	Glenville State College Hospitality and Event Information Form

	Event Information

	Name of Event:
	

	Date of Event:
	     

	Purpose of Event:
	     

	Location of the Event:
	     

	Attendees of the Event:
	     

	(Example of Attendees:  Students, Staff, Faculty, Guests, Boards, Visitors etc…)

	Number of Attendees:
	     

	Purchasing Card Order # or Requisition #:
	     

	Fund:
	     
	Orgn:
	     
	Account:
	     

	Fund:
	     
	Orgn:
	     
	Account:
	     

	Fund:
	     
	Orgn:
	     
	Account:
	     

	Vendor Information

	Vendor Name:
	     

	Vendor Address:
	     

	Vendor Address:
	     

	City:
	     
	State:
	     
	Zip:
	     

	Hospitality Information

	Quantity
	Description
	Breakfast, Lunch, Dinner
	Cost

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Grand Total:
	     


