                                         
                                     SOUTHEASTERN OKLAHOMA STATE UNIVERSITY

                              MEAL EXPENSE/REIMBURSEMENT
                                       REQUEST FOR APPROVAL

     Board of Regents of Oklahoma Colleges Policy on direct purchase and/or reimbursement of employee meals when employee is not in travel status as defined by the State Travel Reimbursement Act:

     “The University must maintain internal procedures and adequate file documentation which
       are consistent with the Board Policy and which establishes (1) the public purpose of the 
       expenditure, (2) approval by the President of his/her designee, (3) the cost, and (4)   
       documentation of the reimbursement.”

1.  Event or Public Purpose:___________________________________________________

_______________________________________________________________________ 
      
2. Vendor:_________________________________________________________________ 
    
       3.    Estimated Attendance:__________________________________________________

4. 	Department Name: _______________________________________________________

5.	 Account Number: ________________________________________________________

6.	 Estimated Cost:  $_______________________

7. Submitted by: _________________________________    Date: ____________________

8. Approval: _____________________________________   Date: ____________________

9. PO Number: _____________________
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