Request For Approval Of Entertainment Expenditures

	to:
	DEAN SHANKAR SASTRY
attn.: ASST DEAN, ERSO
	The request for reimbursement of exceptional expenses must include a written justification as to why the higher costs were unavoidable and necessary to achieve a valid University business need.

	Please submit for the following exceptions: (Form must be completely filled out and submitted to the ERSO Assistant Dean’s Office at least three to four weeks prior to event).

	· Expenses that exceed the per-person maximum rates 

· Employee and non-employee non-cash awards $75 or greater
· Tickets to entertainment or sporting events 


	· Purchase of flowers 
· Faculty/staff picnic or holiday gatherings (employee morale- building activities)
· Entertainment expenses of the spouse (or equivalent) of a guest or the official host, provided that the presence of the spouse serves a bona fide business purpose

	1.     TYPE OF EVENT*:
	

	 FORMCHECKBOX 
 Breakfast ($26.00)
	 FORMCHECKBOX 
 Reception or Light Refreshment ($18.00)

	 FORMCHECKBOX 
 Lunch      ($45.00)
	 FORMCHECKBOX 
 Buffet Reception (use appropriate meal limit for time of day)

	 FORMCHECKBOX 
 Dinner     ($78.00)                    
*new rates effective 3/1/12
	

	2.
TYPE OF ENTERTAINMENT:
	

	 FORMCHECKBOX 
 Administrative meeting directly concerned with the welfare of the University.
	 FORMCHECKBOX 
 Prospective appointee to a professional, administrative, or technical position 

	 FORMCHECKBOX 
 Official guest rendering a service to the University
	 FORMCHECKBOX 
 Meeting of Learned Society/Organization 

	 FORMCHECKBOX 
 Prospective Donor
	 FORMCHECKBOX 
 Reception

	 FORMCHECKBOX 
 Faculty/staff/student meeting expense for light refreshment 
	

	3. NUMBER OF PARTICIPANTS: 
        (unit must retain list of participants)   
	

	4. DATE(s) OF EVENT:


	

	5.   NATURE OF THE OCCASION OR PURPOSE OF THE MEETING:       Attach a written justification

	Location: 


	

	Nature of occasion or purpose of meeting: 
	(University business purpose should be clearly stated.  “Departmental meeting” by itself is not a sufficient business purpose.)

	
	

	
	

	6.      OFFICIAL HOST:


	

	7.     DEPARTMENT:
	

	8a.    TOTAL AMOUNT:
	

	8b.   COST PER PERSON:
	

	8C.    WILL ALCOHOLIC BEVERAGES OR TOBACCO BE PURCHASED?

      (State and federal funds may not be used for this purpose)                                             YES   FORMCHECKBOX 
          NO   FORMCHECKBOX 


	9a.  FUND TITLE:

	BFS  Chart of Account:

	
	    bu        bfs account        fund       org code        program       sub-program       project      flexfield

      1    -                 -                            -                         -                             -                           -                     -


10.
REQUESTED BY:  

   DATE OF REQUEST:
 


FORWARDED WITH CONCURRENCE:  



Executive or Deputy Director, ERSO or ORU Director
          APPROVED:  

DATE:  
 

                                       Dean, College of Engineering
Last updated: 06/10/2014

