STATE OF CALIFORNIA STEVE WESTLY,

California State Controller

STATE CONTROLLER’S OFFICE
PERSONNEL/PAYROLL SERVICES DIVISION
P.O. Box 942850

Sacramento, CA 94250-5878

DATE:

TO:

FROM:

RE:

May 18, 2005 CalATERS LETTER #05-002

All Agencies Participating in the California Automated Travel Expense Reimbursement System

NATALIE CLOHOSSEY, Program Manager
California Automated Travel Expense Reimbursement System (CalATERS)

CalATERS 2004-2005 FISCAL YEAR-END PAYMENT PROCESSING

On June 22, 2005, at 5:00 PM, CalATERS will temporarily stop the processing of approved travel advance and
expense reimbursement forms to allow for activities associated with year-end reconciliation. CalATERS will resume
processing of travel advance and expense reimbursement forms on July 1, 2005. Effective May 23, 2005, a
broadcast message will be placed in CalATERS to remind users of this deadline.

CalATERS will be available for employees to create and submit forms during June 23-30, 2005. However, forms
approved by the department’s accounting office will not be processed until July 1, 2005. Payment of those forms will
be issued on July 8, 2005.

If you have questions, please contact the CalATERS Help Desk at (916) 324-9991 and reference this CalATERS
Letter. Thank you.
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