Southern Methodist University

Approval form for Entertainment Expense, including Business Meals & Gifts:

· For audit purposes, attach to Travel Report.
Date of Entertainment/Purchase:
____________________________

Place of Entertainment/Purchase:
____________________________





City/State    ____________________________

Business Purpose of Entertainment/Gift: __________________________

___________________________________________________________

Attending:


SMU Faculty/Staff


____________________________


(or attach list)







____________________________







____________________________

Guest(s)




____________________________







____________________________







____________________________

Recipient of Gift:



____________________________

Amount (attach detailed receipt)



$___________

___________________

___________________________
Requestor’s Signature

Dean/VP/designated budget approver
Policy Compliance ref: Business and Finance Policy Number 3.10

