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PURPOSE:

To provide instruction for Requesting an Employee Recognition Event.
OBJECTIVE:
· To provide the necessary direction to ensure that Employee Recognition Events are correctly and accurately submitted.
EVENT DRIVER:

· An event to celebrate the successes and/or efforts by an employee or group.
PROCEDURES: 
A. Complete the F-MR-1008: Employee Recognition Event form at least three weeks prior to the event by entering:
1. ERE # box on the top right corner

Event Information 

2. COC Location from dropdown list 
3. Date and Time of Event 

4. Requestor Name and Telephone Number

5. Agenda – See definitions 
6. Number of Attendees 

7. Max Cost of Event (will automatically populate – cost should not exceed $15/pp)  

Vendor Information – Utilizing a vendor with online ordering and payment capability is preferred to ensure the accuracy of the order and quicker processing with the P-Card. If an online vendor is not utilized, the Requestor will be responsible for processing the order and payment after approval has been granted. The Requestor will need to submit written justification and itemized receipts for reimbursement. The reimbursement process may take up to two payroll cycles to complete.
8. Company/Restaurant Name

9. Contact Name 

10. Phone Number 
11. Website 
Restaurant Order 

12. Include itemized restaurant order, quantity, and unit cost (will automatically calculate total)

Attendees 

13. Include name and department of all attendees 

Method of Payment (Approval with both signatures must be presented prior to payment) 
14. The preferred method of payment is the Clerk of Court (COC) Purchasing Card (P-Card).  Contact COC Executive Assistant (EA) for information on P-Card payment.
15. If there are personal payments, the Requestor will provide written justification and attach it to the ERE form with related itemized receipts and submit to Management Resources for reimbursement.
16. COC EA will inform Requestor once approval is obtained and instruct Requestor on how to obtain vendor payment.

17. COC EA will forward the ERE form to Management Resources for budget and accounting string input.
18. Submit the original receipt(s) no later than two days after event to the assigned COC P-Card holder.

Note:
· ERE forms must be submitted for consideration at least three (3) weeks prior to event.

· Once the form is approved, forward to cocaccountspayable@cosc.maricopa.gov & Fernando.Castillo@Maricopa.Gov 

· ERE Amount: the maximum amount that shall be spent on a per person basis is $15.00 and is exclusive of drinks, tax, gratuity and delivery charges.
· EOQ (Employee of the Quarter) Amount: the maximum amount that shall be spent on a per person basis is $25 and is inclusive of drinks, tax and gratuity. 

· Gratuity shall not exceed 0% for pickup, 10% for delivery and 20% restaurant dining.

· Itemized receipts are due to cocaccountspayable@cosc.maricopa.gov no later than 1 day after event.

· If an online vendor is not utilized, the Requestor will be responsible for processing the order and payment. You will need to submit written justification and itemized receipts for reimbursement. The reimbursement process may take up to two payroll cycles to complete.
POLICIES / RELATED DOCUMENTS:
· MCIP-A2502
· MCIP-A1508
OTHER PARTIES INVOLVED:
· Deputy Directors
· Human Resources
· P-Card Holders
TIME / VOLUME:
· Varied
FREQUENCY:
· As needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· COCweb
REPORTS / FORMS:
· F-MR-1008: Employee Recognition Event form
DEFINITIONS:
· COC: Clerk of Court

· EA: Executive Assistant

· P-Card: County Purchasing Card

· ERE: Employee Recognition Event 

· EOQ: Employee of the Quarter

· Agenda: a list or outline of items to be considered or done
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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