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	Hospitality Form


This form should be used to support an expenses claim related to entertainment for University business.  This form should be used to record information about all of the attendees.

Please complete this form using clear, block capital letters, sign and date.  Please ensure that full details of the event are provided to enable the University to comply with Inland Revenue requirements.

Pass this form and your expenses claim form to your departmental office for processing.  Once this form has been signed by an authorised signatory, please return to Pay & Pensions Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN.
	


	Name

Title, Initials, Surname
	Status
Staff, Student, Visitor, 

Partner/Relative/Other
	Department or organisation represented by external guest (if applicable)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Details and purpose of event: 
	

	

	

	

	


