[bookmark: _GoBack]USF FOUNDATION, INC.
USF EVENT BUDGET FORM
*EFFECTIVE 10/12/10 THIS FORM MUST BE ATTACHED TO ALL CHECK REQUESTS REGARDING STAFF/FACULTY MEETINGS, RETREATS, PARTIES, RETIREMENT, GOING AWAY, HOLIDAY AND ALL OTHER SIMILAR EVENTS WHERE THE ATTENDEES ARE PRIMARILY USF STAFF and FACULTY.

DEPARTMENT: ____________________________________________
COLLEGE:_______________________________________________
EVENT:__________________________________________________
DATE:__________________
INITIATOR:__________________

EXT:____________


VICE PRESIDENTIAL APPROVAL:___________                                             _______           DATE:__________________


____
Revised 02/25/14 ovm
image1.emf
TOTAL COST OF FOOD:

DECORATIONS:

ENTERTAINMENT:

TABLEWARE/SUPPLIES:

MISCELLANEOUS: (clarify what these items are 

in the space provided )

TOTAL COST OF PARTY/EVENT: $0.00

ANTICIPATED # OF GUEST: 0

TOTAL COST PER  PERSON: #DIV/0!

REMINDER…...Per USF Foundation Policy

The total maximum allowable expense to be paid from USF Foundation funds for employees 

 is $20 per attendee. Any amount in excess of $20 per attendee will require Vice Presidential 

approval on all the check requests related to the event & also signature of approval should be 

be on the budget form.
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