Global Connections
The “How To” steps for international dinner
· Secure a date at the Schaible House through Activities and Housing

· Put together a grocery list and estimate the cost of the groceries

· Complete an Entertainment Expense Approval Form. You may obtain this form from the club advisor or Activities and Housing.  Note: It may take a week to receive approval.
· Once you receive approval, complete a Purchase Requisition Form.  Note: This too may take a week to receive approval.
· Once you have the Purchase Requisition Forms approved, you will need to ask for the Purchase Order forms.

· When you have the Purchase Orders, you may go buy your groceries. Fred Meyer will take the Purchase Order form at the cashier and a print out the items that have been bought will show up on the form.   If you are buying food from Costco, Activities and Housing has a credit card and membership card that is to be used.  You will need to request the use of the card and come by and pick it up, also remembering to return it with in 24 hrs.

· The original receipt from Costco and the Purchase Order form from Fred Meyers need to be turned into the Club president or advisor ASAP.

· And the last note: Be sure to make copies of all the forms with all the approvals and do NOT over spend what you estimated!
· Have a great dinner!
