
HOSPITALITY REQUEST FORM PROCESS 

Hospitality link: https://adobesigndynamicworkflow.csusm.edu/ap 

Hospitality website: https://www.csusm.edu/fs/ap/hospitality.html

Purpose: To approve Hospitality expenses as in food, give-ways, promotional items, incentives, 
fundraising, awards etc. 

When: Per event/program or Blanket every semester 

Required: Back up documentation, agenda, fliers, website info, quotes etc.  Remember the 5 W’s 

  WHAT-event/program, When-date, WHERE-location, WHY-CSUSM business purpose, WHO- attendees 

Blanket  Hospitality Request – DCUMMING@CSUSM.EDU  has to sign. 

• One Blanket for same type of program or event. (meetings/trainings vs events/programs)

https://adobesigndynamicworkflow.csusm.edu/ap
https://www.csusm.edu/fs/ap/hospitality.html


 

 

 

 

Account Codes 

660927 – Other Catering 

660928 – Other Non-Catering Food 

660962 – Promo Items (university logo) 

660944 – Other Awards/Honors 

660846 – SupSrv Gifts and Acknowledgements 

660945 – Other Incentives 

 



 

 

FUNDING AUTHRORITY (director level) – Must be signed by the approver who has fiscal authority over 
the fund you are using. IF, fiscal authority is the same as AVP, only approval of level I is required.  

 

                USU -              Squinn@csusm.edu 

                CENTERS-       gcavent@csusm.edu 

                Campus REC- ldickins@csusm.edu 

LEVEL I REVIEWER- chenderson@csusm.edu 

 

LEVEL I APPROVER (AVP level)- gcavent@csusm.edu 

 

LEVEL II REVIEWER- rmora@csus.edu ONLY IF OVER $500 

 

LEVEL II APPROVER (VP)– vdiaz@csusm.edu  

 

BLANKET REQUESTS – dcumming@csusm.edu 

All hospitality forms must be signed the Level I approver, which in Student Affairs is the AVP  

 

Required Hospitality 

• Entertainment Services Rentals (linens, chairs/tables, audio etc.) 
• Event/Program Supplies (one time, specific per event 
• Participation Incentives (give-aways) 
• Promotional Items (CSU logo) 
• Meals/Food- price per person required  
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