Business Meals, Food Supplies, and Alcohol Quick Reference Guide

	Expense Type
	Definition
	Expense Subtype
	Purchase Method
	Sponsored / Grant Funds
	Purchase Order Required?

	Alcohol*
	[bookmark: _Hlk185257729]Any type of alcoholic beverages purchased for a university event or a business meal where university business is being discussed.
	Business Related (events supporting the business and/or mission of the system)
Examples: wine served at recruitment dinner, alcohol at graduation reception, etc.
	TCard
Reimbursed personal funds
	If allowed by terms of the grant.
	No

	
	
	Non-Business Related (events that do not support the business and/or mission of the system
Examples: personal dinners with colleagues
	n/a
	No
	n/a

	Business Meals
	[bookmark: _Hlk185257749]A meal or pre-ordered refreshments from a restaurant consumed with university employees who are meeting to discuss official university business, or a meal including university employees and/or a university guest who are meeting to discuss official university business
	Business Related (events supporting the business and/or mission of the system)
Examples: all-staff meetings, annual and quarterly meetings, pre-made food dropped off by caterers/vendors, candidate meals, employee separation events for individuals employed in the unit for five or more years, seminars, team-building, trainings, etc.
	TCard
Reimbursed personal funds
	If allowed by terms of the grant.
	No

	
	
	Non-Business Related (events that do not support the business and/or mission of the system
Examples: personal meals to catch up with colleagues, shared lunches in common rooms of a personal nature, etc.
	n/a
	No
	n/a

	Catered Event
	[bookmark: _Hlk185257763]An event where a vendor provides catering services, including meals dropped off and chafing dishes, etc., picked up after the event by the caterers.
	Business Related (events supporting the business and/or mission of the system; includes prepared meals dropped off and picked up by caterer)
[bookmark: _Hlk185258339]Examples: all-staff meetings, alumni events, annual award ceremonies, annual holiday gatherings, dinners with alumni/donors, employee appreciation events, events where caterers are working/staffing an event, formal training sessions, graduation receptions, retreats, seminars, staff team-building workshops, etc.
	Purchase Order
TCard (w/approved TCard Exception Form)** 
	If allowed by terms of the grant.
	Yes

	
	
	Non-Business Related (events that do not support the business and/or mission of the system)
Examples: classroom refreshments, birthday celebrations, baby/bridal showers, individual graduation celebrations, personal meals, RSO events**, student-organized/managed events, etc.
	n/a
	No
	n/a

	Food Supplies
	[bookmark: _Hlk178169820][bookmark: _Hlk185257772]Pre-made or pre-packaged food items purchased (e.g., cookies, cupcakes, pastries, items for charcuterie board, etc.) to be brought to and consumed during a meeting where university business is being discussed. 
	Business Related (food consumed with university employee(s) and university guest(s) who are meeting to discuss official university business)
Examples: all-staff meetings, faculty candidate presentation refreshments, etc.
	PCard
Reimbursed personal funds
	If allowed by terms of the grant.
	No

	
	
	Non-Business Related (events that do not support the business and/or mission of the system
Examples: classroom refreshments, birthday celebrations, baby/bridal showers, faculty/staff kitchen supplies personal meals, RSO events**, etc.
	n/a
	No
	n/a

	Participation Cost
	[bookmark: _Hlk185257780]Participation by non-employees (including students) in non-research events or non-research activities, such as meetings, conferences, symposia, and workshops or other training activities.
	Business Related (events supporting the business and/or mission of the system)
[bookmark: _Hlk185258394]Examples: meals with candidates (including meals b/w candidate and students), student-attended events related to the business of the university and system, etc.
	TCard
Reimbursed personal funds
	If allowed by terms of the grant.
	No

	
	
	Non-Business Related (events that do not support the business and/or mission of the system
Examples: class refreshments, study sessions that do not include faculty or TA, etc.
	n/a
	No
	n/a

	University Function
	[bookmark: _Hlk185257788]An event such as a seminar, retreat, workshop, orientation, or any activity in which the majority of the participants are students.
	Business Related (events supporting the business and/or mission of the system)
[bookmark: _Hlk185258479]Examples: alumni events, awards events, dinners with donors, student open house, unit-wide commencement/graduation ceremonies, etc.
	If catered: PO or TCard (w/approved TCard Exception Form)**

If Food Supplies: PCard or Reimbursed funds
	If allowed by terms of the grant.
	Maybe

	
	
	Non-Business Related (events that do not support the business and/or mission of the system
Examples: RSO-hosted/-owned events***, events hosted by third parties renting university space, etc.
	n/a
	No
	n/a


*See next page for allowable fund types for alcohol purchases.
**If a caterer has a contract w/the system allowing for payment via TCard, the Exception Form is not required. Contact University Payables to inquire if such a contact exists with the vendor.
***Departments may be able to support RSOs by going through the financial assistance award process, as outlined in 8.1.5 Determine the Allowability of Specific Financial Support or Sponsorship Payments to Outside Organizations.
Alcohol purchases are only allowed from the following fund types:

	Fund Type
	Fund Title
	Notes

	2A
	Administrative Allowance
	

	4J
	Endowment Income Fund
	*when the expense is in compliance with donor intent restrictions

	2G & 4M
	Gift
	*when the expense is in compliance with donor intent restrictions

	2C
	Institutional Cost Recovery (ICR)
	

	2E
	Royalty 
	

	3Q, 3J, 3M
not 3E
	Self-Supporting Fund
	*when the expense is directly related to the fund’s revenue generation

	4S, 4T, 4U, 4W
	Service Plan
	*when the expense is directly related to the fund’s revenue generation
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