Business Meals and Coffee Meetings Report Template

Report Name: 	Business Meal – [MM/DD/YY]
Account String: 	[Insert account string here – e.g., Faculty Research Fund]
Business Purpose:
[Faculty name] met with [attendee name(s)] to discuss [brief description of research/advising topic], in support of Harvard business.
Attendees
· [Full Name], [Institution]
· [Full Name], [Institution]
Additional Details/Comment (Paste in Expense Report)
Business meal with [attendee(s)] on [MM/DD/YY] at [restaurant name] to discuss [project or advising purpose]. 

✅ Compliance Checklist for Business Meal Reimbursement 

✅ Two Receipts:
· Itemized Receipt- Show was purchased (food, drink, etc.). 
· Proof of Payment – Final receipt showing total and payment method or 
credit card/bank statement with last 4 digits + card type.

✅ Business Purpose  
· Clearly explain the academic or professional purpose of the meal in relation to Harvard business.  

✅ Names and Affiliations – 
· Include full names of all attendees and their institutions.

✅ Alcohol (if any)
· Mark or identify any alcohol items for accurate coding. (Not allowed on federal awards).




📬 Questions or help? Contact your designated Financial Associate or the Economics Financial and Research Administration team at:  economics_research_admin@fas.harvard.edu
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