
Campus Life 
F&E Pre-Event 

Approval Process

Submit completed ERF 
to DOS Office-Attn 

D.Onitsuka

Supporting 
Documentation 

needed:

1) Copies of Flyers, Invitations, emails, 
etc…
2) Attendee list.
3) Expense details of meals to be served 
    (ie., catering eventor order, requisition, etc..)

4) If Spouse  and/or Partner are attending,   
      attach a justification memo stating   
      how their participation benefits the   
      event and serves as the university’s 
     core mission. (Always considered Top-   
     Level)

         If Alcohol is being served – attach 
the following:

1) Attach justification memo stating how 
serving of alcohol benefits the event and 
serves the university’s core mission.

2) For campus events with 50 or more 
participants, include a copy of Campus 
Police Notification submittal to   
Police@ucsc.edu  (see example).

3) Attach signed copy of Campus 
Alcoholic Beverage Policy Addendum (see 
example).  
https://financial.ucsc.edu/Pages/
Entertainment_EventExpenseGuide.aspx
#policy_resources

DOS Office reviews and 
forwards to AVC and/

or EVC office for 
signatures

Once signatures are 
obtained by AVC and/
or EVC, DOS Offc will 

approve CruzBuy 
Req(s) as F&E 

Approver and upload 
the signed ERF onto 

CruzBuy.

Units to initiate CruzBuy 
Reqs through Org 

Approval only

If Reqs are not 
provided upfront, DOS 

office will contact 
requestor.  Please be 
prepared to provide 
all associated Reqs in 
one email for timely 

approvals..

The ERF requestor will 
be notified once 

CruzBuy Reqs have 
been approved 

through F&E 
Approvals.

For Non-CruzBuy 
related ERFs, Signed 
ERFs will be returned 
to the ERF requestor 

for further processing.
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For Events that are:
>$1,000 (Staff Event)

>$5,000 (Student Event)
Top Level Event

Updated: 10.14.13

Event is approved.  
You may proceed 

with event
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Lead time required is 3 weeks.  Please plan accordingly.



Campus Life
F&E Post-Event 

Approval Process

Submit Post-Event 
revised ERFs with 
receipts to DOS 

Office-Attn 
D.Onitsuka

All Supporting 
Documentation 

must be 
attached:

1) Copies of Flyers, Invitations, emails, etc…
2) Attendee list.
3) Expense details of meals to be served 
    (ie., catering eventor order, requisition, etc..)
4) If Spouse and/or Partner are attending   
       attach a  justification memo stating how   
       their participation benefits the   
       event and serves as the university’s core 
       mission. (Always considered Top-Level)

         If Alcohol is being served – attach the    
                                  following:
1) Justification memo stating how the serving 
of alcohol benefits the event and serves the 
university’s core mission.
2) For campus events with 50 or more 
participants, include a copy of Campus Police 
Notification submittal to   Police@ucsc.edu  
(see example)
3) Attach signed copy of Campus Alcoholic 
Beverage Policy Addendum (see example).  
https://financial.ucsc.edu/Pages/

Entertainment_EventExpenseGuide.aspx#policy_resources

Must attach 
justification memo 

of why event 
changes were 

necessary.

DOS Office will 
review and obtain 

necessary signatures 
for re-approvals.

N/A if 
reimbursement 
only, proceed to 

next step.

Once signatures are 
obtained by AVC 
and/or EVC, DOS 

Offc will return ERF 
to requestor unless 

otherwise noted.

For Events that have:
* Exceeded the Pre-event dollar 

amounts.
* Have turned into a Top Level 

Event.
*Or requires reimbursement 
and is a direct report to AVC 

Updated: 10.14.13
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