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Entertainment Certification Form
	What was your event?  Meeting, conference, orientation, workshop, roundtable, reception, student activity, etc.

	

	What was the business purpose of your event?  How is/was it related to or associated with Berkeley Law business?  You may leave this box blank if you attach a flyer, invitation, webpage printout or similar item describing your event.

	

	Was this a breakfast, lunch, dinner or light refreshments:

	

	What is/was the date of your event?  
	If your event has already taken place, how many guests attended?  

	
	

	If your event has multiple dates, please list dates or describe the frequency (weekly, every other Monday, etc.)
	If your event is in the future, how many guests have you planned for?

	
	

	Where did/will your event take place?  Use “campus” for UC Berkeley, “Berkeley” for local off-campus locations, or a city name for other locations.

	

	What is the payment amount?  You may leave this blank if the amount is not yet known.  
	Who will receive the payment?  This is the name of the individual to be reimbursed or the name of the business to be paid.  Include SID if recipient is a student (some share similar names).

	
	

	If the amount of the per-person meal cost exceeds the maximum allowed, please attach a copy of the Dean’s approval.  See the form instructions for per-person meal limits.

	

	Host’s Certification Statement:

I hereby certify that the information herein is a true statement of the expenses incurred by me, that such entertainment/meeting expenses were incurred for official University business purposes, and that I have submitted original receipts for all expenses, as required by University policy.

	Host’s name (print):  
	Host’s signature:

	
	

	Chartstring approver’s name (print):  
	Chartstring approver’s signature:

	
	

	Chartstring (you may leave the account code blank - student journals may leave this box blank):   

	

	Certification Form preparer’s name and phone/email: 
	Date form was prepared:

	
	

	If this is a Berkeley Law student journal, include the journal name or acronym: 
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