LIBRARY ENTERTAINMENT PRE-APPROVAL REQUEST FORM
When planning an entertainment event, the host must acquire advance approval from his/her supervisor, unit head, or AUL/Director.  Exceptional entertainment requires the University Librarian’s pre-approval.  Failure to get necessary pre-approval may result in UC refusing to pay the bill or reimbursement.  In that case, either the vendor or the host may end up having to personally cover the cost.
A.
To be completed by the official host before the event for pre-approval:
1. Host name:      


2. Date of event:      

3. Type of event:  FORMCHECKBOX 
-Breakfast;     FORMCHECKBOX 
-Lunch;     FORMCHECKBOX 
-Dinner;     FORMCHECKBOX 
-Light refreshments

4. Type of entertainment:
 FORMCHECKBOX 
-Business meeting hospitality;
 FORMCHECKBOX 
-Prospective donor/employee;   

 FORMCHECKBOX 
-Official visitor/guest;
 FORMCHECKBOX 
-Annual retiree/staff recognition party
5. Explicit business purpose:      

6. Estimated number of attendees including host:      

Will all attendees be UCB employees?  FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes

7. Venue:      

8. Caterer (if applicable):      


a. Does the caterer accept payment by credit card? 
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes

b. Does the caterer require a deposit? 
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes
9. Attach an itemized quote if available.  Otherwise, enter the estimated costs 
a.
Combined food, beverage, tax, gratuity, service, and delivery cost: $     

b.
Set-up, room, and equipment rental fees: $     

c.
Other expense (please enter the cost and describe):      

10. Chartstring to be charged:      


11. Will alcoholic beverages be served?  FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes
If Yes, will alcohol be paid by the Library?  FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Yes

12. Check all exceptional circumstances that apply.  

 FORMCHECKBOX 

Estimated per-person maximum is exceeded.  - The per-person rate is calculated by taking the sum of the food, beverage, tax, gratuity, service, and delivery costs and dividing it by the actual number of attendees.  The maximum amounts per person are $31 for breakfast, $54 for lunch, $94 for dinner, and $22 for light refreshments.  In addition to the required exceptional pre-approval, you must attach a written justification indicating why higher costs are unavoidable and necessary to achieve the University business purpose of the entertainment.
 FORMCHECKBOX 

Employee morale-building activity: Annual retiree/staff recognition party
 FORMCHECKBOX 

The cost of meals or light refreshment will be provided to the spouse/partner of a university guest or host.  - This expenditure may be reimbursed if their presence serves a bona fide University purpose.  Attach a written justification.
 FORMCHECKBOX 

Cash contributions are included in a fundraiser fee.  - If a nonprofit community or charitable fundraising event includes a cash donation as part of the meal or registration fee, an exception must be granted BEFORE the fee can be paid by the University. The exception request must certify that the employee's participation in the event has a documented business purpose or fulfills the University's role within the community.

 FORMCHECKBOX 

Tickets are included as part of the entertainment.  - The University may pay the cost for tickets to a sporting, theatrical or musical event furnished to a prospective donor or employee in connection with the conduct of official University business. NOTE: This does not pertain to tickets purchased as part of a course requirement.

B.
To be signed by the host’s supervisor, unit head, or AUL/Director prior to the entertainment event.  If the entertainment expense is exceptional, then only the University Librarian’s pre-approval is required.  E-mail pre-approval is acceptable.
As the authorized person to pre-approve entertainment expenses of the host, I have determined the following:

· The planned expenditure serves a clear and necessary business purpose of benefit to the University;

· The planned expenditure of funds is reasonable, cost effective, and in accordance with the best use of University-administered funds;

· The planned expenditure is allowable and does not create taxable income for an employee or student;

· Funds are available and the planned expenditure is allowable under the specified fund source, and

· Any alternatives that would be equally effective in accomplishing the desired objectives were considered.
Pre-Approval Signature (E-mail is acceptable)
Date
· Please return this to the host after signing.
C. The Faculty Club and Women’s Faculty Club procedures:
https://www.lib.berkeley.edu/Staff/las/lbs/entertainment/hosting-a-meal-at-the-faculty-club-or-womens-faculty-club 
Entertainment procedures for everything else:

https://www.lib.berkeley.edu/Staff/las/lbs/entertainment/planning-an-entertainment-activity 
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