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Internal Group Celebration Employee Policy 
This policy establishes the basis for university reimbursement of entertainment expenses for internal group celebratory functions. The purpose of the policy is to provide the University Community with guidelines to ensure a consistent approach to internal department/division celebratory activities. All expenditures must be in compliance with applicable laws and acceptable practices.

Reimbursement of expenses will be on the basis of costs up to a maximum of $18 per employee. Reimbursement requests must be made on a Clarkson Expense form with all applicable data completed and receipts of the expenditures included. For group functions, it is helpful to provide additional supporting documentation such as a copy of the invitation or announcement, invitation list and final number of attendees. 

It is the responsibility of the sponsoring manger to pay from non-university funds any expenses that exceed the allowable employee amount of $18. Family members invited to the event such as holidays, anniversaries, birthdays and retirement functions become the personal responsibility of the employee or the sponsoring manager. 
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