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MEAL AND SNACK PROCUREMENT
AUTHORIZATION FORM

This form must be COMPLETED in its entirety prior to making a food/ snack purchase.

Name

Date/ time of event

Vendor providing food/ beverages

Itemized list showing meal and/or snacks to be purchased

Estimated Total Cost: $ Estimated number of attendees

District benefit for event

I agree to follow the established procedures for Procurement including those associated with the use of
a Procurement card, and agree to follow the procedures listed in the procurement card manual. |
understand | will be responsible for the reimbursement of any purchases not allowable according the
Procurement Card Policy and the Food and Beverage Consumption Policy.

Employee Signature

Account Code
(Completed by administrator prior to P-Card purchase)

Budget Admin Pre-Approval Date
(Approval signature must be obtained prior to purchase)

Principal Pre-Approval (if principal not Budget Admin) Date
Finance Director Pre-Approval Date

(Approval signature from the Finance Director must be obtained prior to purchase)

A signed attendance list must be included and attached to this form after the event

YOU MUST HAVE ORIGINAL RECEIPT OR PROOF OF

PURCHASE STAPLED TO THIS SHEET.
Prohibited & Allowable Expenditures Listed on Back
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Food/ Snack Guidelines for Purchases
Prohibited Food/ Snack Purchases

Team Dinners

Election celebrations

Hosting activities that are intended to be social rather than district related business
Receptions for new, existing, and/ or departing employees

Recurring scheduled meetings such as a staff meeting

Allowable Food/Snack Purchases

Light snacks and refreshments associated with ceremonies and/ or dedications are permitted provided that the events have
been authorized by the board and serve a public purpose.

Lunches/ Dinners may be provided to staff where the event is four hours or more in length, specifically when staff is
required to work through the lunch or dinner hour remaining on site and on task.

Meetings lasting three or more hours, whose members volunteer their time and are required to work during mealtimes (Ex.
Spartan Start-Up, Greyhound Gear-Up, etc.).

Snacks and non-alcoholic beverages of a nominal nature may be provided at meetings that are two hours or more in length.
Administrators can choose one day to provide a meal during on of the Learning Improvement Days at the start of the year
for building collaboration.

Food and Beverages may be expensed in emergency or unavoidable situations which require staff to work outside of
standard hours with appropriate situations (bargaining)

Procurement Card Guidelines For Purchases

Prohibited Purchases with the P-Card

Meals: individual or group while in travel status
Personal purchases or personal use of any kind

Fuel for personal vehicle

Gifts/gifts cards

Independent contractors or purchased services (includes parts with labor)
Cash advances, wire transfers or money orders
Donations

Gratuities of any kind
Alcohol/Entertainment/Movies

Parking tickets

Postage stamps

Prepaid phone cards

Purchasing from EBay or Craigslist

Automatic renewals

Purchasing through payment services such as PayPal

Allowable Purchases with the P-Card

General supplies

Meeting/convention expenses

Travel (as permitted by Pullman School District travel policy)

Capital purchases

Incidental snacks/beverages for in-district meetings

Purchases of meals within reasonable local cost for meetings that are through a meal hour. Attendance roster for meeting
must be submitted with receipt. Meal purchases that exceed reasonable cost will be reimbursed to the Pullman School
District by the P-Card Budget Administrator.

Rental Car

Hotel/room

Computer hardware and software

Dues for associations subscriptions for business purposes only

Submittal of receipts is mandatory. Failure to submit receipts will result in reimbursing
the district for the expenditure.
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