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This policy and its rules, guidelines and procedures replace all previous policy and/or circulars on entertainment costs.

1.
POLICY ON ENTERTAINMENT COSTS

It is the policy of Tshwane University of Technology (TUT) to allow substantiated entertainment costs to be refunded.

2.
DEFINITIONS 

“Substantiated” means all reasonable expenditure that is necessary to entertain the person(s) to the best interest of the TUT.
“Entertainment” excludes workshops, “bosberade” and only relates to social events and public relation activities.

3.
RULES

3.1
All claims for reimbursement must be accompanied by a description of the reason for the event.
3.2 Group entertainment may be against the budget of a department/division, if the private guests and/or students, exceed the number of staff members attending.  Such entertainment should therefore primarily be in the interest of the TUT.  Exceptions on this ruling must be fully motivated in writing, approved by the higher level of authority and attached to the claim form.
3.3 Departmental funds (reference FINPOL 003) may be used for entertainment where only or mostly staff members are involved with approval of a least two executive members of the department.
3.4 One year-end function per year can be funded from the budget.  The financial limit is the responsibility of the head of the cost centre and must be reasonable with a maximum of R100 per person or R150 per couple.
3.5 Farewell functions can be funded from the budget within limits, as determined by the Head of the Department and the Dean/Director to a maximum of R150 per person.
3.6 Birthday parties cannot be funded from the budget.
4.
PROCEDURE

4.1 All claims must be accompanied by the original entertainment bills.
4.2 With reference to the procedures for interim payments see POLICY ON CREDITORS-INTERIM PAYMENTS - FINPOL011.
5.
FORMS


Financial Claim Form
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