UW-Green Bay Food Expense Approval Form (Non-Student)

Use: This form is to be used for food requests for other than student-related activities.
Background.  It is UW-Green Bay policy that business meetings and events should be scheduled so as to use university facilities and to avoid the necessity of meals or break refreshments paid with UW-Green Bay funds. University funds should not be used for meal reimbursement for UW-Green Bay employees at UW-Green Bay or in the metro area. Exceptions to this policy should occur only infrequently, must be to the University's benefit, and will require justification and approval at the dean or division and Controller levels. This form and the required approvals shall be completed and provided to the Controller prior to the date of the meeting or event and prior to making any catering arrangements. All of the entries below are mandatory.

Mandatory Attachments: The following must be submitted with this form.

Agenda. The agenda should describe the meeting theme, title, activities and beginning and ending times.

List of Participants. This may be a list of invitees if the actual participants cannot be determined in advance. Differentiate between UW / state employees, non-employees, and students.

Brochure or Registration Forms. This is required for UW sponsored events involving participants from outside UW-Green Bay, such as conferences and training events.

Date(s) and Times of the Event:  Begins                                    Ends      
Name and Description of Event (Attach agenda):

      
Business Purpose: 

     
Number of Attendees:       UW / State Employees        Non-Employees        UW Students

Location of Event (Building and Room if on UW-Green Bay campus):      
Meetings in non-university facilities are not allowable if additional expenses are incurred by the university which would not have been incurred if the meetings were held in a UW-Green Bay facility. The only exception is when an adequate university facility is not available, and this must be supported below.

Will the event be on the UW-Green Bay campus?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No 

If No, why is a UW-Green Bay campus facility not being used?

     
If No, is there additional expense?   FORMCHECKBOX 
  No   FORMCHECKBOX 
  Yes   How much additional cost?      
Type of Service or Event Requested:

 FORMCHECKBOX 
  Break Refreshments  

 FORMCHECKBOX 
  Meals:    Breakfast   FORMCHECKBOX 
   Lunch   FORMCHECKBOX 
   Dinner   FORMCHECKBOX 

 FORMCHECKBOX 
 Reception   Note: Receptions may not be purely social in nature. The hosting department should be prepared to justify the cost of the event to the news media and to political and private interests.

Justification for the Expense:  Explain below why the meeting or event will require a food expense payable with university funds, to include its benefit to the University.

     
Contact Person:      




Telephone:      
Department:      
UW-Green Bay Account to be Billed:      
Approximate Cost:        

 Meals must not exceed the state uniform travel schedule amounts.

Vendor:
     
Note: This form must be approved by the Controller before any catering arrangement may be made even if you have been granted a Non-Standard Food Event Authorization (NSFEA).
Approvals:

Dean or Division head (or designees):   FORMCHECKBOX 
 Approved   FORMCHECKBOX 
  Disapproved

Signature _________________________________  Date _________________

Controller:   FORMCHECKBOX 
  Approved   FORMCHECKBOX 
  Disapproved

Reason for Disapproval: ​____________________________________________________

Signature _________________________________  Date  _________________

