[image: ]                                                                                                                  Events – Reception Payment Form
Reception expenses are allowable if the criteria listed below are met. In order to satisfy the “Headquarters City” requirements, you must be able to check one box in each category. Use this form for UWSP Dining Services, payments to vendors, reimbursements, requests for a purchase order or to document Purchasing Card charges. This form does not apply to individual meals.
Event: 	Date: 
[bookmark: Check1][bookmark: Check2]Event Location: On Campus |_|*	Off Campus: |_|**       Room Confirmation Number: 
  **Note: When held in the headquarter city for the majority of the attendees, the event should be held on campus. (Policy-Section E.1.)
Was a fee collected from participants to cover costs? 
[bookmark: Check3][bookmark: Check4]|_| No  |_|  Yes - Attach documentation of fee charged (Fees must be deposited to the same account from which the expenses are paid.)
1. Allowable Expenses: (Must pertain to event)
[bookmark: Check5]|_|   A reception is a gathering of individuals associated with a UW sponsored event that provides the opportunity for interaction in a setting
       that is not purely social in nature. Unlike a business meeting, a reception may not have a specific agenda or timeframe. Like a business
       meeting, the purpose must be related to or promote the mission of the hosting department.
2. Reasonable Approved Expenses (Must pertain to event)
[bookmark: Check9]|_|   Expenses were limited to reasonable food and beverage costs, reception room cost, service charges and gratuity. All expenses have been
       approved in accordance with the Division’s Dean/ Director’s office policy. 
       Even though it may not be possible to determine in advance how many will actually attend, a reasonable effort should be made to minimize
      expenses resulting from overestimated attendance. The hosting department should be prepared to justify the cost of the event to the news
      media and to political and private interests. Refreshments cannot include alcoholic beverages.
3. Documentation Requirements: (Must be attached.)
[bookmark: Check10]|_|   A statement or document, which substantiates the official business relatedness of the reception, is attached. This requirement may be
       satisfied with a copy of the event invitation or announcement.
4. Participant Information:

[bookmark: Check12]|_|   For receptions where attendees were asked to RSVP, a list of meeting participants including name and affiliation (UW System employee, 
       students, nonemployees, etc) is attached. Participants List Excel Form 
|_|	Attendance was open to the public or to a large group where attendees were not expected to RSVP. Attach documentation that shows who
       was invited.

5. Payment/Reimbursement
[bookmark: Check13]|_|   Pay UWSP Dining Services from Account/Dept ID:                      
			           _______________________________________________
                                             Signature Authorization
Submit to Catering Office (DUC 340) with documentation; Catering Office will send an invoice with the form and docs to Payment Services.             
[bookmark: Check14]|_|   Reimbursement: Attach itemized receipt, form and documentation to Payment Order Form or TER (solitary credit card slips are not
                               sufficient); submit to Payment Services Office.
[bookmark: Check15]|_|   Payment to Vendor: Attach itemized invoice, form and documentation to Payment Order Form; submit to Payment Services Office.
[bookmark: Check16]|_|   Purchase Requisition: Attach form and documentation to Purchase Requisition and submit to Purchasing Office; Purchasing will issue a
       Purchase Order and the vendor will submit original invoice to Payment Services.
[bookmark: Check18]|_|   Purchasing Card Payment: Attach itemized receipt, form and documentation to Purchasing Card statement and submit to Purchasing.
Form/policy questions: Payment Services - Laurie Kujawa: 715-346-3721 or lkujawa@uwsp.edu – Old Main, Room 041E	
Catering Office: 715-346-4374, DUC Room 340H			July 2009
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