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Claim for reimbursement of business entertaining undertaken on behalf of the Department of Materials
Name of person making claim: 
Purpose of the entertainment: 

(eg research meeting, DPhil viva, 
colloquium speaker, etc)
Nature of entertainment: 
(eg lunch, dinner, drinks)
Location of entertainment:
(ie name of restaurant, 
College, etc)
Name(s) of visitors/guests being 
hosted, and their organisations:

Names of those attending from 
Department of Materials: 
(recommend that ratio does not exceed
2 University to every 1 visitor, unless

there is a strong business case for doing so.

Please explain business case if ratio exceeded).
Signed:  ..….…………………………………………………………………………….
Date:  …………………………………………………………………………………...
NB:

1. This form must be completed for all entertainments claims to ensure that individuals do not incur income tax or national insurance liabilities.  The University will reimburse claims for business entertainment only.
2. This form must be accompanied by the usual University travel/subsistence/expenses claim form and copies of all full (not credit card) receipts, and be passed to the Finance Officer.
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