Entertainment Expense
Attach this completed and signed form as an Internal Document in Bear e-Buy


[bookmark: Text1]Account Number:  	  	-	    	-	6260	-	    	Contact Person	     	Phone	     
[bookmark: Text2]Number of Attendees:      
 Qty	              Menu Items	               Estimated Cost	
	   		                                 
[bookmark: Text3]     	     	     	
     	     	     	
     	     	     	
     	     	     	
     	     	     	
			Total		     	
[bookmark: Text4]Place of entertainment	     
Date of entertainment	     	Time of entertainment	     
Description of group and names of persons entertained
     
     
     
Purpose of entertainment
     
     
     
Approved by	Date
                                                     (Individual with signature authority for the account listed above)

Vice President Approval	Date
                                                                 (Only required when all attendees are SSU administrators/staff/faculty)




                       THIS FORM IS NOT INTENDED FOR SODEXO ORDERS						
Form # - BO:092701
