


Cash Expenditure Voucher (CEV) Reimbursement Guidelines:

Employee's participating in Non-Caltrans Vanpools or for employees participating in Caltrans
Vanpoois submitting retroactive ciaims must use the CEV process outlined below:

1. Submit a Cash Expenditure Voucher FA-0202. Note: Multiple months may be
included on the form with the exception of June and July which must be filed
separately.

2. Include a Vanpool Subsidy Certification Form for each month in which
reimbursement is being claimed.

3. Include a receipt showing the following information:

Purpose and Month of payment (i. e., January 2002 Vanpool Fees)
Printed name and signature of the person receiving the payment
Address and phone number of the person receiving the payment
Amount of the payment

4. Code ali Vanpool Subsidies on the Cash Expenditure Voucher to:

s  Source District 81

¢ Charge District a1

e Expenditure Authorization 830152

® MSA Code Object Detail 134

5. Send the Cash Expenditure Voucher, Vanpecol Subsidy Certification Form, and
appropriate receipt to the Travel Payments Section, MS 25.

For your convenience, attached is the Cash Expenditure Voucher, FA-0202 and the Vanpool
Subsidy Certification Form. If you cannot open the attachments or have questions regarding
the CEV process or other travel policies, please contact Gilbert Petrissans at (916) 227-9079
or Nancy Ledesma at (916) 227-9092.
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For individuals with sensory disabilities, documents may be obtained in alternate
formats. To obtain such services, please e-mail Gilbert Petrissans at
Gilbert_Petrissans@dot.ca.gov or Nancy Ledesma at Nancy_ Ledesma@dot.ca.gov.
TTY users may also call 1-800-735-2922.

For additional travel policies or electronic forms, please visit the Caltrans Travel and Expense
Guide at http:/fadsc.caltrans.ca.gov/ASC/iravel/,

Happy travels.
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