
Estimated Total Cost:  $ 

Date _________ 

Activity  

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

YOU MUST HAVE ORIGINAL RECEIPT OR PROOF OF 
PURCHASE STAPLED TO THIS SHEET. 

Prohibited & Allowable Expenditures Listed on Back

Name 

Date/ time of event        

Vendor providing food/ beverages

Itemized list showing meal and/or snacks to be purchased

District benefit for event

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

Estimated number of attendees __________

ASB MEAL AND SNACK PROCUREMENT 
AUTHORIZATION FORM

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

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.  I 
understand I 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

Approved: Yes ______ No _______

Activity Advisor Date of Request 

Principal Pre‐Approval  _________________________________________ Date_________ 

ASB Representative Pre-Approval _________________________________ Date_________

Account Number
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Procurement Card Guidelines For Purchases 

• 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. 

Food/ Snack Guidelines for 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
• Meals/ snacks that don't meet Smart Snacks in Schools guidelines for nutrition from midnight until a half hour after schools

ends per USDA guidelines

Allowable Food/Snack Purchases
• Light snacks and refreshments are allowed for regularly scheduled meetings lasting one to two hours
• Meals are allowed for infrequent events lasting three or more hours
• Meals are allowable for the beginning of year recruitment session for clubs and activities
• Smart Snacks in Schools is required from midnight until a half hour after school ends per USDA guidelines
• Meals that do not meet Smart Snacks in Schools purchased and consumed from a half hour after school ends to 11:59PM.
• For monthly recurring events, a blanket authorization may be requested and granted for the current fiscal year. Blanket

authorizations must be renewed annually.

Prohibited Purchases with the P-Card

Prohibited Food/ Snack Purchases
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