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California Automated Travel Expense Reimbursement System

Expense Reimbursement Policies

Expense Reimbursement Policy Settings
Expense reimbursement policies apply to specific expense items. Expense amounts need to be
determined for each policy. Examples and screen prints are provided in this section for each
expense reimbursement policy.

ER Department Policy #1

System Setting: When Commercial Air Fare is selected, CalATERS will prompt
employee to attach travel itinerary to the Transmittal Sheet.

Scenario: An employee submits an expense reimbursement form for $1.00 for
the expense type of Commercial Air Fare.

Exception Notice: Travel itinerary required and must be attached to the Transmittal
Sheet.
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ER Department Policy #2

System Setting: When Conference Fees is selected, CalATERS will prompt employee
to attach conference itinerary to the Transmittal Sheet.

Scenario: An employee submits an expense reimbursement form for $1.00 for
the expense type of Conference Fees.

Exception Notice: Conference itinerary required and must be attached to the Transmittal
Sheet.
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ER Department Policy #3

System Setting: When Training/Tuition is selected, CalATERS will prompt employee to
attach training request form and certificate of completion to the
Transmittal Sheet.

Scenario: An employee submits an expense reimbursement form for $1.00 for
the expense type of Training/Tuition.

Exception Notice: Training request form and certificate of completion required and must
be attached to the Transmittal Sheet.
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ER Department Policy #4

System Setting: When Auto Rental is selected, CalATERS will prompt employee to
attach the rental car agreement to the Transmittal Sheet.

Scenario: An employee submits an expense reimbursement form for $1.00 for
the expense type of Auto Rental.

Exception Notice: Rental car agreement required and must be attached to the Transmittal
Sheet.

1 Sue W Bushnell [Expense Reimbursement Form: Test] = |EI|£|

File Edit “iew Help

© o> & [(E B3

Back  mext Save Motes  Info Frint  Help

1. Genersl ] 2. TripiExpense Categories 3. Expenses ] 4. Completion I
t |
ey}
wen | e |
| | | | | | | | | | I
= I | | | | | 1 | 1 | 1 1T
Review ltems - Exceptions

tem: ER Department Policy #4
Exception: Rental car sgreement reguired and must be attached to the Transmittal Sheet.

Ok I Cancell Policy...l
[ [ [

Totals [ I
Expense:| sto Rental Zl Payment type: | Cash 3
ﬁ Date:| 030303 E Contracted Provider:| Alamao Rent & Car, Inc hl Enter
Amourt; 1.00 Lacation:[LA [ | Delete |
e
Receipt included:l\.fes 3

Modified 09/15/03



putoma,

California Automated Travel Expense Reimbursement System

Expense Reimbursement Policies

ER Department Policy #5

System Setting: When Professional Fees is selected, CalATERS will prompt employee
to attach copy of professional license to the Transmittal Sheet.

Scenario: An employee submits an expense reimbursement form for $1.00 for
the expense type of Professional Fees.

Exception Notice: Copy of professional license required and must be attached to the
Transmittal Sheet.
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ER Department Policy #6.0

System Setting: If expense type is “blank” and the dollar amount exceeds $0.00,
CalATERS will prompt employee to route form to an Additional
Approver.

Scenario: An employee submits an expense reimbursement form for $0.01 for

the expense type of Hotel Bus Fare.

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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ER Department Policy #6.5

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $5.00, CalATERS will prompt employee to route form to an
Additional Approver.

Scenario: An employee submits an expense reimbursement form for $5.00 for
the expense type of Tool Allowance.

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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ER Department Policy #6.10

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $10.00, CalATERS will prompt employee to route form to an
Additional Approver.

Scenario: An employee submits an expense reimbursement form for $10.00 for
the expense type of Uniform Allowance.

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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Expense Reimbursement Policies

ER Department Policy #6.15

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $15.00, CalATERS will prompt employee to route form to an
Additional Approver.

Scenario: An employee submits an expense reimbursement form for $15.00 for
the expense type of Telegraph.

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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Expense Reimbursement Policies

ER Department Policy #6.20

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $20.00, CalATERS will prompt employee to route form to an
Additional Approver.

Scenario: An employee submits an expense reimbursement form for $20.00 for
the expense type of Regional Transit (Subsidy).

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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Expense Reimbursement Policies

ER Department Policy #6.25

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $25.00, CalATERS will prompt employee to route form to an
Additional Approver.

Scenario: An employee submits an expense reimbursement form for $25.00 for
the expense type of Training/Tuition.

Exception Notice: Additional approver required. Use Add Approver to route form to
Additional Approver.
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ER Department Policy #7.0

System Setting: If expense type is “blank” and the dollar amount exceeds $0.00,
CalATERS will prompt employee to attach a receipt (Receipt indicator
is activated on Expense Grid and items requiring receipts are identified
on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $0.01 for
the expense type of Aircraft Rental.

Exception Notice: Receipt included box displays.
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Expense Reimbursement Policies

ER Department Policy #7.5

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $5.00, CalATERS will prompt employee to attach a receipt
(Receipt indicator is activated on Expense Grid and items requiring
receipts are identified on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $5.00 for
the expense type of Long Distance Telephone.

Exception Notice: Receipt included box displays.
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Expense Reimbursement Policies

ER Department Policy #7.10

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $10.00, CalATERS will prompt employee to attach a receipt
(Receipt indicator is activated on Expense Grid and items requiring
receipts are identified on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $10.00 for
the expense type of Parking, Auto.

Exception Notice: Receipt included box displays.
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ER Department Policy #7.15

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $15.00, CalATERS will prompt employee to attach a receipt
(Receipt indicator is activated on Expense Grid and items requiring
receipts are identified on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $15.00 for
the expense type of Physical Examination Fees.

Exception Notice: Receipt included box displays.
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ER Department Policy #7.20

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $20.00, CalATERS will prompt employee to attach a receipt
(Receipt indicator is activated on Expense Grid and items requiring
receipts are identified on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $20.00 for
the expense type of Overtime Meals.

Exception Notice: Receipt included box displays.
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ER Department Policy #7.25

System Setting: If expense type is “blank” and the dollar amount is equal to or greater
than $25.00, CalATERS will prompt employee to attach a receipt
(Receipt indicator is activated on Expense Grid and items requiring
receipts are identified on the Transmittal Document).

Scenario: An employee submits an expense reimbursement form for $25.00 for
the expense type of Business Expense - Other.

Exception Notice: Receipt included box displays.
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