
To All PI’s & Admins,  
  
Below is a quick reference ‘cheat sheet’ for sustaining your SPF business functions over the next few weeks. 
If any of your essential business needs are not addressed with the below information, please reach out 
directly to your Post-Award Grant Analyst for specific programmatic assistance.  
  
  
SPF Check Requests, Travel Claims, Invoices, etc.: You can submit any/all reimbursement forms directly to 
HSU Accounts Payable by emailing accountspayable@humboldt.edu. Please be sure to include all pertinent 
backup documentation scanned into one PDF for submittal.  
  
Digital Signatures: If you need help digitally signing documents, or assistance with routing forms to obtain 
multiple signatures (such as with check requests or appointment documents), each of your Grant Analysts’ 
have a DocuSign account and can help you facilitate signature collection. You can also email documents to 
the main SPF Front Office at hsuf@humboldt.edu and we will assist you with DocuSign routing, printing, and 
submitting documents to campus departments on your behalf.  
  
ProCards: If you are working remotely, please email your ProCard reconciliation package to your supervisor 
to approve, and your ProCard approver can email the report to 'accountspayable@humboldt.edu.' If you 
have physical receipts you need to attach, please scan them or take a legible cell phone photo and attach 
the backup. If you are unable to do either of those options, please snail mail us your receipts at our P.O. Box 
address (listed below) and we will pick up/submit them for you.  
  
SPF Mailing Address: 
HSU Sponsored Programs Foundation 
P.O. Box 1185 
Arcata, CA, 95518 
  
Limited Hours for Cashiers Office (Payroll Pick-Up): HSU Cashiers will be open next week during the 
following limited hours: Wednesday (3/25) from 12:00-2:00pm and Thursday (3/26) from 10:00am-3:00pm. 
If you cannot pick up your check during either of those times, and/or would prefer your SPF paycheck be 
mailed to you, please email Hsu-cash@humboldt.edu with your current mailing address and we will send it 
to you instead. For subsequent payroll cycles, we will continue to direct communicate with those employees 
who opt to ‘pick up’ their checks. We highly recommend all SPF Employees take this opportunity to enroll in 
Direct Deposit if they haven’t already done so.   
  
Limited Hours for SPF Main Office Operations: Starting next Monday (3/23), the SPF Front Office will 
maintain limited office hours between 9:00am-4:00pm M-F. Only essential personnel will be present to 
maintain business continuity for hiring employees and payroll processing. If you need to schedule an 
appointment to conduct business in-person during those hours, please reach out to hsuf@humboldt.edu or 
call (707) 826-4189 so we can make sure someone is available to meet you. We will make every effort to 
expedite all in-person interactions for those critical business functions.  
 
  
Again, please reach out to me directly if you have an immediate concern or question regarding your SPF 
projects or employees. My cell is (661) 858-4440 and I’ll be here if you need anything.  
  
  
KACIE FLYNN, CRA | Interim Executive Director | AOA President 
HSU SPONSORED PROGRAMS FOUNDATION | 1 Harpst Street ∙ Arcata, CA  95521  
Office: 707.826.5159 | Cell: 661.858.4440| Email:  kacie.flynn@humboldt.edu 
  

  Local Research. Global Reach.  
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