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	REQUEST FOR PRE-APPROVAL OF MEETING / EVENT WITH TOTAL COST 
OF $1,500 OR MORE


           DATE:
____________________

You must complete and submit this form, and the request must be approved, BEFORE any requisition or Purchase Order numbers are secured (see instructions on page 2), 
	Department Name:__________________
	Division Name:_____________________
	

	Preparer Name:_____________________
	Phone #:_______________
	Email:____________________________

	Name of Meeting / Event: 
	_____________________________
	Date(s): __________________________

	Purpose of Meeting / Event:
	_____________________________ 
	Location: _________________________

	Approximate Number of Attendees:
	_____________________________
	

	
	Department Code:_____________
	FAU: _____________________________ 


	 FORMCHECKBOX 
 Audio-Visual Equipment
	$
	 FORMCHECKBOX 
 Parking
	$

	 FORMCHECKBOX 
 Catering
	$
	 FORMCHECKBOX 
 Transportation
	$

	 FORMCHECKBOX 
 Gratuity/Labor Charges
	$
	 FORMCHECKBOX 
 Tax
	$

	 FORMCHECKBOX 
 Guest Rooms
	$
	 FORMCHECKBOX 
 Other (please list)
	$

	 FORMCHECKBOX 
 Meeting Rooms
	$
	ESTIMATED TOTAL COST:
	$


	Reason for Meeting / Event:
	


	TO UNIT MANAGER OR DIRECTOR                                                         
	Date: 




	Signature: ______________________________________________
 
	Date: _______________


	TO ANR BUDGET OFFICE REVIEWER:______________________
	Date: 

______

	Funding Capacity: 
 FORMCHECKBOX 
 Department Has Sufficient Capacity

Comments/Explanation:

	 FORMCHECKBOX 
 Unrestricted Funding


 FORMCHECKBOX 
 Restricted Funding 


	Signature: 

 
                  Jennifer Bunge, Director ANR Budget
	Date: 
__


	TO DEPARTMENT OR DIVISION HEAD                                        
	Date: 




	Signature: _________________________________________________
 FORMCHECKBOX 
 Barbara Allen-Diaz, Vice President

 FORMCHECKBOX 
 William Frost, Associate Director
 FORMCHECKBOX 
 Jan Corlett, Chief of Staff
	Date: _______________



ANR EXEMPT FROM OP PRE-APPROVAL

INSTRUCTIONS FOR PRE-APPROVAL OF MEETING / EVENT WITH TOTAL COST
OF $1,500 OR MORE
This form must be used to request pre-approval of a meeting or event with an estimated TOTAL COST of $1,500 or more.  Approval must be secured before any purchases are made or agreements/contracts are signed.
a. The Preparer completes the form in its entirety, making sure the request is within policy guidelines.  Please refer to BUS-79 – Expenditures for Business Meetings, Entertainment, and Other Occassions.

Required Supporting Documents:

· Invitee list w/ Title and Organization 

· Food and Space Rental Detailed Price Quote

· Who is paying for rooms?

· Is alcohol included?
b. The Preparer submits the form to the Unit Manager or Director for review and signature.

c. The Preparer submits the form electronically the ANR Budget Office.

d. The ANR Budget Office will review the form and if funding is verified, send the form to the Department* or Division Head** for pre-approval.

e. A signed copy of the Pre-Approval Form will be returned via email to the Preparer.

f. If pre-approval is granted, it is now permissible for the Department to proceed with planning the meeting / event.  A copy of this Pre-Approval Form must be included in the supporting documentation for all Purchase Orders or requests for Purchase Orders related to the meeting / event.
* The Department Head is defined as the person at the level of Vice President, Associate Vice President, or Assistant Vice President.

** The Division Head is defined as the person at the level of Executive Vice President or Senior Vice President.
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