	Representational and Non-Representational Expenditure Approval Form

Representational (8115) and Non-Representational (3008, 3018, 4008, and 4018) expenditures incurred must conform to the following requirements: Must be a bona fide event or activity “directly related to” or “associated with” University business.  This is subject not only to university regulation, but also to public perception and appearance.  Must not be lavish or extravagant.

· “Directly Related to: - Expenses incurred in a clear business setting where there is no significant personal or social relationship with the person (s) entertained.

· “Associated with” – Expenses incurred directly preceding or following the conduct of a bona fide business activity.

	Approval Checklist
	Representational Expenditures
	Non-Representational Expenditures

	
	1.
	Information Filled in on Form Below
	1.
	Information Filled in on Form Below

	
	2.
	Signed by Employee Incurring or Authorizing the Expense
	2.
	Signed by Employee Incurring or Authorizing the Expense

	
	3.
	Original Receipt (s) Attached
	3.
	Original Receipt (s) Attached

	
	4.
	Catering Contract/Other Backup Attached as Applicable
	4.
	Catering Contract/Other Backup Attached as Applicable

	
	5.
	Signed by a Dean, Director or their Designee
	5.
	Signed by a Dean, Director or their Designee

	
	6.
	Signed by the Provost (Academic Departments Only)
	6.
	Waiver Signed by UHDCS, if Applicable (See Below)

	
	7.
	Waiver Signed by UHDCS, if Applicable (See Below)
	7.
	Request for Serving Alcoholic Beverages at University Sponsored Event Obtained from Student Affairs, if Applicable 

	
	8.
	Request for Serving Alcoholic Beverages at University Sponsored Event Obtained from Student Affairs, if Applicable
	
	

	
	
	
	8.
	If Expenditure is Over $100, Send Form and all Attachments to Accounts Payable. (Returned after review and approval for department to submit for reimbursement or payment) 

	
	9.
	Send Form and all Attachments to Accounts Payable.  (Returned after review and approval for department to submit for reimbursement or payment) 
	
	

	
	
	
	9.
	If Expenditure is Under $100, Submit for reimbursement/payment

	College, School or Department and Phone #
     
	Fund/Org/Account:

     /     /    
	Event/Activity includes Alcohol?
Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 

If yes, please break out alcohol amount and indicate an allowable account other than a UAA general fund account

	Payment to be Made To:
     
	Dollar Amount:

     
	

	Payment Method: PO: FORMCHECKBOX 
   LPO: FORMCHECKBOX 
   JV: FORMCHECKBOX 

Employee Reimbursement: FORMCHECKBOX 
  Procard (Non-rep Only): FORMCHECKBOX 
 
	Name of Event, Location and Date of Activity:
     

	Names of Employees Attending:      

	Use an Attached Sheet if Necessary or Write on Back of Form

	Name of Non-Employees Attending (indicate company or organization):      

	Use an Attached Sheet if Necessary or Write on Back of Form

	Reason for Event or Activity/Benefit Gained:      

	Waiver Request
	Pre-approval from a University Housing, Dining and Conference Services (UHDCS) representative is required for ALL on-campus catering and food purchases over $100 not utilizing UAA’s Conference and Catering Services.  Note: There is no waiver required, nor is there an obligation to use Conference and Catering Services for any event or activity food purchases under $100 or not held at the UAA campus.  In these instances, departments may use their vendor of choice.

It is estimated that total expenditures will exceed $100 and department requests to purchase food or catering services for an on-campus event or activity from other than Conference and Catering Services for the following reasons:  

Be Specific:     


	
	Use an Attached Sheet if Necessary or Write on Back of Form

	
	Approved:
	Date:

	
	Housing, Dining and Conference Services Representative

	CERTIFICATION:  I (the undersigned) certify that the expense (s) included in this request for reimbursement or payment was (were) incurred for the benefit of the University or the respective funding agency in connection with the performance of official duties and obligations and that, in my opinion, such expenditure (s) represent an appropriate use of public funds.

	Signature:

Employee incurring or authorizing the expense
	Date: 

	Signature:

Dean, Director or their Designee
	Date:

	Signature:

Chancellor or Provost (For Representational Expenditures; Academic Departments Only)
	Date:

	Approved:

Accounts Payable (For All Representational; Non-representational over $100.00 Only)
	Date:


Guidelines based on BOR R05.02.07





    

Form Revision Date: April 15, 2005
