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Rick Redak, Chair
SUBJECT:
REVISED Procedures for Reimbursement of Entertainment Expenses

I am writing again to update and clarify the campus and departmental policy for reimbursement requirements for Entertainment expenses.

  

I.  General Reimbursement Policy

Effective January 1, 2016, the Office of the President increased the entertainment maximum meal rates.  These rates are as follows:

            Breakfast $27 per person
            Lunch $47 per person
            Dinner $81 per person 
            Light Refreshments $19 per person

Reimbursement rates include the cost of any alcoholic beverages.  None-the-less, only Various Donor funds (or funds specifically allocated for alcoholic beverage purchases) can be used to claim expenses for alcohol.  Additionally, the Department has put a limit of $12.00 per person for alcohol.  The above rates apply for reimbursement for all functions EXCEPT for standard Departmental Seminar functions.  This includes visitors to your lab, and any special events in which you may be involved, etc.  These limits apply to all funds administered by the Department.  Additionally, I strongly advise you against using 19900 funds for entertainment expenses especially if other funds are available to you (unless, of course such 19900 funds have been specifically allocated for functions that include a need for entertainment—e.g. faculty searches). 

II. Reimbursement related to Entomology Seminars, and Teaching

With the current budget climate and requests for frugality from the upper administration, the additional spending limits applied to entertaining Departmental Seminar Speakers (Boyce Speaker excluded) and other guests invited into campus.  These reduced reimbursement levels do not apply to faculty search functions; standard campus rates will apply for faculty searches.  These additional limits will be enforced until further notice. 

        Breakfast $25 per person
        Lunch $28 per person
        Dinner $50 per person
        Receptions (light refreshments):  $18 per person
Limit of 6 participants including the guest


Only Various Donor funds can be used to claim reimbursement expenses for alcohol, and the Department has put a limit of $12.00 per person for alcohol.  Additionally, the Department has set a maximum limit of six participants including the guest for all entertainment reimbursements related to the Departmental seminar.  If there is a need for more participants in these activities, prior written approval must be obtained by the Chair. Rarely will entertainment expenses related to teaching be reimbursed (e.g. taking a guest speaker to lunch).  If you feel there is justification for reimbursement of entertainment expenses related to teaching, prior written approval must be obtained from the Chair at least 7 days in advance of the activity.

III. Process for Reimbursement 
Original, itemized receipts are required for reimbursement for all entertainment reimbursements along with a completed Departmental Reimbursement Request form.  It is no longer necessary to obtain a separate receipt for alcohol.  Itemized receipts that contain alcoholic beverages and food can be easily modified in the business office to remove items (extra meals or alcoholic beverages) for which you are not requesting reimbursement. Regardless, your receipts must be very clear for those items for which you are requesting reimbursement and for those items for which you are not requesting reimbursement.  Unclear or vague requests will be returned.


Entertainment expenses are not reimbursable through petty cash.  Attached is the revised entertainment reimbursement form for your use. 
