
Host Explanation Form 

Date of Event 

Name and Description of Event 

Location of Event 
(Venue, City & State) 

Person Hosting 
(Employee Sponsoring Event) 

What 
(Description of Items Purchased) 

Why 
(Explanation of ��usiness �Wurpose)

Please check one: Approved Expense Limit Actual Amount Amount: $ 
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Hosting Codes: Check the appropriate ��dditional Worktag Detail Code below
DC001 �t General DC010 �t Internal Staff Meetings & Staff Development 
DC002 �t Participant Costs DC011 �t Program / Business Development 
DC003 �t Accreditation / Program DC012 �t Regents 
DC004 �t Athletic Activities (on behalf of other institutions) DC013 �t
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