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The Event, Meeting or Hospitality 

 Reimbursement for alcoholic beverages will be based on a maximum of 1 drink per 
person.  

 A minimum of 2 attendees must be present.   

 Whenever possible drink ticket should be used.   

 The chart below outlines quantity and pricing guidelines:  

Beverage & Quantity Price Point 
750ml bottle of wine = 4 drinks 

(12% alcohol) 
$60.00 for 1 bottle of wine* 

12 oz/355ml bottle of beer = 1 drink 
(5% alcohol) 

$15.00 for 1 drink* 

5 oz/142ml of wine = 1 drink  
(12% alcohol) 

$15.00 for 1 drink* 

3 oz/85ml of fortified wine = 1 drink  
(16-18% alcohol) 

$15.00 for 1 drink* 

1.5 oz/43ml ounces of liquor = 1 drink  
(40% alcohol) 

$15.00 for 1 drink* 

*the prices above are net of taxes and gratuity. 
 

Payment  

 To avoid charges to personal credit cards, all events should be invoiced to the 
Department of Medicine whenever possible. 

 When invoicing is not possible, incurred expenses should be paid for by the most senior 
University of Toronto person in attendance.4  

Submitting Invoices for Reconciliation:  

 Clear documentation as to the purpose, listing the names of the individuals in attendance, 
must be submitted to DoM along with the invoice.  

 Invoices will not be reconciled until after the event has occurred.  

*The DoM may request proof of authorization from the designated senior faculty member.   

Submitting Receipts for Personal Reimbursement:  

 Complete the Personal Expense Reimbursement form.  

                                                            
4 http://finance.utoronto.ca/policies/gtfm/travel‐and‐other‐reimbursable‐expenses/travel‐and‐other‐
reimbursable‐expenses‐policies‐and‐guidelines/#hospitality 

http://www.deptmedicine.utoronto.ca/Faculty/reimbursement.htm
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 Sign the form as claimant and submit to the appropriate authority for approval, along 
with: 

1. All original receipts  
 Credit card statements may be required in cases where proof of payment 

has not been provided.  
 Itemized original documents detailing purchases and taxes must be 

provided.  
 Rental fees, food, and additional service charges should be provided on 

one receipt. All alcoholic purchases should be provided on an additional 
receipt.  

 Credit card receipts may be used to substantiate gratuities where 
applicable.  

2. Clear documentation as to the purpose.  
3. A list of first and last names of the individuals in attendance. 

 Once approved by the appropriate authority, the documentation will be forwarded to the 
DoM’s finance team for processing.  

 After the reimbursement has been entered into the system you will receive a cheque 
within 2 – 4 weeks. 

o The cheque will be delivered to the address indicated on the reimbursement form.  
o Direct deposit will be arranged for active employees who are on the U of T 

payroll system.  

*The DoM may request proof of authorization from the designated senior faculty member.   

 

Additional Resources 

 University of Toronto, Financial Services, Guidelines for Travel and Other 
Reimbursement Expenses – Hospitality 

 University Alcohol Policy  

 University of Toronto, Alcohol Service Rules and Regulations  

 University of Toronto Governing Council, Alcohol Policy  

 

http://finance.utoronto.ca/policies/gtfm/travel-and-other-reimbursable-expenses/travel-and-other-reimbursable-expenses-policies-and-guidelines/#hospitality
http://www.food-beverage.utoronto.ca/beverage-services/university-alcohol-policy
http://www.food-beverage.utoronto.ca/wp-content/uploads/2012/03/U-OF-T-Alcohol-Regulations-2004.pdf
http://www.food-beverage.utoronto.ca/wp-content/uploads/2012/01/Alcohol-Policy.pdf

