DRL BUSINESS ADMINISTRATION SERVICES

Entertainment Advance Request
Please check one of the following boxes:

 FORMCHECKBOX 
 EES/IES           FORMCHECKBOX 
 Red Lodge          FORMCHECKBOX 
 Math             FORMCHECKBOX 
 PhysAstro               FORMCHECKBOX 
 DRL Business Office       

PAYEE INFORMATION:

	NAME OF PAYEE
     
	PENN ID #
     
	 FORMCHECKBOX 
 FACULTY/ STAFF    FORMCHECKBOX 
 STUDENT    FORMCHECKBOX 
 OTHER

	MAILING ADDRESS
     
	PHONE NUMBER
     

	PURPOSE OF EVENT
     

	PLACE OF EVENT
     
	DATE OF EVENT
     


PAYMENT INFORMATION:

	
	
	
	

	 FORMCHECKBOX 
 Advance
	Amount to be paid $
	     
	 FORMCHECKBOX 
 Cash ($200 Maximum)     FORMCHECKBOX 
 Check

	
	
	
	

	 FORMCHECKBOX 
 University Prepaid Entertainment Expense
	Amount to be paid $
	     
	

	
	
	
	

	
	Purpose of Payment
	     

	
	Payee
	     
	

	
	Address
	     
	

	
	
	     
	

	
	
	
	


CERTIFICATION:
	
	
	
	
	

	SIGNATURE OF PAYEE
	X
	
	DATE
	     
	

	If within 30 days from the above ending date, I fail to account to and/or reimburse the University for all monies advanced to me, I expressly authorize the University to withhold the monies from my salary (faculty/staff) or charge my bursar bill (student) in such amounts and at such times as the University deems appropriate.

	
	
	
	
	


ACCOUNT INFORMATION:
	PROJECT MANAGER
     
	PROJECT MANAGER AUTHORIZATION

	ACCOUNT NAME
     

	
	

	Please note the following:
	

	1. An advance paid in cash is limited to $200 and may be obtained within three working days of the planned event.
	

	2. If and advance of more than $200 is required, a check will be issued not more than two weeks before the planned event.
	

	
	At Least (5) five working days must be allowed for check preparation after receipt of the advance request by the Travel Office

	3. Entertainment expenses may not be reimbursed from federal grants or contracts.
	


FOR BUSINESS OFFICE USE ONLY:
	CNAC (3)
	ORG (4)
	BC (1)
	FUND (6)
	OBJ (4)
	PROG (4)
	CREF (4)
	COMMENTS
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