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Date Submitted:

Request for Special Meal Approval
In accordance with PPM 49, S 1509 A.1.
The following documents must be submitted to the Assistant to the Vice Chancellor for Finance at least 10 (ten) days prior to the date of the event.  

(All late requests must be accompanied by a letter of explanation) Mandatory
1. Completed Request for Special Meal Approval Form
2. Completed Purchase Requisition with budget code
3. Quote from food vendor/caterer
4. A numbered list of anticipated attendees with their title and affiliation on an Excel Spreadsheet Template required for quarterly reporting
5. The vendor’s Permit to Operate from the Department of Health and Hospitals

Requestor:

Department:

Event Name:


Date of Event:

Location:

Time:

Food Vendor/ Caterer :


Please explain how providing a meal at this event is in the best interest of the college:
______________________________________________________________________________
 FORMCHECKBOX 
 Breakfast
 FORMCHECKBOX 
 Lunch
 FORMCHECKBOX 
 Dinner
 FORMCHECKBOX 
 Refreshments
Expected number of participants:
     

The original sign-in sheet(s) and original receipt MUST BE SUBMITTED to the Accounts Payable Accountant in order to receive payment for the vendor.  (Mandatory)

An electronic excel spreadsheet of the sign-in sheet must be submitted to the Assistant to the Vice Chancellor for Finance no later than one (1) week after the event.
Total estimated cost of meal
$
     

Total estimated cost per person 
$
     


The cost per person for meals cannot exceed the state rates of $9 for breakfast, $13 for lunch, $29 for dinner, $4.50 for refreshments, including tax & tips.
 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Disapproved
Chancellor/Vice Chancellor / Designee
Date

NOTE:  The Assistant to the Vice Chancellor of Finance will notify you if your request has been approved.  If food is purchased without the required approval prior to the event, you will be responsible for the cost.  (No Exceptions)
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