
School of Arts, Media and Engineering

Business Meals Policy and Procedures
1. Please do not let the guest pick up the tab and then be reimbursed.  Although this can be done, it requires additional paperwork to be filled out by the guest as well as the host.

2. An itemized receipt as well as the credit card receipt are required.  Originals only.

3. The gratuity cannot exceed 20%.  Please check to be sure that gratuity wasn’t already included in the bill (gratuity is generally included in bills for large groups).  Employees will not be reimbursed for any gratuity paid in excess of 20%.
4. The meal cannot exceed $40.00 per person.

5. AME will only reimburse the meals of the guest and one faculty member.

6. If you have alcohol, please insist on a separate tab and pay for the alcohol separately. ASU cannot reimburse for alcohol.
7. When dining with a faculty candidate, please take them to restaurant other than Tricks since this is where Thanassis will take the candidate for dinner.

8. Tape receipts to 8½” x 11” sheet of paper, fill out the Business Meals Form and submit all documentation to the Accountant Associate.
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