[image: ]	Entertainment Expense Approval Form 
I. Requester: _______________________________ Phone: __________ Email:__________________________________ 
II. Event Date:________________________________	Time: __________ 	# of Guests: _____
III. Business Purpose:  Host to Official Guest Meeting of an Administrative Nature 
 Meeting of a Learned Society/Organization Prospective University Donor  Reception 
 Other:    ___________________________________________________________________________________
V. Provided:   Breakfast 	Lunch 	Dinner 	Light Refreshment 
VI. Purpose and Benefit Statement
VII. Cost Center to Charge:
VIII. Additional Information (Please provide all relevant information)
1. Venue & Estimated Cost of Event

2. Invoice for Food and /or Beverages

3. Guest List & Details*

4. Request for Use of Alcohol*



Signature: _________________________________ 	Date: _________

IX. Approvals:
Approved 	 	Denied   
Dean / Associate Dean:____________________________________________________ 	Date:  
Approval Comments: 




Note:  	3*) Please list the name of attendees, if more than 10 people please provide the event details.
[bookmark: _GoBack]Preapproval not required for Barron’s and Cougar Grounds.  Handover the completed form to the Cashier / Manager at Cougar Grounds or Barron’s.  4*) Alcohol use not permitted during business hours. Charges at Eric’s and Off Property require preapproval, handover the approved form to Eric’s cashier / manager or attach the approved form to the receipt for reimbursements. 
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