Businesdnit:

Payableto: Official Host:

Department: Contact Ext
TotalAmount: Cost of Meaper Attendee:
Typeof Event: Typeof Hospitality:

Notes:

Busines®urposeof MeetingEvent:

Is this areoccurring meeting? If yes how often:
EventLocation: Date of Event:
AttendeeName: AttendeeBusines®elationshigo Campus:

Smallgroup(25or less)attachlist if needed.Largegroup (morethan 25)wherethe namesof attendeesare unknown,a
description ofthe group and estimated cost of the meal per attendee is sufficient.

u S Z } & Abproval* Exception Approval by VP/Provost**
Signature: Signature:
Print Name and Title: Print Name:

* Cannot approve your own expenses, those of your manager, or events from which you benefit.

** Per person meal exceeded the limit; preapproval alcohol at employee only event; recreational, sporting, or entertainment events; or spouse,
domestic partner, orignificant o
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