The California State University

Pl Y @ 9 £ i)
x}?? R LR TR CHA ;\i,.z‘_i.i.,ijg

Fingneial Services

401 Golden Shore 57 Floor
Long Beach, CA 80802-4210

www.calstate.edu

Date; January 20, 2009 Code:  FS 2009-01
To: CSU Presidents Supersedes:  HR 2008-10
From: Colleen Nickies W W

Assistant Vice Chanc

Financial Services

Subject:  CSU Policy and Procedures Governing Travel and Relocation Expense Reimbursement
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'7 Audience: Human Rescurces Diraciors, Accounting Officers andfor campus designees
g responsible for administering CSU policy and procedures governing business
trave! reimbursement.

Action ltem: Imptement and communicate New Mileage Rates for business travel and moving
expenses retroactive to January 1, 2069,
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Affected Employee All CSU employees authorized to travel on cofficial University business.
Groups/Units:
Summary

The Federal standard mileage rate for business travel has decreased from 58.5 cents per mile to 55.0 cents
per mile, effective January 1, 2009, The IRS has made this adjustment in recognition of the recent decline in
gasoiine prices and the CSU has elected fo adopt .

The Federal standard mileage rate for moving expenses decreased from $.27 per mile in 2008 to $.24 per
mile, effective January 1, 2009,

Campus designees responsible for administering the CSU travel policy should read the rest of this Financial
Services coded memcrandum located at hitp/www.calstate edu/sfo/CodedMemos/coded shiml
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The Internal Procedures Governing Reimbursement for Trave! Expenses and Allowances; Rates for Housing and
Lodging (Attachment A} have been revised and are effeciive January 1, 2009, The revision is summarized beiow:

Travel Procedures (Attachment A)

Standard business mileage reimbursement rate has decreased from 58.5 cents per mile to 55.0 cents per mile,
effective January 1, 2009, In recognition of the recent decline in gasoline prices, the RS has made this
adjustment and the CSU has elected to adopt i.

Distribution:

Chancellor Vice Presidents, Administration Human Resources Directors
Executive Vice Chancallor and CAQ Vice Presidents, Student Affairs Payroll Managers

Executive Vice Chancelior and CFO Vice Presidents, University Advancement Accounting Officers

Vice Presidents, Academic Affairs Assotiate Vice Presidenis/Deans of Faculty
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Internal Procedures Governing Reimbursement for Moving and Relocation Expenses (Attachment B)

Standard mileage rate for moving and relocation expenses has decreased from 27.0 cents per mile to 24.0 cents
per mile, effective January 1, 2009. In recognition of the recent decline in gasoline prices, the IRS has made this
adjustment and the CSU has elected to adopt it.

This policy does not address specific issues related to taxability of reimbursed expenses. Please refer to the SCO
Payroll Procedures Manual (PPM) for guidance, and tax reporting instructions, as appropriate.

Questions regarding travel and relocation procedures may be directed to Accounts Payable at (562) 951-4690.
This Financial Services memorandum is also available at http://www.calstate.edu/FinancialServices/codedmemos/
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