
B
usiness Purpose O

verview
TYPE O

F 
EXPENSE:

TR
AVEL

EN
TER

TAIN
M

EN
T

G
IFTS

R
EQ

U
IR

EM
ENTS:

B
usiness purpose for the 

expense or the business 
benefit gained or 
expected to be gained.

•D
ates left and returned

•D
estination or area of travel 

(city and state).

•D
ate of entertainm

ent
•Location of entertainm

ent 
(generally on receipt)
•N

ature of business      
discussion or activity
•Identities of persons w

ho took 
part in the activity

•D
ate of the gift

•D
escription of the gift

•Inform
ation about the 

recipient that docum
ents 

their business relationship
to S

H
U

AC
CEPTAB

LE 
B

USIN
ESS 

PU
RPO

SE

•A
irline ticket purchased for 

trip to A
tlanta, G

A on Feb 12 
through 15, 2005 to attend 
recruiting event.
•H

otel expenses for 
N

A
C

U
B

O
 conference I 

attended in P
hiladelphia, PA 

from
 M

ay 23-25, 2005.

•M
eeting w

ith John S
m

ith and 
M

ary Jones on M
arch 15, 2005  

to discuss donor cultivation 
strategies.
•M

eeting w
ith B

usiness faculty 
to discuss m

arketing student 
project on M

arch 15, 2005.

•S
ent flow

ers to M
ark 

Johnson, alum
nus, on 

A
ugust 9, 2005 to thank him

 
for his donation to S

H
U

.
•P

urchase of C
D

s and D
V

D
s 

to use as prizes for student 
contest held at B

oland H
all 

on M
ay 7, 2005.

U
NAC

C
EPTAB

LE 
B

USIN
ESS 

PU
RPO

SE

A
ny description that does not 

clearly identify the nature of 
the trip:
•S

im
ply w

riting “hotel bill”, 
“conference registration”, or 
“airline tickets for student 
trip” is insufficient.

A
ny description that om

its the 
attendees and/or the business 
discussion:
•S

im
ply w

riting “Lunch w
ith 

John S
m

ith” or “departm
ent 

lunch” is insufficient.

A
ny description that does not 

clearly state the business 
benefit gained or expected to 
be gained:
•S

im
ply typing “flow

ers”, 
“prizes”, or “thank-you gift” is 
not sufficient.

For additional inform
ation, please refer to Travel P

olicy 105.5 w
hich can be found on the S

H
U

 w
ebsite using 

the follow
ing path: http://adm

in.shu.edu/procurem
ent/bpp/105.5.htm

l.  You m
ay also access this w

ebsite via 
P

aym
entnet by clicking on “Links” at the w

elcom
e screen.


