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clarification is needed, please contact the Vice President of Administration and Finance Services 
or the Director of Accounting. 
 
1) College-hosted functions where College personnel host or welcome a non-employee guest 

or visitor, or a group of such persons, for the benefit of the College. 
2) College-hosted commencement ceremonies and associated receptions and events. 
3) College-hosted employee or student recruitment activities where food and beverages might 

be served. 
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D. PAYMENT PROCEDURES 
 

Expenses for business functions are to be paid using a Procurement Card, 
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REQUIRED APPROVALS NAME/SIGNATURE DATE 

Originator(s) Name(s) Carol Hoglund, Administration and Finance Vice President 6/16/15 

Approval by President's Cabinet   9/22/15 

Ratified by College Council Chad Marley, College Council Co-chair 9/25/15 

Approval by President (Signature) 
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