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FROM THE AMERICAN PEOPLE






	REQUEST AND AUTHORIZATION OF OFFICIAL ENTERTAINMENT EXPENSES

Expenses authorized by this document conform with regulations described in ADS 610.

	SECTION A - REQUEST FOR AUTHORIZATION

Requesting office will complete this section and submit the original to the USAID Office of the Executive Secretary

	Requesting Organization: 
     
	Date:
     

	Name and Office Symbol of Requesting Official:

     
	Estimated Cost of the Event

$     

	Purpose and Description of the Event (Reception, Dinner, etc.; Place to be held, Date, etc.)

     


	Description of Person(s)/Group(s) to be Entertained  (List Honor Guests Separately)
     


	Number of Guests to be Entertained:     

	Recommended By
	Name/Title:

     

	
	Signature


	Date



	SECTION B - AUTHORIZATION

	Approved By: Office of Executive Secretary
	Name/Title:

     

	
	Signature


	Date



	Recorded/Funds Available By: Office of Management Services
	Allotment/Appropriation Number

     
	Date



	
	Obligation Number:     

	
	Signature


	Date


AID 3-12 (11/2012)
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