Documentation of Business Purpose of Meals with Alcohol
Effective July 1, 1994, the University began requiring, as a result of an IRS audit, documentation of attendees and business purpose for meals charged to a University fund. Maximum alcohol purchase is $20.00 per person. The Dept Fiscal office must retain this information for the IRS audit purposes.  In order to comply with the University’s policy I will need to know the following about your purchase:

Date of Meal ___________

Location of Meal _________________________________________________
Purpose (be specific - “meeting” is not acceptable purpose)

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Description of Group (list names & affiliations if less than 10; if more than 10 attendees list number and their affiliation, e.g., 10 graduate students & 1 staff member).

Name



                     Affiliation
________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

________________________

_______________________

 Submitted by
__________________________ Date _______

COMPH/OHS authorization to debit the specified fund subject to the applicable provisions of the Alcohol at University Events Policy (http://legal.ohio-state.edu/alcohol.html) and the University Expenditure Policies (gopher://sysdev1.ctlr.ohio-state.edu:70/00/Accounting/University%20expenditure%20 Policies)


_____________________________________________                ______________________________

Robert Bornstein, Senior Associate Dean for Academic Affairs          Date

College of Medicine and Public Health

