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Justification & Approval for Gift, Entertainment,  Award and/or Promotional Purchases
Complete this form and obtain approval prior to entertainment events and purchasing gifts, awards, or promotional items for official university business.  
Expenditure Justification
Vendor / Cost Information / Description
Approval
I authorize and certify the above purchase(s) will be incurred for official business purposes and the purchase does not inure to the private benefit of an individual.
Submit for Approval
When you click  "Submit to Accountant for Approval" this form will be sent to the Accountant for their e-signature.  
NEXT STEPS:   Accountant will send approved form to Accounts Payable and to the requestor.
Instructions for Justification & Approval for Entertainment, Gift, 
Award and/or Promotional Purchases
a. Floral Tribute - President only (page 8  - Section K-1) 
b. Greeting Cards - President only (page 9  - Section K-2) 
c. Invitations to Official University Event - President only (page 9  -Section K-2) 
d. Employee Awards (Human Resources) (page 9  - Section K-3) 
e. Gifts and Awards to Students and Others (page 9 - Section K-5) 
f. Promotional Items (page 10  - Section L)
g. Promotional Clothing (page 10 - Section L) 
h. Entertainment (page 10 - Section M)
This form must be completed and approved prior to entertainment events and purchasing gifts, awards and/or promotional items for official university business.
1.  Responsible employee completes prior to purchase. 2.  The completed form is e-mailed to the Accountant for e-signature approval 3.  Accountant will send approved form to Accounts Payable and to the requestor.
Steps to complete form:
If actual costs are significantly different from the estimates, the requestor may be contacted for further justification.
Form must be used for the following expenditures, the associated PASSHE Spending Guideline page and section are referenced below:
Proper authorization must be obtained; the responsible employee of the form cannot be the approver. Contact Accounts Payable at x4883 with any questions concerning this form.
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