Department of Psychology

Entertainment Reimbursement Form

Please submit within one week of event.  Attach itemized receipts showing tax, tip, and payment method.
	Name:
	Today’s date:

	Index number:
	UC Travel card used?

	Amount to be reimbursed:
	Employee ID:

	Mailing address:




Top of Form

	Name of Event:

	Date of Event:

	Type of event (check one):

	Breakfast   MACROBUTTON HTMLDirect [image: image1.emf]

	Lunch    MACROBUTTON HTMLDirect [image: image2.emf]

	Dinner   MACROBUTTON HTMLDirect [image: image3.emf]

	Light Refreshments   MACROBUTTON HTMLDirect [image: image4.emf]



Bottom of Form

Guest name(s), plus title and affiliation if non-UCSD:

	

	

	

	

	


Notes:

	


	Signature:


	HOST GUIDELINES

(for department events)

	Job Talk Dinner #1
2 faculty members and the candidate 

Up to $78 per person, including alcohol and tip (with no more than $18 per person of alcohol); with a maximum of $234 for the party 



	Job Talk Dinner #2, when applicable

4 faculty members and the candidate 

Up to $78 per person, including alcohol and tip (with no more than $18 per person of alcohol); with a maximum of $390 for the party



	Colloquium Dinner

4 faculty members and the speaker (plus: up to 4 graduate students)

Up to $60 per person, including alcohol and tip (with no more than $15 per person of alcohol); with a maximum of $300 for the entire party (if no graduate students)




	For office use:  

637250: Meals: business events

637255: Meeting costs: business events
	638172: Beverages: nonalcoholic

638173: Beverages: alcoholic


