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California State University, Monterey Bay

REGISTRATION PAYMENT REQUEST

THIS FORM MAY NOT BE USED FOR PERSONAL REIMBURSEMENT.  THE ORIGINAL, TWO COPIES OF AN INVOICE/REGISTRATION FORM MUST BE ATTACHED. IF REIMBURSABLE TRAVEL EXPENSES OVER AND ABOVE THE REGISTRATION FEES WILL BE CLAIMED, 

	Vendor Name
	     
	
	

	Street
	     

	
	     

	City
	     
	State
	     
	Zip Code
	


	UNIT
	ACCT
	FUND
	DEPTID
	CLASS
	PROJ/GRT
	
	AMOUNT

	     
	     
	     
	     
	     
	     
	$
	     


	Department 
	
	Prepared By
	     
	Ext.
	    


	Date
	     
	Authorized Signature
	












Must Be Other Than Attendee
	      


Print Name


	 FORMCHECKBOX 

	CONFERENCE
	 FORMCHECKBOX 

	WORKSHOP
	 FORMCHECKBOX 

	SEMINAR
	 FORMCHECKBOX 

	CLASS FEES


	Name of Event


	
	Location
	     


	Date of Event
	     
	
	     
	CSUMB Attendee
	     

	
	Beginning
	
	Ending

	
	
	
	
	            CSUMB Check Total $
	     


REGISTRATION PAYMENT REQUEST IS SUBJECT TO ACCEPTANCE AND APPROVAL BY THE TRAVEL DESK

Special Handling
	 FORMCHECKBOX 

	Mail Attachments With Check
	Please provide one additional copy of attachments

	 FORMCHECKBOX 

	Call for Pickup
	Dept. Contact
	     
	
	Extension No.
	     

	 FORMCHECKBOX 

	Other
	     


	
	
	FOR TRAVEL DESK USE ONLY

	
	
	TR#
	

	
	
	Vendor No.
	


INSTRUCTIONS FOR COMPLETING THIS FORM

CSUMB ATTENDEE - A separate Registration Payment Request form is to be submitted for each attendee (or group of attendees) of each event.
REGISTRATION FEES - Fees for “guests”, entertainment, tours and meals in excess of the allowable per diem reimbursement rate (see Travel Guide) are the responsibility of the attendee. Attach a personal check payable to the vendor if any of these selections are elected on the 
registration form, must be prepaid and mailed with the registration form.

REJECTION - The Travel Desk will return all forms not filled out correctly or completely. Additionally, forms will be returned if not accompanied  an invoice/ registration form.
APPROVAL LIMIT – The President or President’s designee (Vice Presidents) must approve registration fees in excess of $499.00 (See Travel Handbook).
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