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This, can become… 



… this. 











Celebratory events for employee appreciation and morale, including 
department holiday celebrations, are considered “Special Entertainment.” 



If alcohol is being served: 

1. Fund restrictions may 
apply 

2. PPM-510 form signed by 
the police department is 
required if the event was 
held on UC property 
 
 
 
 

See “Use of Alcoholic Beverages 
for a UCSD-Sponsored Event or 
Meeting” 

http://blink.ucsd.edu/travel/entertainment/overview/university-hosted/alcohol.html3.-Review-on-campus-event-requi
http://blink.ucsd.edu/travel/entertainment/overview/university-hosted/alcohol.html3.-Review-on-campus-event-requi
http://blink.ucsd.edu/travel/entertainment/overview/university-hosted/alcohol.html3.-Review-on-campus-event-requi


If more than one MyEvent is 
being processed for a single 
event, be sure to cross-
reference the other event 
number(s).  

When multiple MyEvents are 
required, also attach a 
‘general’ budget so 
approvers can reasonably 
determine the anticipated 
per-person meal expense. 

Don’t forget that catering 
vendors must have a contract 
signed by Procurement and 
Contracts prior to the event 
and submitting them through 
MyEvents for payment. 



Participant lists should include 
name, title and company 
affiliation.  However, if all 
attendees are UC San Diego 
employees, the list may include just 
the names and a comment that all 
attendees are UC San Diego 
employees. 

If family members are invited they 
must pay for their expense.   



Coming soon! 
 
 



Itemized receipts are required for 
all expenses $75 or more and for 
all special entertainment (any 
amount) 



But remember…. 

Faculty and staff morale-boosting functions, such as appreciation, recognition, length of 
service, retirement, farewell, picnics or holiday gatherings, must serve a UC San Diego 
business purpose and can be approved as special entertainment if costs are: 

• Limited to only the employees in attendance 
• Permitted under the fund source 

Meal Type Maximum Per Person 

Breakfast $26 

Lunch $45 

Dinner $78 

Light refreshments $18 

And the event should be…. 

• Cost effective 
• In accordance with the proper use of public 

funds 
• Directly associated with the conduct of 

official UC San Diego business 
• In service of a clear UC San Diego business purpose with no personal benefit 

derived by either the official host or attending employees 



Remember those per-person meal maximums! 
• You must provide a written justification if expenses exceed the per-person meal 

maximum, including reasons why the higher costs were unavoidable and necessary to 
achieve a business purpose.  

• If it exceeds 200% over the limit, the event must be approved by the Chancellor. 
• The per-person meal expense is for the entire event: 

• Includes pre-meal items (e.g., beverages and hors d-oeuvres), meal, labor, sales 
tax, delivery charges, and other service fees) 

• Does not include room rental, setup fees, media rental fees, decorations, and 
other non-meal expenses (list these under “Other”) 

Meal Type Maximum Per Person 

Breakfast $26 

Lunch $45 

Dinner $78 

Light refreshments $18 



Updating Celebrating 
Account Codes to include: 

• 637465  Celebrations – 
Employee and Non-
employee Social Events 

• 652000  Parking only 
(Travel-in-state) 

• 634502  Audio/Visual 
Services 

• 638173  Beverages – 
Alcoholic.  



Because Celebrating is a 
“Special Entertainment” 
event, Vice Chancellor or 
Designee approval is 
required. 



If you are having the event at a private residence…. 

• Follow IRS policy when making payment for services to individuals such as 
servers or cooks. 

• Remember that payment for these services is considered income to the recipient 
and must be reported to the IRS for tax purposes. 

• Collect names and Social Security numbers of recipients of payments for 
personal services. Include your contact information in the request so that Travel 
staff can obtain the Social Security numbers and enter this data directly into a 
secured application at the time of processing. 

• Contact Diana Olson, General Liability Manager at (858) 534-3820 or 
by email to learn about potential risk and ways in which to minimize it. 

 



Fund Source Restrictions 

19900A (state appropriates general 
fund) 

Any portion of meal expenses in excess of the 
allowed amounts 
Alcoholic beverage expenses or tobacco 
purposes 

199XA, 18000A-18199A (specific and 
special state appropriations 

An expense for a holiday party, or an event 
including a spouse/partner/family member. 

Contract and grant funds Alcoholic beverage expenses or tobacco 
purchases 

Other funds: 
Endowments, gifts, and all other funds 
administered by UC San Diego 

Any expenses restricted by the funding agency 

Source:  Blink: Meetings and Entertainment: Fund-Source Restrictions 

http://blink.ucsd.edu/travel/entertainment/approval/restrictions.html


What comments may we address? 
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