find the instrdions and screenshots for running this query at the following link:
http://www.clayton.edu/budget/budgetmanagers You definitely will want to run this query to make sure

all the employees are elnged correctly to your departmentf you have any questions regarding the
accuracy of the expenses, please contact Nicole Haidsl€harris@clayton.edu

The Budget Managers will need to submit a Q@erdy Expenditure Budget Certification after reviewing

your reports. This certification letter will be sent by the Budget Office to each Budget Manager. You will
receive a separate letter for each department for which you are responsible. This ktifies that you

have reviewed your reports and also allows you to note any exceptions that you believe were incorrectly
posted to your departmental budget during the period. Below is an example of this certification letter.
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Quarterly Expenditures Budget Certification

TO:
FROM: Scott McElroy, Director of Budgets
DATE: February 6, 2020

SUBJECT: Budget Certification Period: 10/1/1312/31/13
Department:

Please run your quarterly Budget Progress Report that provides details of the expenses incurred by your department
during the time period. Please review the expensescfuracy, sign, and return the certification statement after you
have approved the expenditures.

CERTIFICATION STATEMENT:

| certify that | have reviewed all expenses charged to my departmental budgéR@ir4, Quarter2; and that all

charges are appropriate and consistent with Clayton State University spending policies as dictated by the Board of
Regents and/or State guidelines. | further certify that there are no transactions represented on the report that should be
exduded other than those exceptions noted below.

| am noting the following exceptions:

Budget Manager Date
Please sign and return this lettetand a copy of your repat to:

Nicole Harris

Accountant Il, Office of Budget and Finance

Woodlands Hall, Ste. 130

Keepa copy of this letter and a@tached reports for your records.

DUE BY:

CC: Corlis Cummings, VP Business & Operations
???, VP

7| Page



"OACAO - AT ACAO6O (ATl A

In addition to thequarterly certification that will be required for each department, the Budget Office will
also notify any Budget Managers during the year if you are approaching your budgetary limit. You will
receive the following letter if this situation occurs:

Expenditures Budget Balance Warning

TO:
FROM: Scott McElroy, Director of Budgets
DATE: February 6, 2020

SUBJECT: Approaching Departmental Budget

During my monthly review of departmental expenditure remaining balances, | noticed that your department was
approaching the expenditure budget. This letter servedifisation that the Budget Office has informed you of the
situation. You will need to rectify the situation by submitting a budget amendment or by curtailing your spending if
you are approaching the limit. If you are submitting a budget amendment, Iptesig® to plan for the remainder of

the fiscal year.

| need you to sign and date below certifying that you have been notified by the Budget Office of the budget situation.

Budget Manager Date

Please sign and return this letter to:

Nicole Harris

Accountant II, Office of Budget and Finance
Woodlands Hall, Ste. 130

CC: Corlis Cummings, VP Business & Operations
???, VP

D. Revenue Budgets

If your department generates revenue, you can find the correct chart string associated with that revenue
account at the following linkattp://www.clayton.edu/budget/accounts The departmental budgethat

are directly related to revenue are established at the beginning of the year based on an estimate of how
much we anticipate collecting. These estimates are provided to the Budget Office either by the fee
manager or in the case of some fees such@gse fees and application fees these are provided by the
Provost Office. The original budget is created using these estimates. The Budget Office performs a
revenue analysis on a quarterly basis to determine if any of these revenue accounts have dxbeede
estimate. The Budget Office will contact those departments and let them know that a budget
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amendment will occur to reflect the new budget. However if at any time during the fiscal year you notice
that your revenue collected has exceeded the msiie, you can contact the Budget Office. The Budget
Office will then amend the budget to reflect the actual amount of revenue collected.

Departments that have budgets directly related to revenue must operate differently than the other
departments that ae allocated a certain amount from the University. These revenue related departments

can only spend up to the amount that you collect. Even if the budget amount indicates that you still have
Fdzy Ra NBYIFAYAYy3 Ay &2dzNJ I OQacdofieitine furdislro cOvenitQiéi dza S G K

There are currently some limitations on how to manage fee budgets in PeopleSoft. You have to run 2
separate reports (Revenue Summary Report and Budget Progress Report) that can be found at the
following link:http://www.clayton.edu/budget/budgetmanagers Once you have run these reports, you
would compare the revenue from the Revenue Summary Report versus the expenditures from the Budget
Progress Report. his analysis would then give you the funds that you have remaining in your account to
expend.

The BOR realized the limitations of some of the reports in PeopleSoft, so they have provided the USG
institutions with the iStrategy tool. iStrategy is a mgament tool that draws all the data directly from

the PeopleSoft database, but it allows you to present the information in a different format than the
reports in PeopleSoft. The Budget Office has created a report in iStrategy that will allow the feeeraanag
to view revenue versus expenditures on the same report. You can find this report at the following link:
http://www.clayton.edu/budget/istrategy

E. Quarterly Revenue Budget Review

All Budget Managers that have revenue associated with their department are required to submit a
Quarterly Revenue Budget Review to the Budget Office. You will need to submit the Revenue Summary
Report for the revenue account associated with your departmérhis report only shows the summary of
revenue collected during the quarter. If you want to see the details of journal entries that make up the
total, you would need to run a Ledger History Report which can be found at the following link:
http://www.clayton.edu/budget/budgetmanagers

F. Budget Amendments

There are times during the fiscal year when budgets must be amended for one reason or another. Budget
amendments can be initiated eign by the department itself or by the Budget Office. In order to initiate a
budget adjustment the department must complete a Budget Amendment Request including all vital
information. This form along with instructions, tips, and examples can be fouriesfiollowing link:
http://www.clayton.edu/budget/budgetamendments All budget amendments initiated by the

department will need to be signed by all management levels responsible for the mudgahged by the
amendment to ensure that all impacted parties are aware of the chanleaddition to the Dept. Head

all amendments initiated within the Academic Affairs division must also be approved by the Prokest.

form is submitted to the budgedepartment and entered into PeopleSoft.

9| Page


http://www.clayton.edu/budget/budgetmanagers
http://www.clayton.edu/budget/istrategy
http://www.clayton.edu/budget/budgetmanagers
http://www.clayton.edu/budget/budgetamendments

"OACAO - AT ACAO6O (ATl A

Amendments initiated by the Budget Office are for budget reductions enacted by the Biddedjents,
the President, or Chief Business Officer or for maintenance to the acc&xaimples of Budget
maintenance inalde (but are not limited to):

Quarterly Salary Savings

Adjustment of miscellaneous revenue
Adjust Tuition Revenue

Student assistant funding

=A =4 =4 =

The Budget Office will notify the impacted Budget Manager via email if any of the above amendments
affect theirdepartmental budget.

G. Budget Overrides

Sometimes when financial transactions are being processed in the Business Office there are budget errors
that are produced. The budget errors slow down the processing of those financial transactions by the
Busiress Office. Generally this situation arises when a department has funds available in another area
within the department to cover the associated expenditure. If this is the case, the Budget Offendill

the Dept. Headhe letter below notifying them bthe situation and actions needed to rectify it
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Expenditures Budget Override

TO:
FROM: Scott McElroy, Director of Budgets
DATE: February 6, 2020

SUBJECT: Exceeded Departmental Budget

Accounting Services was trying to post a transaction involving your department, but the transaction failed budget
check due to insufficient funds. We will need to pesca budget override in order not to hold up the processing of
the rest of the transaction. You will need to send an emaittdeharris@clayton.edacknowledging that the budget
override was processed aigentifying the source of additional funds to cover the transaction. You will then need to
submit a budget amendment witfirbusiness dayshat covers the transaction in question as well as preparing for the
remainder of the fiscal year.

I need you tesign and date below certifying that you have been notified by the Budget Office of the budget situation.

Budget Manager Date

Please sign and return this letter to:

Nicole Harris

Accountant Il, Office of Budget and Finance
Woodlands Hall, Ste. 130

CC: Corlis Cummings, VP Business & Operations

??7?, Assistant VP/Controller
???, VP
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Il. TRAVEL AND EXPENSES

A. Background

The Travel and Expense group serves as a part of the Budget & Finance Department at Clayton State
University. The group processes requests for payment and cash advances associated with University

related travel and oubf-pocket expenditures. The UBWAR A 18 Q& L2t AOASA YR LINEROC
are located ahttp://www.clayton.edu/accountingservices/expenses/travelThese reimbursements may

include expenses related tecruiting and noremployee travel costs.

Travel and Expense (EXPENIBE3not handle:

1 Pretravel check requests for lodging or conference registration fees (handled by Accounts
Payable)
1 Conference registration fees charged to-€&d (handled by Procuramt)

B. Understanding Travel Authorizations
Travel Authorization Form http://www.clayton.edu/ accountingservices/expenses/travel/forms

G¢ dzi Kaé | NB NBlGydererpBnRiturgsxiNirgédttofthe ®I6wing GL accounts, even if the
' YADGSNBRAGE gAff y2G NBAYOodzZNES lye 2F (GKS SyLX2eSS

640110 Travel Of Emyraailty /Student 641260 Intl TravelEmpRental Car
Competition

641110 TravelEmptGroundTransportatbn 641270 Intl TravelEmpParking

641120 TravelEmployeegAir Travel 641290 Intl TravelEmpVISAPAS

641130 TravelEmployeesMeals 641310 TrvkEmMp RecruitGround

Trangortation

641140 TravelEmployeed odging 641320 TrvkEmMp Recruitinghir Travel

641150 TravelEmployeeMiscellaneous 641330 TravelEmp Recruitingleals

641160 TravelEmployeesRental Car 641340 TrvkFEmMp Recruiting.odging

641170 TravelEmployeeParking 641350 TrvkEmp RecruitingMliscellaneous

641210 Intl TravelEmpGround 641360 TrvkEmp RecruitingRental Car
Transpatation

641220 Intl TravelEmpAIr Travel 641370 TrvkEmp RecruitingParking

641230 Intl TravelEmpMeals 641510 Travel- Employee Mileage

641240 Intl TravelEmpLodging 641520 TravelEmp Recruiting Mileage

641250 Intl TravelEmpMiscellaneous

The amounts entered on the travel authorizations do not directly/immediately impact the department
budget; funds are not encumbered, earmarked or set aside for travel authorizations and must be manually
deducted from available funds in the departmenaidget for management and planning purposes.
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No-Cost Travel Authorizations

¢2 RSaA3Iyras | SHONG
Authorization Form.

0 NI -eb&t £ diidiiizké2 NS 1 SIQhG2 Vi K8 GK SaON20 2 E Ay

30 Mode of Transportation [DOAS Car Rental Cost Comparison Form Must be Attached)
3; State Contract Airline Mon-Cantract Aidine Farzonal Automobile Rental % hicle

13 Cther :

24 5 i ok |

2;( ¥ Mo Expenses to Oceur (Zera l:l:-sti >

av

Enter zeros in all cost fields:

21 Estimated Cost of Travel:

2o Fegistration - [Uze k3
<4 P-zard if pozsible]

24 Hatel

26 Meals

2B Transportation

27 Other [Explain)

R L L

28 |_Total

Standing Travel Authorizations

5SLI NI YSyida YI & driakaadeS Fo2aNd I NERONMZE GiA y 3
regular basis throughout the fiscal year.

FYR 20KSNJ el

To designate a travel authorization as a standiagth, select the checkbdr cell A34 of the Travel

Authorization Form.

30 Mode of Transportation [DOAS Car Rental Cost Comparison Form Must be Attached)

3; State Contract Airline Man-Contract Aidine Rental Wwzhicle

23 f .
34 Standing Authorization t@

35
a5 Mo Experses to Occur (Zero Cost)

a7

Personal Automobile

9YGiSNI GKS SYLi 288504
category.

G2art Sad

2F GNI @
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21 Estimated Cost of Travel:

ap | Fegistration - [Use

<4 P-zard if pozsible]

24 | Hotel ¥ 2.670.00
25 | Meals $ 1,080.00
2B Transportation i 1.380.00
27 Other [Explain] i

2% _Total $ 5,130.00
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SAMPLE TRAVEL AUTHORIZATION

CLAYTON STATE
< VINIVERSTT'Y Travel Authorization

Department Program Project

5510100 16200

Name Jane Smith
Jhle

Director

Accounting Services
02451

676-466-4187
December 12-M, 201X
Savannsh GA

Purpose of Trip [including an explanation of why this request i

Attend Georgia Summit Conference

Estimated Cost of Travel:
Registration - (Use | §
P-card if possible)
Hotel

Meals

Other (Explain)
Total

Mode of Transpc ic DOAS Car Rental Cost Cc ison Form Must be

State Contract Airline Non-Contract Ailine ¥ Personal Automobile Rental \Vehicle
Other

Standing Authorzation to Trawel
™ No Experses to Occur (Zero Cost)

s"""l Jans Smith November 14, 201X
Emplogee Requesting Travel

snmdl U R Supsrvisor November 14, 201X

Approved Travel Authorization

—Signed] [ Oate]

Approval to expense to another cost center

AQ
4 4 » M Sheet4 Sheetl Sheet2 Sheet3 ¥J
Ready
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B C D

@l\l\f'\(l)\\ils({l\ll\l Travel Authorization

Account Fund Department Program

Project

12280 7021000 28100

John Martin

Assistant Coach

Athletics

678-466-4187

July 1, 201X to June 30, 201X

Vanous

Name

Title

Department

Emplogee 1D 02451
T

Travel Dates
_Destination

e of T ] an 0 is considered essential travel
Perform recruiting duties during FY 201X

2,670.00

1,080.00

1,380.00

Other (Explain)

Total

5,130.00

Mode of Transportation (DOAS Car Rental Cost Co son Form Must be Attached

State Contract Airline Non-Contract Aidine [ Personal Automobile | Rental \ehicle
[ Other

¥ Standing Authorzation to Trawel
No Experses to Occwr (Zero Cost)

Sigl'd' /0"7” Martin November 14, 201X

Emplogee Requesting Travel

41
42 Sig'lodl Atnletic D[rfctarg November 14, 201%
43 Approved Travel Authorization

44

45 __ Signed| [ Dat]

46 Approval to expense to another cost center
47

F -
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C. Authoriz ed Travel

All cash advances and reimbursement requests must be authorized prior to payment. For purposes of
GKA&d R20dzYSy Gz al dzikK2NAT SR GNI @Sté¢ YSIyay

1 Supported by a hardopy, approved travel authorization, fully executed prior to travel (see
sampleform at page 12)Http://www.clayton.edu/accountingservices/expenses/travel/forns
1 Approved in PeopleSoft by the departmental budget manager
f Approved in PeopleSoftbythe @S OG  YI y I 3SNJ 6F2NJ SELISyasSa aOKIE N
1 Approved in PeopleSoft by an authorized member of the Travel and Expense group

D. Travelers

The Travel and Expense group handles cash advances and expense reimbursements for University
personnel who hae an employee id (EMPLID) and are paid through ADP (not Accounts Payable).

9YLX 28S5Sa NBOSAQPGAYI NBAYOdZNESYSYyd GKNRdIzZZK GKS ¢ NI
Employee Self Service portal for online entry of cash advance requests, expengs agploprofile

maintenance. Instructions for these tasks are stored on the Clayton State website at:
http://www.clayton.edu/accountingservices/expenses/travel/fags

E. Approv ers

The Security Administrator for Clayton State establishes and maintains approver profiles for each approval
level, using the following hierarchy:
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Payment Authorized in
Department Budget

Payment Authorized in
Project Budget

Documents Complete
and Accurate;
Reimbursement
Authorized in State
Travel Regulations

Transactions Not
Routed to an Approver
and/or Not Approved in
a Timely Manner

A

Department
Manager

A

Project
Manager(s)

A

Expense
Reviewer(s)

A

Expense
Administrator

o

Approval authorizations are documented using the Expense Approver form, available upon ré&gquest,
the Security Administratorcélestewade @clayton.edwr the Expense Administrator
(micahgrant@clayton.edu

F. Chart Field Coding

By default, employee expses are charged to the department, fund, program, class or project specified in
his/her Expense User Profile. These values may be updated by the user at the time of data entry, the
expense approver at the time of review or the EXPENSE reviewer at theftiinal payment staging.

(Chart field coding errors discovered after final payment staging must be corrected via journal entry in the

GL.)

Users selecting the neemployee expense types must use extra caution when entering amounts for
reimbursement. fithe nonemployee (who is also not a student) paid to participate in a program or event,
and travetrelated costs are to be paid or offset from these amounts received from theengployee, an
Agency department id must be used in the reimbursement cheld Btring. For additional information or
assistance in handling such transactions, please contact the Budget Director or Director of Accounting

Services.
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G. Understanding Cash Advances

The State of GA has changed the policies regarding cash advéfiective 7/1/13. Cash advances are

now only available to employees whose current annual salary is $50,000 or less. The only exception to
this policy is when a faculty or staff employee is participating in student programs and/or athletic events.
Due tothis change, the Accounting Services has changed their processes and procedures in how cash
advances will be handled. The DireatdrAccounting Servicasill maintain a database that lists all faculty
and staff current annual salary data. The stepaihet] in the new process are listed below.

1) Employee processes cash advance request using T & E module in Peoplesoft.

2) Manager approves cash advance and sends paper approval to Accounting Services.

3) Directorof Accounting Servicasviews request and verifigs K I & G KS NXBIj dzSa G 2 N.
does not exceed the threshold.

4) Once theDirector of Accounting Servicapproves, the cash advance is processed and
payment is issued.

Travelers may request cash advances for travel, as an alternative to funding officiafrvavekersonal
funds and seeking reimbursement. At the time of expense reimbursement, travelers enter the cash
advance information and the system calculates the over or underpayment amount.

Expense reports must be filed within 10 days of return frometaif cash advances are involved. Excess
funds related to the cash advance should be returned with the printed, signed expense report, if at all
possible. (State regulations require the excess funds to be returned within 45 calendar days of return from
travel. (See, BPM > Travel > 4.3.1 General Provjsiong.usg.edu/business _procedures_manite

more details).

Travelers are encouraged to use cash advances to cover the cost of airfate pigkshased on personal

credit cards, per diems and similar travelated costs. Travelers are also encouraged to use checks

issued by Accounts Payable, instead of cash advances, to cover hotel and lodging costs. Travelers may
receive and apply multlp cash advances to a single travel event.

Because cash advances are coded to a balance sheet account in the GL, cash advances have no budget
impact and do not encumber available funds.

H. Required Documentation 8 Cash Advances

Cash Advance requests must be accompanied by an approved travel authorization.
http://www.clayton.edu/accountingservices/expenses/travel/forms

I. Understanding Expense Rep orts

Travelers enter expense reports in PeopleSoft, using the Employe8edeite portal:https://dfs-
fineapps.gafirst.usg.edu/psp/F89PRD/?cmd=logingleageCd=ENG
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To set up a new employee account in PeopleSoft, consult the Accounting Services > Expense website:
http://www.clayton.edu/accountingservices/expenss/travel/howdoi/peoplesoft

Travelers must file an expense report when they return from official travel if:

1 Travelrelated expenses were incurred, even if the amounts were paid by another member of the
travel entourage. (Each employee must report his/oem expenses and receive his/her own
expense reimbursement. In situations where one employee paid expenses on behalf of another
SYL) 28SSs (GKS (¢2 SYLX28SSa akKzdzZ R aaSaidatsS dzLik
f TravelNBf I 1 SR SELIGYaASEE 0BNE @@EacHBs tiaiel or registration fees)
1 A cash advance was issued to the traveler

J. Donot Wai t !

State guidelines require an employee to file for reimbursement within 45 days of returning from travel,
expenses become nemeimbursable, if submitted aftethe 45day deadline. (See, BPM > Travel > 4.3.1
General Provisiongvww.usg.edu/business _procedures _mant@ more details).
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K. Required Documentation 0 Expense Reports

Reimbursement requés must be accompanied by the following documents, where applicable:

Please submit ... EE Non-EE MISC
TRAVEL TRAVEL EXP

Printed Copy of PeopleSoft Expense Report

Attachments

Travel Authorization

Receipts for
Airfare
Baggage Charges

Conference Registration
Hotel
Membership Dues

W NV E WN -

Miscellaneous Reimbursable Expenditures

Parking

Rental Car

Rental Car Gas

Supplies
Taxi/Shuttle/Limo/Subway
Other Travel-Related Charges (Describe):

—_
—
-~
[
—_
—
™~
-
—
[
—_
™~
—
~
[55)
~
-
~
o

Van Availability Verification Form

DOAA Rental Car Cost Comparison

Conference Agenda

HKPXX X X X X X | X X |X |X |X |X |X |X|XxX
XX |IX X | X X |X|X|X|X|X|X|X|X|X|Xx

o e e Y |

Hotel Occupancy Tax Exemption Form
Make sure ...
Prepaids on the expense report use the Prepaid Payment Type

Cash advances are properly accounted for

Expense report and prepaid voucher use the same chartfields

Sales tax is removed from expense report amounts

Pcard charges are excluded from the expense report

o [ e |

Printed expense report is signed by the traveler
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L. Receipts
Clayton State requires receipts for the following expenses, even if the cost is under $25:

Airfare

Baggage Charges

Conference Registration

Hotel (expense report mustemize each type of charge)
Membership Dues (must be in the name or and/or for the benefit of the University, not the
traveler; or, must be a requirement for attending the conference)
Parking

Rental Cars

Rental Car Gas (must be reimbursed to the persoa wemted the car)
Supplies

Taxis, Shuttles, Limo Service/Subway , Metro and Rail Passes
Other TraveRelated Charges

Please glue or tape small original receipts to a sheet of léttar] SR & O2 LA SNJ LI LISNE 6KS
for reimbursement.

M. Mileage Reimbursement Documentation
All employee expense reports requesting mileage reimbursement must include the following attachments.

1 Vehicle Availability Verification Printout, Denying Request
1 DOAS Rental Car Cost Comparison
1 MapQuest online mileage calcuiai
o from CSU to travel destination and from travel destination to CSU
o TNRY K2YS (2 /{! 6a02YYdziSNJ YAf Saév

These attachments are used to validate the traveler selected the appropriate reimbursement rate (Tier 1

or Tier 2) on the expense report. The Tiegeimbursement rate applies to all net travel (total miles less
GO02YYdzi SNJ YAT Sa¢0 2F mnn YAESa 2N fSaa LISNI GNR LI
unless:

1 A university vehiclavas notavailable for use by the traveler
1 Thecost d a rental camwas greatethan the cost of mileage reimbursement at the Tier 1 rate
9 Or, if approved in writing by the President or his/her designee, under limited circumstances

For more information about commute mileage calculations or current effecéirabsursement rates, to
go: http://www.clayton.edu/accountingservices/expenses/travel/fags#22

Vehicle AvailabilityVerification Form- http://apps.clayton.edu/vehicle _request
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Request Input Screen

University Van Reservation

Seven Passenger Van
Required 100 Miles Minimum Trip

March 2013 [}

January 2013 February 20

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

e 5 EE EE
I EE B o :

ERDEERGEE ;| © EOROREEE g

2 G I 2 > B K RDEE B

EE = =] 2

Today

color codes:  Today EIEHELE Unavailable
Select return date from the available dates above or
click in field to enter directly.
Departure Date Departure Time Return Date Return Time
01118/2013 | 800AM | (011872013 | 400 PM |
| Return after hours call 678-466-4240 for instructions |

First Name Last Name
|Sh\rley ‘ |Cri5ci\|\s |
Contact’s Phone Contact's Email
|878) 4664255 | [shirieyCriscilis@mail clayton edu |
Deparment Department Account No.
|Budget and Finance ‘ |551UWUU\ |
Drivers Number of Persons

|Sh\rley Criscillis ‘ I;I

IF A REQUESTOR IS NOT THE DRIVER OF THE SHUTTLE VAN, IT IS THE REQUESTOR'S
RESPONSIBILITY TO MAKE SURE THE DRIVER ACKNOWLEDGES THE POLICY, DRIVER
SAFETY TIPS AND AUTO LIABILITY VIDEO.

Requestor acknowledges the trip is at least 100 miles.

Requester acknowledges and agrees with the University Vehicle Use Policy and Driver Tips.
Requestor acknowledges and agrees with required Auto Liability Coverage Video (required annually)
Requestor acknowledges the driver(s) having a valid Georgia Driver's License.

Requestor acknowledges van request has been approved by Administrative Office/Department Head.

& Internet

- Boow -
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Request Denial

SWAN Portal Login Directory ContactUs Offices & Departments  Calendars

Future Students Current Students Academic Programs  Alumni/Community  QUICK LINKS

We are sorry but the van is unavailable for one or more days that you
requested. Therefore, your request is denied.

Back to List

© 2012 Clayton State University LOCATIONS FOLLOW US
ty System of Georgia Main Campi on State d 78) 466-4000 30

Ac ? Clayton State East ammell Road, Morroj
Equal Opportunity Faye! Suite 100, Peachtree Ci
Ethics & Integrity Henry, 401 Tomiin

Done & Internet

ar mioow -
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DOAS Rental Car Cost Comparisbitp://ssl.doas.state.ga.us/vehcostcomp/

Request InpuScreen

tal Cost Comparison,

e & state.ga.us =

] (&[4[ x| 4 2]

Ele Edt Wew Favorites Tooks  Help
x \,l v‘Sear:h V‘BGD -4 f

o Favorites | o3 @) eBay @ Customizeliks  Arctic International Portal  Glacier Lagin [

- Ui Crystal Reports (] FB9PRD & FE9PLAY | FEOUAT | SCITEST M BPM 2| FDM &% Seff Service Portal

(€ DOAS Flest Support Services Yehicle Rental Cost Cam... %3 - B = mh - Page~ Safety~ Tools - @ [

-
.
Car Rental Cost Comparison o
Customer Focused, Performance diiven Georgia
Department of
Administrative Services
1. Select pick up location for cost comparison purposes:
> capitol Hill Motor Pool *#** & Other Enterprise Locations O Compare both locations
2. Enter the number of miles:
Business miles you plan to drive: Miles you commute daily (round trip):
3. Enter the number of days (24 hour period) for which you plan to rent the vehicle:
4. Do you have access to a vehicle provided by your organization?** *
O ves @ No
5. Select up to two types of vehicles for comparison by clicking on the pictures below:
.,
(o) o o
Compact Full Size Mini-Van
e
[ Perform Calculations | [ RESET
Capitol Hill Fuel Calculati
* Capitol Hill mileage rates with Enterprise Fuel Card (Place cursor over the words "Capitol Hill" printed in blue)
=%  These calculations are for planning purposes only and may not represent actual costs. Calcul. include antici d fuel
cost, vehicle type at the time of rental and mileage.
*** 15 Day Rental at the Capitol Hill location is at a reduced rate. All other locations 142 Day Rental is at the standard one day rate.
%% The standard mileage reimbursement rate is $0.555 per mile. If you have access to a vehicle provided by your crganization
but do not use it, the reimbursement rate is $0.23 per mile.

Done & Internet Gy v HI00% <
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Comparison Results

26| Page



