Tom Leonard Fund

(FOR OFFICE USE ONLY)

Account # te Da

Payable to Amount $

Approval by Academic Programs

The Tom Leonard Fund, established by George P. And Wilma Fox Leonard;diester Class of 1927,

in memory of their son, is to be used to enhanagecfaculty/student relations. It will reimbursetlty

for expenses incurred for food and non-alcoholwebages when entertaining students in faculty homes
It will also be used to reimburse faculty for expes incurred when recruiting prospective studemts i
the seven-county metropolitan area. To be reingaljrngou must report expenses and supply receipts
with this form, and submit the application to theaflemic Programs Office.

Reimbursement will be normally limited to $13.00 plividual at each event. Approval for expenses
related to departmental or divisional events nbesbbtained BEFOREhe event.

Date of Event:

Location:
[0 Faculty Member's Home 0 Language House 0 Other:

Number of Faculty Number of Stuglent

Description of Event:

Description of Expenditures (Attach Receipts):

Total Amount Spent $

Name

Macalester ID #

Department

Approval by Department Chair

(Please See Guidelines on Reverse Side)



Tom Leonard Fund Guidelines

The Fund will be used to reimburse expensetectla entertaining students, preferably for
events held in faculty homes or on campus. Please restaurant meals are not eligible for
reimbursement.

The Fund will be used to reimburse expensegsriedby faculty while recruiting prospective

students in the seven-county metropolitan are@acies of athletic teams are eligible to use this
Fund.

The Fund may not be used for regular class mg=tiThe Fund may be used for special class
meetings--contact the Assistant Provost for furthiormation.

Reimbursement will be for food and non-alcohblkwerages only (no paper products, flowers,
etc.) up to a limit of $13.00 per individual. Extions to this limit must be approved in advance
by the Assistant Provost.

Upon request to the Assistant Provost, reimiooess may be authorized in
advance for a departmental or divisional everdchEdepartment is limited to one event per year.

Department P-cards may not be used for Leonaind purchases.



