

Mount St. Joseph University Fiscal Policies

Division Banquet Form

Policy
[bookmark: _GoBack]University (Department) funds may be used for an end of the year Award function that celebrates student accomplishments, limited to $12 per attendee.  

Directions
Complete this form and attach the list of attendees AND all receipts totaling the amount spent.  

	Division/Department:  
	
	Responsible Person:
	

	Date of Event:
	
	Location:
	

	Estimated # of Attendees
	
	*Attach attendee list to this form

	Purpose:

	

	Department Head Signature

	

	Line Officer Signature


	



*Attach all receipts or invoices to this form.

	Description
	# of attendees
	$ per attendee
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Cost:
	
	
	$      






