


for	  travel	  to	  and	  from	  Hayward	  or	  Oakland	  or	  another	  site	  -‐If	  you	  taught	  2	  courses,	  one	  at	  
Hayward	  and	  one	  at	  Concord.	  	  One	  will	  be	  reimbursable.	  	  	  
	  
Step	  B.	  Print	  out	  a	  MapQuest	  or	  other	  computer	  generated	  calculation	  of	  the	  mileage	  
from	  your	  home	  to	  the	  non-‐home	  campus.	  
	  Step	  C.	  You	  are	  entitled	  to	  mileage	  based	  on	  your	  starting	  point:	  	  See	  chart	  in	  Attachment	  
A.	  	  
	  
	  
Step	  D.	  	  Please	  fill	  in	  a	  travel	  reimbursement	  form	  for	  each	  quarter,	  attach	  the	  MapQuest	  
(or	  other)	  mileage	  documentation	  and	  submit	  the	  form(s)	  to	  your	  Associate	  Dean.	  	  This	  
may	  be	  done	  by	  email.	  mail,	  or	  in	  person.	  	  

	  
4.	  	  Examples:	  	  	  
	  
A. A	  faculty	  member,	  who	  lives	  in	  Concord,	  does	  the	  majority	  of	  her	  work	  in	  Hayward	  but	  2	  

times	  a	  week	  she	  travels	  to	  Concord	  campus.	  	  Can	  she	  be	  reimbursed?	  	  Yes.	  	  Starting	  at	  
her	  home	  and	  going	  to	  the	  Concord	  campus	  is	  reimbursable,	  as	  is	  going	  home	  from	  the	  
Concord	  campus.	  

	  
B. A	  faculty	  member	  does	  the	  majority	  of	  his	  work	  at	  Hayward.	  	  He	  is	  asked	  to	  attend	  a	  

meeting	  once	  a	  month	  in	  Concord,	  is	  this	  reimbursable?	  	  Yes.	  	  He	  can	  be	  reimbursed	  for	  
the	  mileage	  from	  Hayward	  to	  Concord	  and	  back	  or	  back	  to	  his/her	  house	  (whichever	  is	  
less)	  

	  
C. What	  about	  travel	  to	  other	  sites?	  	  This	  is	  also	  reimbursable	  but	  must	  be	  documented.	  	  	  

	  
5.	  	  Why	  are	  we	  paying	  at	  this	  time?	  	  What	  if	  there	  are	  other	  questions?	  	  	  
	  
A. This	  is	  the	  result	  of	  a	  settlement	  with	  the	  CFA;	  it	  is	  in	  compliance	  with	  the	  CSU's	  travel	  

policy.	  	  
	  

B. Please	  contact	  the	  Associate	  Dean	  of	  your	  college	  if	  there	  are	  other	  questions.	  	  	  
	  

6.	  	  Attachments:	  	  	  
	  

A. Attachment	  A	  (Note:	  Attachment	  A	  says	  it	  is	  applicable	  from	  September	  19-‐	  November	  6,	  
we	  are	  applying	  the	  settlement	  for	  all	  of	  Fall	  Quarter;	  the	  definitions	  in	  the	  Chart	  apply	  
to	  all	  such	  travel	  in	  future	  quarters)	  	  

B. CSU	  East	  Bay	  Travel	  Form	  
	  
Part	  II:	  For	  Travel	  to	  a	  second	  campus	  location	  for	  Winter	  2013	  onward	  
	  	  
1.	  	  The	  same	  travel	  rules	  will	  apply	  BUT:	  



A. You	  must	  have	  taken	  the	  Defensive	  Driving	  course.	  	  The	  course	  is	  located	  at	  
https://adhayweb13.csueastbay.edu/wsapps/masterynet/	  	  

	  
B. You	  must	  file	  a	  form	  authorizing	  you	  to	  use	  a	  private	  vehicle	  for	  state	  

business:	  http://www.documents.dgs.ca.gov/osp/pdf/std261.pdf	  
	  
C. You	  must	  submit	  your	  travel	  claim	  form	  with	  an	  ink	  signature	  in	  a	  timely	  manner	  to	  your	  

department	  secretary	  on	  either	  a	  monthly	  or	  quarterly	  basis.	  
	  

	  2.	  	  Note:	  there	  are	  no	  excepmv9 cthub cthu N ceule Nmv, cmu mvrxxbvb b ate	  



ATTACHMENT A 
 
November 19, 2012 
 
To:  All Faculty Unit Employees employed by CSU East Bay from September 19, 2011 to  
  November 6, 2012 
 
From:  Linda S. Dobb, Associate Provost 
 
Re: Mileage reimbursement for travel to and from locations other than the home campus 
 
Please be advised that CSU East Bay faculty unit employees who are assigned to perform work at a 
location other than their home campus (non-home campus), as defined by CSU Travel Procedures and 
Regulations (C. Automobile – 1. Allowable Mileage Expense)(“CSU TRAVEL POLICY”), which does 
not require an overnight stay and has not been previously reimbursed, shall be eligible for mileage 
reimbursement from September 19, 2011 to November 6, 2012 upon request in the following manner: 
 
From (starting location): To (destination): Amount of mileage to be paid: 

 
Faculty unit employee’s 
residence 

Non-home campus Whichever is less – 
 
• Mileage from faculty unit 

employee’s residence to non-
home campus or 

• Mileage from home campus 
to non-home campus 
 

Non-home campus Faculty unit employee’s 
residence 

Whichever is less – 
 
• Mileage from non-home 

campus to faculty unit 
employee’s residence or 

• Mileage from non-home 
campus to home campus 

 
Home campus Non-home campus Mileage from home campus to 

non-home campus 
 

Non-home campus Home campus Mileage from non-home campus 
to home campus 
 

-
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