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Subject: Business Entertainment Policy 

Effective Date: August 25, 2008
Bulletin No.: 3.4

Policy

The University will pay or reimburse for reasonable and necessary entertainment expenses, which have been approved and are directly related to or associated with the University’s mission. (University Policy 3.10) Payment for or reimbursement for business-related entertainment expenses require a clear and documented business purpose for the event or expenditure that indicates the event’s benefit to the University. 
Procedure

Request for payment of or reimbursement for business-related entertainment expenses require the following information:

· Date and location of the event

· Business purpose

· Names and affiliations of the attendees

· Original and detailed receipt(s) showing each item purchased

A sample form that can be used to record the required information is attached.
Each Department is responsible for ensuring that business-related entertainment expenses are reasonable and necessary. Payment will not be processed unless all appropriate information and documentation is provided.

Reference

University Policy 3.10, IRC Section 274
