PROCUREMENT SERVICES
HOSPITALITY FORM INSTRUCTIONS
Completed Hospitality Form and required attachments must be submitted to Procurement Services at least  10 business days prior to the event.  Incomplete forms may delay the processing time.  E-mail questions to procurementservices@csusm.edu
Hospitality Expenses must be directly related to, or associated with, the active conduct of official CSU Business.
1.  ALCOHOL/RELATED EXPENSES - A fully executed Alcohol Approval Request form must be attached if alcohol will be served on campus. Alcohol Policy: http://www.csusm.edu/policies/active/documents/alcoholic_beverage_use_campus.html; 
Alcohol Approval Request form: http://www.csusm.edu/events/docs/AlcoholForm.pdf 
2.  FOOD
a) Food services, for on-campus events, must be selected from the UARSC Approved Caterers List: http://www.csusm.edu/uarsc/cougarshops/approvedvendors.html .  Refer to Risk Management Food and Safety Guidelines: http://www.csusm.edu/rms/docs/foodchecklist.doc to review the Risk Management and Safety Food Checklist. 

b) Attach a detailed quote from the caterer which includes a menu and estimated total amount to the hospitality form.  Process a requisition only when required by the vendor. 
c) After the event, and upon receipt of a final invoice(s), the department budget manager follows the Direct Pay or invoice procedure, attaches a copy of the approved Hospitality Form and forwards to Accounts Payable for final payment. 

3. EVENT ATTENDEE LIST - Attach a complete list of all guests or participants; if the event is a campus wide event, attach the general announcement or calendar.
4. AGENDA/ANNOUNCEMENT - Attach a copy of the agenda, invitation, or announcement for the event.
FISCAL AUTHORITY
1. The Procurement Office will ensure the individual approving the expense has fiscal authority for the Chatfield provided. Individuals with delegated approval authority may not approve their own expenses and individuals may not approve expenses of their supervisor. The exception is approval of President’s expenditures by the Chief Financial Officer.
2. If utilizing a Trust Fund, provide a copy of the Trust Agreement that states Hospitality expenses are allowable.

ROUTING
1. Original to Procurement Services 10 business days prior to the event.
2. Upon final approval by Procurement, the original will be returned to the Requestor at which time the Host/Requestor may proceed with incurring expenses for the Event. Any expenses incurred prior to final approval of the Hospitality Form may not be paid or reimbursed. 
3. If Utilizing Events and Conference Services, the requesting department must complete a Hospitality Form and obtain all signatures before ANY expenses are incurred for the event.
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