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	PCAL T&E Card Request Form:  

To be used for prospective faculty candidates and departmental speakers.

	
	Revised Date: February 10, 2011                                             PRE-APPROVAL REQUIRED


Send to rita.mcguire@wku.edu for approvals at least 48 hours in advance.
	Date of Meal:
	
	*Index # 
	


	Restaurant Name:


	

	Alternate Restaurant Name:


	

	Alternate Restaurant Name:


	


Names and titles of individuals in attendance:

(If there is not enough space provided please attach roster of attendees)

	Candidate 

	1. 

	2. 

	Meals for additional guests at prospective faculty meals will be charged to department 

	3. 

	4. 

	5. 

	6. 

	7. 

	8. 


Business Purpose of Meal:

	

	


 FORMCHECKBOX 
  Out-of-town

 FORMCHECKBOX 
  Lunch

 FORMCHECKBOX 
  Dinner

 FORMCHECKBOX 
  at restaurant
 FORMCHECKBOX 
  delivery

 FORMCHECKBOX 
  pick-up

* Please remember that grant index numbers require advance email approval from Mary Nunn in the Grant Accounting office.  Attach all receipts to this document.


For Internal Audit use only:





Gratuity % 			Tax charged       Yes      No	Alcohol charged       Yes      No





Notes





Signature					Date








