Proposed UB Food Policy – January, 2007


Policy Template
	Policy: [Number assigned to the Policy]
	

	Title: [The name identifying the Policy]
	UB Food Policy

	Effective date: [The date the policy is to be implemented]
	February 1, 2007

	University Council Proposal: [Yes/No, which indicates whether or not the policy originated from a University Council proposal. If yes, the policy requires UC approval for changes to the policy]
	Yes __________           No  __X__


	Responsible University Officer: [Appropriate member of Cabinet]
	Harry Schuckel, Senior VP Administration and Finance

	Responsible Office: [Name of the University office with responsibility of implementation of the policy]
	Procurement and Materials Management

	Decision:
	Approved __________      Not Approved __________

	Signature and Date:
	


Policy Statement  [A well-articulated, authoritative expression of philosophy and direction. Does not change frequently.]
Purpose: 
Create a UB policy for the acquisition of food, beverages, catering, food related purchases and reimbursement for meals.

The purchase of food, beverages, catering, food related purchases and reimbursement for meals shall be limited to those instances where the University derives a benefit from the expense. Examples include the professional development of University Staff at conferences and seminars, the recruitment of candidates for positions, the recruitment of students and the enhancement of morale through University-sanctioned activities (authorized by the President’s Office). 
Scope: 
This policy applies to all purchases of food, beverages, catering, food related purchases and reimbursement for meals with University funds, including student fees funds, auxiliary / self support funds, and grant funds. 

The purchase of food using University funds other than Student Fees funds shall be limited to those instances where the University derives a benefit from the expense.  
Certain restrictions which may apply to the purchase for food services and reimbursement for meals are: 

1. Funds from restricted accounts must specifically provide for the purchase of food or meals to be available for these types of purchases. 

2. University funds cannot be utilized for any social functions or activities such as holiday parties. 

3. University funds, with the exception of Student Fees Funds, or Grant funds if the Grant specifically provides for the purchase of alcoholic beverages, shall not be utilized for the purchase of alcoholic beverages.  The use of State funds for the purchase of alcoholic beverages is strictly prohibited.
4.  The purchase of food services and the reimbursement for meals shall be limited to those instances that satisfy any of the eligibility criteria specified in this policy. 
5.  Purchases of food and food service using Student Fees funds must be approved by the Center for Student Involvement.
Policy Requirements  [Required elements for any procedures supporting the policy. This could change frequently.]
Policy to control meal reimbursement for faculty, staff and others.
Procedures for purchases of food and related items for University events using University funds, and policy to control reimbursements for purchases of food and related items when personal funds are used at the point of sale.
Documentation of purchases and requests for reimbursement.
Reason for Policy  [Background information explaining the need and result of the policy. This could change frequently.]
To refine and update the UB procedures for the acquisition of food, beverages, catering, food related purchases and reimbursement for meals.

Related Policy Information  [Additional policy information that may be, but is not limited to: policy support, restrictions to the policy, policy waivers, and policy sanctions. This could change frequently.]
State Laws, State Regulations, or USM Policies that affect this issue:

· State of Maryland:   Accounting Procedures Manual for the Use of State Agencies, State of Maryland, General Accounting Division.  Section 3.1.10  (See Appendix A)
· USM Policy 156.0 VI-8.00, Policy on the Use of Alcoholic Beverages at University System Institutions and Facilities   (See Appendix B)
· USM Policy 301.0 VIII-11.00, Policy on University System Travel  (See Appendix C)

Exclusions  [Exclusions (groups of individuals, funding, etc.) to the policy - if none, it is assumed that the policy applies across the University.]
This policy does not apply to food that is purchased for resale by University managed auxiliary enterprises, such as conferences, seminars and other meetings of non-UB groups renting space in UB buildings.  This policy does not apply to purchases made with UB Educational Foundation funds, nor does it apply to purchases made by the Center for Student Involvement using student fees funds.
Contacts  [Offices/Units that can be contacted regarding the policy.]
Procurement and Materials Management 410-837-5717, 
http://www.ubalt.edu/template.cfm?page=417
Purchases of food and food service using Student Fees funds must be approved by the Center for Student Involvement.
Definitions  [Unique terms that by being defined, add to the reader's understanding of the policy.]
Restricted Funds:      Monies designated for a specific purpose by the entity that provided the funds.  Depending on their source, funds may be restricted by a source external to the University, such as a donor or a sponsoring agency.  Funds can also be restricted by the USM Board of Regents.  Restricted funds may only be used in accordance with the purposes established by the sources of such funds.  


Restricted funds include funds from grants and funds from Federal Government contracts.

Responsibilities  [Individual areas of responsibility followed by the function to be performed.]
Initiation of Requests:  



Requesting Unit

Approval of Requests – University Funds:
Dean, Director or Department Head, or designee approves PeopleSoft Requisition or Expense Reimbursement form.

Approval of Requests – Student Fees Funds:
Director, Center for Student Involvement, or designee

Approval of Requests – Restricted Funds:
Director of Sponsored Research, or designee.

Approval of Purchase Orders:

Procurement 

Approval of Expense Reimbursement Vouchers:
Accounts Payable

Procedures  [List of procedures that directly support the policy.]
Meal Reimbursement 
University funds may be used to pay for food when:

1. Business meals where a candidate for a University position is being interviewed. 

2. Business meals where either external consultants are being evaluated or where official University business is being conducted with external consultants. 

3. Workshops, seminars, evaluation meetings, committee meetings, and other business meetings sanctioned by the University which are conducted during routine meal times and as such, require the purchase of a meal to attend the activity. 

4.   Approved travel by students, faculty or staff, when the travel begins at least two hours prior to employee’s normal starting time, or the travel ended at least two hours beyond the employee’s normal departure time and the employee worked at least two hours before the meal(s) and two hours after the meal(s).  
· A partial day’s travel is eligible for reimbursement for the appropriate meal(s) consumed when travel time encompasses a period of two hours before and two hours after that (those) meals.

· A full day’s travel is eligible for the appropriate meals consumed when business travel time exceeds eight hours and encompasses a period of at least two hours prior to the employee’s normal starting time and/or at least two hours beyond the employees normal departure time.

· Employees must have been required to work the additional time by the supervisor and the reimbursement for the meals must have received prior approval of the supervisor.

Food Reimbursement and Purchases 
University funds may be used to pay for food for:

1.  Official University-sanctioned activities that benefit the entire organization (campus, school or department). Examples would include those sponsored activities conducted during Employee Appreciation Week and student-related activities. 
2.  Purchases of bottled water may permitted for specific activities, similar to the purchase of any other non-alcoholic beverage.  Purchase of bulk bottled water (including five gallon containers, and including delivery service for bulk water) may be permitted if tap water in the requesting location is not suitable.  The Procurement Department will approve all purchases of bulk bottled water.
3. Food purchased for resale. Eligibility for this criteria requires a Sales and use Tax License to be issued by the State Comptroller. 

4. Food purchased for consumption during a University-sponsored educational activity or seminar, such as the Secretarial/Support Staff Development Program. 
Documentation

When invoices or expense statements for food, catering and/or food services are submitted, documentation must be included which provides the name and purpose of the function and who attended it, by name or affiliation; and itemized invoices and/or receipts.  Invoices will not be paid for food served during normal staff type meetings.  Invoices will not be paid for expenses incurred at social functions such as birthdays, Christmas parties or other holiday parties.  The Requestor must also provide written documentation of approval from the Vice President, AVP, Dean, Director or Department Head for the purchase of food and/or beverages for the event.

Expense Reimbursement forms must be completed and signed by the person requesting the reimbursement.  Reimbursement will be limited to the current per diem rate unless an exception is approved in advance.  Requests for reimbursement in excess of the standard per diem rate must be accompanied by itemized receipts.  The expense reimbursement form must be approved by the requestor’s Vice President, AVP, Dean, Director or Department Head, or their designee.
Purchases of food and food service using Student Fees funds must be approved by the Center for Student Involvement.
Forms and Instructions  [List identifying forms and associated instructions that directly support the procedures listed above.]
· UB PeopleSoft Requisition – see http://www.ubalt.edu/template.cfm?page=416
· UB Expense Reimbursement form – see http://www.ubalt.edu/template.cfm?page=123
Appendices  [Any lengthy or complex reference information that would disrupt the flow of the other sections.]
Appendix A - State of Maryland:   Accounting Procedures Manual for the Use of State Agencies, State of Maryland, General Accounting Division.  Section 3.1.10  
Appendix B - USM Policy 156.0 VI-8.00, Policy on the Use of Alcoholic Beverages at University System Institutions and Facilities   (See)
Appendix C - USM Policy 301.0 VIII-11.00, Policy on University System Travel.

Appendix D – Background Information
Additional Information

See attached Appendix D
History [Audit trail of policy adoption and revisions. Will include the adoption date followed by revision information which includes each revision date and a brief note explaining the revision.]
UB has not had a written food policy.
Appendix A

Excerpt from Accounting Procedures Manual for the Use of State Agencies, State of Maryland, General Accounting Division 

Relational Standard Accounting and Reporting System,(RSTARS) revised March, 2006

3.1.10   Types of Unacceptable Invoices 
Vendor statements of amounts due are not acceptable; no “Old Balances” should be included; except for utility payments which must be certified that the amount was not previously paid.  Invoices for funeral flowers, special gifts, or other emoluments and non-related work expenses will not be paid to any vendors from the State Treasury.  These are personal expenses and are chargeable to the individual incurring such expenses.  When invoices for catering/food services are submitted, documentation must be included which provides the name and purpose of the function and who attended it, by name or affiliation.  Invoices will not be paid for food served during normal staff type meetings.  Invoices will not be paid for expenses incurred at State employees’ social functions such as Christmas parties.  Invoices for parking fees or other driving violations of employees will not be paid.  Costs for alcoholic beverages are not to be included under any circumstances. 

[emphasis added]
http://compnet.comp.state.md.us/General_Accounting_Division/State_Agencies/Forms_and_Manuals.shtml

Appendix B

USM Policy on the Use of Alcoholic Beverages at University System Institutions and Facilities
156.0 VI-8.00-POLICY ON THE USE OF ALCOHOLIC BEVERAGES AT UNIVERSITY SYSTEM INSTITUTIONS AND FACILITIES

(Approved by the Board of Regents on January 11, 1990)

Each President shall be responsible for adopting rules governing the use of alcoholic beverages at each institution and unit of the University System consistent with State regulations.

Appendix C
USM Policy on University System Travel
http://www.usmd.edu/regents/bylaws/SectionVIII/VIII1100.html

301.0 VIII-11.00 - POLICY ON UNIVERSITY SYSTEM TRAVEL (Approved by the Board of Regents, February 28, 1992) 

The University of Maryland System's travel policies are intended to facilitate travel and travel arrangements; to provide full reimbursement for all necessary expenses; and to protect travelers against the risk of loss, while simultaneously maintaining the necessary controls for accountability. 

1. TRAVEL APPROVAL 

All travel is to be documented. Pre-approval is required for out-of-state travel. Required approvals may vary according to the travel destination and sources of funds as determined by each institution. For purposes of clarity, University System business conducted in the "Washington D.C. Metropolitan Area" is classified as in-state travel. 

2. RESERVATIONS AND TICKETING 

Travelers and travel arrangers should ensure that all arrangements are reasonable and appropriate and be alert to possibilities to obtain air, hotel and rental car services at the discount rates available to the University System or institution. Travelers are expected to make advance bookings, using the least expensive logical fare via the most direct route (or other reasonable routing that results in a lower fare) and are encouraged to purchase air and rail tickets and reserve in- trip services through the contract travel service vendors identified by each institution. Travelers should consult institution procedures governing non-contract travel purchases in advance of committing personal funds to determine if they will be reimbursable. 

In the event of changed plans, cancellation and other penalties will be paid by the institution provided that the cancellation or change was made for the convenience of the institution or was necessitated by circumstances of an emergency nature affecting the traveler, in accordance with policies or procedures established by the institution. 

3. HOTEL, MEAL, AND OTHER EXPENSE REIMBURSEMENT 

The cost of hotel accommodations will be reimbursed on the basis of receipts. Any overage above the single room rate, which is a result of non-official travelers utilizing the accommodations, will be the personal financial responsibility of the traveler. Institutions are responsible for procedures to establish that the room rate reimbursed is appropriate. 

For domestic travel, meal expenses will normally be reimbursed on per diem rates for Standard and High-cost areas as those rates are established in Attachment VIII-11.10 to this policy. The Chancellor will identify the locations designated as high cost and this information will be included in Attachment VIII- 11.10. Foreign travel is reimbursed at actual cost with receipts or at the applicable U.S. Department of State meal and incidental (M&IE) rate without receipts. The Board of Regents will review the rates biennially.

Travelers are not required to provide individual meal receipts or to show a per meal breakdown for daily travel using the Standard and High-cost rates for domestic travel or the U.S. Department of State M&IE rate. A partial day's travel is eligible for the appropriate meal(s) consumed when travel time encompasses a period of two hours before and two hours after that (those) meal(s). Institutions have the authority to determine which circumstances may warrant a higher level of reimbursement and the procedure for approval. Such transactions must be accompanied by receipts. 

Reimbursement of miscellaneous expenses such as telephone calls, laundry/valet, parking fees, and the like are reimbursable. Institution policies and procedures will define reimbursable miscellaneous expenses and specify receipt requirements. 

Institution funds may not be used for the purchase of alcoholic beverages or additional flight insurance.

Institutions should encourage the use of their credit card programs for the payment of in-trip expenses such as hotels and car rentals. Institutions have the authority to determine if special circumstances may warrant the issuance of travel advances, if such funds are available. 

4. USE OF INSTITUTION AND PERSONAL VEHICLES 

State (i.e. institution- and System-owned) vehicles may be driven only by University System officers and authorized institution and System personnel and only when acting within the scope of their public duties. Students for whom the State Treasurer has issued an insurance certificate are considered authorized personnel for this purpose. A volunteer may be considered authorized personnel only when he or she is engaged in providing a service to the institution, is not paid by the institution, and is providing the service as part of a formal volunteer program. 

Any person driving a State-owned vehicle must have a valid driver's license, comply with all traffic laws, and obtain approval as required by University of Maryland System, or institution policies and procedures. 

Properly insured personal vehicles may be used for travel on institution business. The use of a personal vehicle will be reimbursed at the rate established in Attachment VIII-11.10 to this policy when travel is in compliance with institution procedures. 

Where a car rental is deemed necessary, the institution expects the lease of the least expensive car which will accommodate the trip's requirements. Travelers should take advantage of University System, Federal and State Government, and institution vendor discount rates which are available. 

Travelers should consult institution policies or procedures governing reimbursement of Collision Damage Waiver (CDW) car rental insurance coverage. 

5. TRAVEL WITH SPOUSES When spouses travel with institution employees but are not themselves serving as agents of the institution, travelers should be careful to maintain a record of individual expenses. The institution will not reimburse any expenses incurred on behalf of the spouse. Likewise, airfare or any other travel expense that is directly billed to the institution should not include expenses for the spouse. 

6. INVITATIONAL, EXTENDED TRAVEL, AND OTHER SPECIAL CIRCUMSTANCES Institutions may establish appropriate criteria and authorization, and reimbursement procedures for invitational travel, extended field and research trips, sponsored travel, and authorized non-employee travel consistent with general University System and institution policies. 

7. HOTEL, MEAL, MILEAGE RATE AND OTHER SPECIFIC REIMBURSEMENT The approved rates for hotels, meal expenses, mileage rate for the use of personal vehicles, the designation of high-cost locations for travel, and other rates will be specified in Attachment VIII-11.10 to this policy. The Chancellor will review the information in Attachment VIII-11.10 as a minimum during the first quarter of the fiscal year and provide the institutions with a current schedule of reimbursement rates. At the same time, a schedule of current rates with changes annotated will be provided to the Chairperson of the Committee on Finance of the Board of Regents for information. 

8. INSTITUTION AUTHORITY AND RESPONSIBILITY Each institution will publish clear and concise information on institution policy, requirements, and procedures consistent with the System-wide travel policy. Where there is cooperation between institutions in processing travel documents, consistent policies will be established. Each institution should identify a Travel Coordinator to work directly with travelers, the contract travel services, and other Travel Coordinators at other institutions to secure the best possible travel service across the University System. Routine procedures and posture toward the consideration of exceptions for special circumstances as outlined in this document are the responsibility of the institution. 

Replacement for: BOR VI - 27:00 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

VIII - 11.10 - SCHEDULE OF REIMBURSEMENT RATES (FY 2006 Revised) (Approved by the Chancellor, September 19, 2005)

1. RATES FOR HOTELS Cost of hotel accommodations are reimbursed on the basis of receipts for single-room rate, in accordance with institution policy to establish that the room rate is appropriate. 

2. RATES FOR MEAL EXPENSES The standard per diem rate for domestic travel is $39 per day. If circumstances necessitate a "high-cost" meal, reimbursement may be approved up to actual reasonable cost with detailed receipt, pursuant to institution policy. In the absence of receipts or a "high-cost" rate reimbursement schedule, travelers will be reimbursed for domestic travel at the standard per diem rate. Foreign travel is reimbursed at the applicable U.S. Department of State Meal and Incidental Rate without receipts, or actual cost with receipts. 

3. MILEAGE RATE FOR USE OF PERSONAL VEHICLE University System employees will be reimbursed at the rate of 40 cents per mile from July 1 to September 20, 2005 and 48 cents per mile from September 21 to June 30, 2006, or as governed by institution guidelines where the institution operates a motor pool.

UNIVERSITY SYSTEM OF MARYLAND PER DIEM RATES FOR MEALS  

January 1, 2007
STANDARD 

Breakfast $ 8.00 

Lunch $ 10.00 

Dinner $ 23.00 

Total $ 41.00 

MILEAGE RATE FOR USE OF PERSONAL VEHICLE 

January 1, 2007
$.485 cents per mile 

APPENDIX D

Additional Information

The following analysis is in regard to development of a policy to guide and control the purchase of food, beverages and catering for the University of Baltimore.

Statement of Problem:

The University of Baltimore does not have a written policy to guide and control the purchase of food, beverages, catering and related purchases.  For many years the unwritten policy has been that state funds may not be used to purchase food, beverages or catering.  Units that have access to student fees funds, auxiliary / self support funds, foundation funds, and certain grant funds were permitted to purchase food using those funds, but I am unaware of any written policy to guide or control those purchases.

There are circumstances under which state funds may properly be used for food purchases.  However, it is necessary to document the nature of the event and the identity of those that attend the event to substantiate that the expenditure will further the mission of the University and further the business of the state.  Such purchases will receive close scrutiny by the state’s Comptroller’s Office, General Accounting Division (GAD), and by auditors.  

Data Presentation:

The University issued purchase orders totaling approximately $199,000 for food in fiscal year 06. The primary vendors were Jay’s Restaurant Group, Classic Catering, Mustang Pizza, Sylvan Beach, and Truffles restaurant at the Belvedere.  The University also made reimbursements to faculty and staff for travel totaling approximately $781,190.  That figure includes hotel and other travel related expenses including food.  

Many other campuses of the USM, including UM (the College Park campus) and UM,B have written food policies.  

Analysis

Procurement frequently receives inquiries about food purchases for events like faculty and staff recruitment, faculty and staff retreats, or seminars for faculty and/or staff.  It is difficult to estimate how much purchases of food might increase if units are permitted to use state funds to purchase food.  It is predictable that some expenditures would be shifted from UB Educational Foundation funds (not reflected in the numbers above) to UB state funded expenditures. 
_____________
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