English Department – OU
Food & Beverage Request Form

This form should be filled out any time the departmental account is used for payment while dining out or catering in. In order for the department to be able to pay the restaurant/establishment, this form must be completed and a receipt/invoice (if one has been received from the establishment) MUST be attached.

Your Name: ______________________________________________

Date of Event: _______________________

Restaurant/Establishment: ______________________________________________________

Description: 	 Whom was the meal provided for, and What was the nature of this person’s visit?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________
(ex..” Dinner provided for Dr. John Doe, who was a guest speaker for the Dream Course.”.)


Describe How This Expense Benefits the University:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(ex.. “Dinner provided for Dream Course guest speaker, Dream Course leader, Dr. Dreamcourse Leader and guests to discuss lecture topics further.  The Dream Course is open to the public and further strengthens bonds between OU and the community.”)

Meal Provided: (circle one)     	Breakfast	Lunch	       Dinner	 Other

Number of Participants: ________________

List of Participants: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Total Expense (minus tax):  ______________________
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Please attach all receipts/invoices to a flat plain piece of standard size paper.  No staples.  
