
C H E C K L I S T

Redact Personal Identifiable Information 

Provide detailed business purpose

Attach itemized receipts (greater than $75) 

Add attendees for events w/less than 100 attendees

Check Report Timeline to confirm Approval Workflow

Ensure that the correct Event Type is selected

Include detailed explanation for guests/spouses  

https://blink.ucsd.edu/technology/security/user-guides/personal-info.html
https://blink.ucsd.edu/technology/security/user-guides/personal-info.html
https://blink.ucsd.edu/travel/entertainment/index.html
https://blink.ucsd.edu/travel/entertainment/overview.html
https://blink.ucsd.edu/travel/entertainment/overview.html
https://support.ucsd.edu/services?id=kb_article_view&sysparm_article=KB0032023
https://blink.ucsd.edu/travel/_files/events-handout
https://blink.ucsd.edu/travel/entertainment/event-examples.html
https://blink.ucsd.edu/travel/entertainment/standard-special.html#Special-Entertainment
https://blink.ucsd.edu/travel/entertainment/standard-special.html#Special-Entertainment

