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Introduction

6DQ -RWWBBWLYHUZVORESW G BQRUOMRZDEOH DQG USDW B (BN H KW O \
UHODWHGWRRL W WK H D FRAQLEXF VLR KRQ Y HE XV MQ HUW RIQUWY KWG HO L Q H
VSHFLKH{Q LW HD @ BWWA DR RQ GR/DWDEH XV H GX FIRKUSX U S KWHS/S WTRYD O R
7UDQVDPVIRRRS S ORHAVQWY KQGW D VH R HI KL GWDDQL]DWLRJS'S P Q
SEFHGXWHMWJ WKRVHKXQIE \ X Z OHOLRDBRRH UW DR RBWSRHQ V H VSRIRNIRH V
WUDYRQDLQIL YEDUMLQHVY S5HIHU WR DAWKIHO FIXR SXVIR U SARICRWFRE FIR/ YRIU L Q J
H[SHQVHV 7KHVH JX LEAHRUQGDIQMEIKSS L0QSRQKPE H U +RVSLWDOLW\
3D\MQW RUPE XUV HP HSHD RH \(

What is Hospitality?

+RVSLWBKOA WU R YRLRIRFGQYHH) D J H RIVK $I W QHE L WWOLDHREIB WAL Y L VBIHHFY. DRU Vv
HYHORAKM SXHBRWBBRWLQJ DQG KHRMWHRIOPEQWY HUV LW\

Allowable Expenses and E vents

'KHQ D XQLURSORWHH DFWYFDLRWDMHRRFFDVOREQ WKHVEBRYPHQWHRI W
$SSURYLQJ HUNBEOBDWY MQWKIMWLQ BHVIR SR RS H UV EMDO HUWN YCH WHE
RITLFL DO RURK/HLWY QIR 8/Q R\HKIW HTS H Q G LXWQGRHI RSRIW VB RW D (R EW F
HITHFWLYH DQG L QLD WRRACH) R HOIDRE) G R VS L W CBBHIQW\HIN] L
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VWXGHQW DWKOHWHY DQG UHFUXLWY PXVW EH LQ DFFRUGDQFH ZLWK W
DQG SURFHGXUHV RI WKH LQWHUFROOHJLDWH DWKOHWLF DVVRFLDWLR(
&ROOHJIJLDWH $WKOHWLF $VVRFLDWLRQ

OHDO ([SHQVHYV

"KHQ WKH XQLYHUVLW\ LV KRVW RU VSRQVRU WR RIILFLDO JXHVWV RU F
RUJDQL]DWLRQ PHDOV RU OLJKW UHIUHVKPHQWY PD\ EH SDLG IRU RU L

OHDOVLRWMOUHVKPHQWY SURYLGHG WR HPSOR\HHYVY PD\ EH SHUPLWWHG
LQIUHTXHQWO\ DQG DUH UHDVRQDEOH DQG DSSURSULDWH WR WKH EXYV
SURYLGHG WR HPSOR\HHVY RQ D IUHTXHQW RU URXWLQH EDVLV DUH FRQ
DUH WKHUHIRUH QRW SHUPLWWHG XQGHU WKLV SROLF\

OHDOV PHvW QHFHVVDU\ DQG LQWHJUDO SDUW RI WKH EXVLQHVYVY PHHWI
FRQYHQLHQFH )RU H[DPSOH UHLPEXUVHPHQW ZLOO QRW EH DOORZHG
WRR WR OXQFK WRJHWKHU WR FRQWLQXH WKHLU EXVLQHVY DV DQ LQFL
PHHWLQJ FRXOG KDYH EHHQ VFKHGXOHG GXULQJ QRUPDO ZRUNLQJ KRX

OHDOV RU O
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Approval of Transactions

7KH $SSURYLQJ 2IILFLDO IRU WKH GHSDUWPHQW UHTXHVWLQJ SD\PHQW R
DSSURYDO E\ HOHFWURQLFDOO\ DSSURYLQJ RU VLIJQLQJ WKH 'LUHFW 3D\P
3UR&DUG UHFRQFLOLDWLRQ UHSRUW S5HLPEXUVHPHQW RU 5HTXLVLWLRQ

WKDW FOHDUO\ LQGLFDWHYVY WKH SXUSRVH IRU WKH H[SHQVH XQLYHUVLW)
ZKHWKHU WKH HYHQW ZDV DWWHQGHG E\ DQ RIILFLDO JXHVW V RI WKH X

DSSURYLQJ WKHLU RZQ H[SHQVH UHLPEXUVHPHQW DQG VXERUGLQDWHYV IL
RI WKHLU VXSHUYLVRU

Justification and Support Backup Documentation Requirement
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Federal Officials: )HGHUDO JRYHUQPHQW HPSOR\HHV HOHFWHG UHSUHVHQWDWL
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https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/trust-fund-guidelines.php
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" 2WKHU 8QLYHUVLW\ 7TQURBWHWXMHGEWR BWXUFKDVH DOFRKRO RU WREDF

JHGHWRU ORFDO JRYHUQPHQW FRQWUDFW DQG JUDQW IXQGV PD\ E
RQO\ LI VXFK H[SHQVHV DUH VSHFLILFDOO\ DXWKRUL]HG LQ WKH FI
DQG RQO\ WR WKH H[WHQW DQG IRU WKH SXUSRVHV DXWKRUL]HG

DJHQBFQG 8QLYHUVLW\ SROLF\ WKH VWULFWHU Rl WKH WZR SROLFL

Professional a nd Continuing Education (PaCE)
,QD F FR U BDLQFKA F X MRLLYG HR) 3D &(QGIQGIQ
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https://calstate.policystat.com/policy/6741737/latest/
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=89904.&lawCode=EDC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=89904.&lawCode=EDC
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Table 1. Funding Sources for Payment of Hospitality Expenses
Professional
Hospitality Expenses CSu and Other Auxiliary
pitality =xp Operating Continuing University Organization
Fund Education Trust Funds Funds
(PaCE)
$OFRKROLF %HYHUDJHV 1R 1R 1R <HV

(QWHUWDLQPHQW 6HUYI
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https://www.sjsu.edu/fabs/docs/hospitality_expense_justification.pdf
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/petty-cash.php
https://www.sjsu.edu/fabs/services/p2p/pay/procard.php
https://www.sjsu.edu/fabs/services/p2p/pay/requisition.php
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=89904.&lawCode=EDC
https://www.sjsu.edu/fabs/docs/travel_guide.pdf
https://www.sjsu.edu/fabs/how-we-can-help/policies-guides/trust-fund-guidelines.php
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University Departments

&ROWUDFWYV
KWWSV zzZzZ VMVX HGX IDEV VHUYLFHV FRQWUDFWY LQGH[ SKS

SURFXURD\
KWWSV 7Zz7ZZ VMVX HGX IDEV VHUYLFHV S S LQGH[ SKS

6SDUWDMBMOWHULQJ
KWWSV GLQHRQFDPSXV WRPWNMVYVXQIHOFRPH

30 HDARQ W DB WQ)F H & RZQ @HOFMX H V WD RRX\A RW S L WRI0GMOE\G R L O
ILODQFHFROQQHFRASNRI@N HG X
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https://www.sjsu.edu/fabs/services/contracts/index.php
https://www.sjsu.edu/fabs/services/p2p/index.php
https://dineoncampus.com/sjsu/welcome-to-catering
mailto:financeconnect@sjsu.edu



