




30) Signature/Approval sections:  Claimant section is completed by the traveler. Claim must be approved by 
the traveler’s manager or manager authorizing the travel. If the manager does not have fiscal authority 
over the funding source(s), the person(s) with fiscal authority must also sign. 
 

31) After your travel expense claim is completed, you will then sign your claim and hit submit and it will be 
routed for approvals and sent to AP for processing 

 
32) Detailed receipts showing method of payment are required for all expenses paid directly by the 

University, all expenses listed as “Other Business Expenses,” and all expenses $75.00 and up. Small 
receipts may be attached to an 8.5” x 11” piece of paper and scanned as one document. 
 

33) Please direct any questions to the Accounts Payable Department by emailing 
accounts.payable@csueastbay.edu or contact any one of our AP Technicians for further assistance. 
 
 


