What
entertainment

and meetings are
reimbursable?

Ensure that a clearly stated
purpose is provided for the
event

Reimbursement Requests for Business

Meetings, Entertainment, and Other

Occasion Expenditures

UCI Catering competitive bid
process (link to purchasing
policy and UCI-vendor first), &

attach backup

Check meal limit (details and
link to accounting policy)

* All sections below
referencing policy,
systems, and/or forms are
hyperlinked

Ensure that fully approved
alcohol permit is attached if
alcohol is included

Business
Meeting

Employee Morale
Building

Entertainment

On The Job Meals

Examples:
conferences,
training
sessions,
University-
hosted
meetings of a
professional
association,
extended
planning
meetings, work
groups.

v

Examples:
department
event to honor a
retirement (with
at least 5 years of
service), holiday
gathering.

Examples:
donor,
employee,
guest,
volunteer
meals/
refreshments
with a business
purpose in
support of
UClI's mission

(for UCI
Development use).

A4

Examples: meals
provided during
work hours and
connected with
University
business (rarely
used)

mmatic
ities

Recruitment &
Retention

4

Examples: meals
or light
refreshments in
connection with
student
enrichment
activities, training
programs.

\ 4
Examples:
meals or light
refreshments
connected with
the recruitment
and/or
retention of
University
employees

Reimbursement submission must include:

Type of expense (breakfast, lunch, dinner, light refreshments)
Business purpose (with supporting agenda or other document)

Event date and location
Event type

List of attendees with their UCI affiliation

Host name

Receipt showing proof of payment (itemized receipt required if over $75)

Note: if attendees include spouses/domestic partners/family members of university personnel, justification for their necessary involvement
related to university business and additional approval are required.

o Ensure the
ote: profile s
: individual
must be reinstated M <—Emplovee
after payroll TEM profile is ploy
separation

set up

Reimbursement

Vendor

Note: Expenses purchased

with a corporate card
should be added to the

'Amount to be reimbursed

to Corporate Visa

Note: Additional
approvals required
in KFS (1-2
business days) for
Employee Morale
Building
reimbursements

Reimbursement Form &

Complete and submit

Business Meeting/
Entertainment

If multiple
payments,

One-time/

to the account
approver for

authorization

Submit Business
Meeting/
Entertainment

Reimbursement Form

& required
attachments to P&R
Reimbursements
Team

individual
payee

P&R team prepares
reimbursement &
sends the host/non-

employee certification
back to the requestor
when required

Reimbursements received by
payee or vendor paid

need to
onboard as a
vendor

Note: No need for
vendor to provide a
payee signature

Note: UCI
employee must
submit documents
on vendor's behalf

Complete and
submit Business
Meeting/
Entertainment
Reimbursement
Form to the account
approver for
authorization

Submit Business

Meeting/Entertainment

Reimbursement Form &
required attachments to

P&R Team for

processing. Include an

invoice or itemized

receipt for payments to

vendors.
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