
Hospitality Authorization Form 
Hospitality information 

Complete this form using Adobe (not web browser) and submit to Dean/AVP or designee for signature. 

Date(s): Event name or item description: 
(Attach flier if available)

REQUIRED: Direct or indirect benefit to the CSU to be derived from this expense: 

 

✔ Please indicate the nature of the expense by checking the appropriate item(s) and funding source to be used: 

Food & beverage (excluding alcohol): 

1) for CSUDH event or meeting for employees only that furthers the educational mission of the campus (requires VP or designee
approval) (limits apply) – agenda required

2) including official guests for business meeting or event that furthers the educational mission of the campus (limits apply) –
agenda or flyer required

3) for morale-building and appreciation activities that serve a business purpose (limited to 12 times per year and excludes
personal milestones such as retirement, farewell, birthday, baby, etc.) (requires VP or designee approval) (limits apply)

MEAL: (check all that apply)   

     Breakfast ($30 max per person) 
     Lunch ($35 max per person) 
     Dinner ($60 max per person) 
     Light Refreshments ($20 max per person) 
     Campus-wide/public event (cost per-person N/A)             

  REQUIRED: Please provide justification as to the reason why a meal is a 
necessary and integral component of this event or meeting and attach 

agenda if available. 

✔ Please indicate the nature of the expense by checking the appropriate item(s) and funding source to be used: 

Other: 

Promotional Items (clothing may not be given to employees) 
Awards or Prizes to students for academic excellence* (subject to IRS reporting and Financial Aid reporting) or to employees 
for exceptional contributions, including length of service official award presentation (no food or beverage) for at least 5 years 
of service (subject to IRS reporting)  
ITEM    TY    P E :                                                                                                                  Gift card      $50                       max  (Gift Card Authorization form req'd)          Non-monetary item $100 max
Incentive for participation in research funded survey/study, door prize drawing (excludes raffles), Toro Rewards, or distribution of 
Campus Food Pantry meal vouchers (subject to reporting)  

Entertainment services for public event or meeting with business purpose (décor, equipment and venue rental, music, performers) 

Entertainment event (tickets, recreational, sporting) (requires President or designee approval) 

Sponsorship involving attendance at community event (attendee info required below) 

Not allowable with State funds; may be allowable with Foundation, ASI, or LSU in accordance with their respective policies:** 
Alcoholic Beverages & Tobacco Products 
Gifts (gift card, gift basket, flowers, cards, CSUDH promotional items) for anyone for bereavement, birthday, wedding, anniversary, 
baby shower, retirement, farewell, get well, thank you, appreciation, recognition, etc. 
Membership in social organization 

** Please check with Foundation, ASI, or LSU for approval to use auxiliary funds.

ITEM TYPE:  Gift card $50 max (Gift Card Authorization form req'd)         N         on-monetary item $100 max

REV. 10/17/2022
*Graduation sash/cord info:

https://www.csudh.edu/accounting-services/ap/hospitality/
Accounts Payable
Graduation sashes/cords
Graduation sashes, cords, and the like:If given to only select students as an award for a particular accomplishment (honors), it is a Hospitality award and is allowed using State funds (simply graduating is not considered a particular accomplishment in this case).If given to all participants (no particular accomplishment) but the students paid a fee that includes the cord/sash, it is allowed and is not Hospitality but rather a program expense (must be stated on expense and deposit transmittal showing deposited student fees must be attached to backup).If given to all participants (no particular accomplishment) but the students DID NOT pay a fee that includes a cord/sash, it is a gift and is not allowed using State funds.



Participants/recipients/attendees and their department, organization, or affiliation: 

Check this box if hospitality is campus-wide or open to the public. If not, complete the chart below. 
Check this box if hospitality is being provided to an employee’s spouse, domestic partner, or significant other and complete 
the chart below. (requires President or Designee approval) 

NAME DEPT/ORGANIZATION/AFFILIATION 
(May be substituted with sign-in sheet, but MUST include their department, organization, or affiliation) 

Requested by: Date: Dept ID: 

Approval 

Dean/AVP/Designee: Signature: Date: 

  If this box is checked, Vice President/Designee approval is required for employee-only meal: 

Name: Signature: Date: 

 If this box is checked, President/Designee approval is required for entertainment event, or inclusion of 
  employee’s spouse, domestic partner, or significant other: 

Name: Signature: Date: 

 If this box is checked, you must also attach a Gift Card Authorization Form. 

REV. 10/17/2022

Accounts Payable
How to apply signature
Add signature using Fill & Sign tool. Please use DRAW or IMAGE option so the signature can be validated against the Signature Authority on file for auditing purposes.

Accounts Payable
How to apply signature
Add signature using Fill & Sign tool. Please use DRAW or IMAGE option so the signature can be validated against the Signature Authority on file for auditing purposes.

Accounts Payable
How to apply signature
Add signature using Fill & Sign tool. Please use DRAW or IMAGE option so the signature can be validated against the Signature Authority on file for auditing purposes.

https://www.csudh.edu/Assets/csudh-sites/accounting-services/docs/gift-card-cash-equivalent-purchase-authorization.pdf
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	Event namedescriptiondates: 
	promotional items: Items that display the name, logo or other icon identifying the University such as a keychain, coffee mug, calendar, or clothing. Promotional items are distributed to provide information and/or promote the name or image of the University.
	Button10: 
	Awards or prizes: GIVEN TO STUDENTS: It is the responsibility of the department conferring the award or prize to notify the Financial Aid Office of cash and cash-equivalent awards and prizes provided to students, including the student identification number of award recipients. Departments also are responsible for reporting non-cash awards or prizes provided to students to Accounting Services staff, who are responsible for tracking the cumulative value of non-cash awards or prizes and notifying the IRS should the cumulative value of non-cash awards meet or exceeds $600 during a calendar year, which the University is required to report as income to the recipient.
	Button8: 
	1: 
	1: 

	0: 
	1: 
	0: 
	0: 
	1: 

	1: 
	0: 




	Button18: 
	1: 
	0: 
	0: 
	1: 


	employess only: CSUDH faculty, staff, student employees, Auxiliary employees
	official guest: 
	0: 
	0: A person invited by an official host to attend a University meeting, conference, reception, activity or event. Examples of official guests include employees visiting from another work location, donors, candidates for University faculty, staff or administrative positions, students, volunteers, members of the community, or media representatives. Students attending a meeting or event in their role as student assistant employees are not official guests under this policy. For hospitality purposes, employees of auxiliary organizations are not considered guests.


	limits apply: Hospitality provided to employees may be permitted when it serves a University business purpose. Meals or light refreshments provided to employees may be permitted if the expenses occur infrequently, are reasonable and appropriate to the business purpose.  Meals or light refreshments provided to employees on a frequent or routine basis are considered taxable income by the IRS and are therefore not permitted under campus policy. Meals or light refreshments:• should be limited to no more than twelve times per year, per group or department. A two-day meeting should be counted as one event in determining policy compliance. • provided in the course of a business meeting must be modest and reasonably priced. The maximum per person rate includes the total cost of food, beverages, labor, sales tax, delivery fees, tips or other service fees.
	Button2: 
	0: 
	1: 

	sponsorship: 
	0: Contribution to the cost of an event in return for advertising the University. This includes the cost of a vendor table to promote the University.

	social org: University clubs, athletic clubs, civic organizations and other membership organizations that provide a venue for hosting hospitality or a means for promoting goodwill in the community.
	employee award or prize: 
	0: 
	0: GIVEN TO EMPLOYEES: It is the responsibility of the department conferring the award or prize to notify Payroll of cash and cash-equivalent awards given to employees. Furthermore, departments are required to complete forms STD 676P for cash & cash equivalent awards and STD 676V for non-cash awards, and submit them to Payroll for processing. The Payroll department will enter the employee's SSN information on these forms.


	awards: Awards to employees for exceptional contributions, years of service, superior accomplishments and to students for excellence, are authorized by statute [EC §44015]. Cash and cash-equivalent awards may not exceed $50; non-cash awards may not exceed $100. Subject to reporting requirements.
	prizes: Prizes may be given for participation during events such as employee appreciation event, student activity events sponsored by either campus departments or student orgs. Cash and cash equivalent prizes may not exceed $50; non-cash prizes may not exceed $100. Reporting requirements apply. 
	Event name or description: 
	Date(s): 
	door prize: 
	door prizes: Door prizes do not generate revenue. Eligibility to win a door prize is extended to all event participants without the requirement to purchase a ticket for the drawing.
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	Check Box3: Off
	Text1: GIVEN TO STUDENTS: It is the responsibility of the department conferring the award or prize to notify the Financial Aid Office of cash and cash-equivalent awards and prizes provided to students, including the student identification number of award recipients. Departments also are responsible for reporting non-cash awards or prizes provided to students to Accounting Services staff, who are responsible for tracking the cumulative value of non-cash awards or prizes and notifying the IRS should the cumulative value of non-cash awards meet or exceeds $600 during a calendar year, which the University is required to report as income to the recipient.GIVEN TO EMPLOYEES: It is the responsibility of the department conferring the award or prize to notify Payroll of cash and cash-equivalent awards given to employees. Furthermore, departments are required to complete forms STD 676P for cash & cash equivalent awards and STD 676V for non-cash awards, and submit them to Payroll for processing. The Payroll department will enter the employee's SSN information on these forms.
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	CFO required: Yes
	President date: 
	President name: 
	P required: Yes
	VP name: 
	0: 

	VP date: 
	VP required: 
	0: Yes

	Dept ID: 
	Date: 
	Requestor: 
	Dean date: 
	Dean/AVP name: 


