INDIANA UNIVERSITY EAST

CREDIT CARD SUPPORTING JUSTIFICATION 

HOSPITALITY EXPENSES

1. Amount of purchase:

2. Vendor:  (place of purchase)

3. Date of function:

4. Place of function:

5. Nature of function:  (i.e. luncheon, dinner, reception)

6. Persons in attendance:  (includes names, titles, and associations.  For groups of more than 20 person or receptions, the number of people in attendance and the general character of the group will suffice.)

7. *University purpose:  State the benefit of this function to the University.  If the expenditure is for a departmental or employee business meeting, you must state the length of the meeting.  
Expenditure from account
  ___________________
Applicant Signature __________________________________________

Account Manager Signature ____________________________________
Fiscal Officer (Leisa Julian)_____________________________________
*Note:  All departmental or employee business meetings must be at least one-half day duration to qualify for hospitality expense.

