LIBRARY ENTERTAINMENT CHECK REQUEST FORM
Payee name:      

Actual number of attendees:      
 
Actual combined cost of food, beverage, tax, gratuity, service, and delivery: $     

Actual combined cost of set-up, room, and equipment rental: $     

Other costs: $         Please describe:      

Explain any changes to pre-approved entertainment activity:      

     

If the actual amount is significantly greater than the pre-approved amount or if necessary pre-approval was not obtained, then the vendor or the host may end up having to personally cover the cost.
Names of Attendees
	NAME
	TITLE, ORGANIZATION
	
	NAME
	TITLE, ORGANIZATION

	     
	     
	
	     
	     

	     
	     
	
	     
	     

	     
	     
	
	     
	     

	     
	     
	
	Attach a separate sheet if more space is needed.


*** If the list is not available due to large group of attendees, a justification letter is required to provide the following documentation: number of attendees, a general description of the group invited and their business relationship to the University linked to the business purpose of the event.
	Certification by Host:
I certify that the above is a true statement of the expenses incurred by me, that such entertainment/meeting expenses were incurred for official University business purposes, and that I have submitted original receipts for expenses, as required by University policy.   If the fund source being charged does not allow for the reimbursement of alcoholic beverages, those expenses (if any) have been deducted from this request.


     





Official Host (Please Print)
Host Signature
Date


Prepared by:      

Telephone Number:      

Date Prepared:      


Send this original form along with the signed pre-approval form and original itemized receipts/invoices to: 

Library Business Services, Attn: Kris Leonardo, 110 Doe Library, Campus, Mail Code: 6000
(rev 7/12/07)

