Meals and Refreshments at University of Idaho Sponsored Meetings:

The University recognizes the importance of sponsoring meetings and training sessions for specific purposes, and that refreshments and meals may be provided to ensure the best utilization of attendee time under the following criteria:

Refreshments:

1.  The meeting or training session has a published agenda where attendance is mandatory.

2. The meeting or training session has an intended duration of three (3) hours or more as shown on the agenda.

3. There are five (5) or more attendees.
4. The total cost per attendee PER DAY cannot exceed the partial day per diem allowance of breakfast as established by the Board.    (see perdiem schedule)

Meals:
1. The meeting or training session has a published agenda and attendance is mandatory, for an identified business purpose.

2. The meeting or training session has an intended duration of six (6) hours or more as shown on the agenda.

3. There are five (5) or more attendees.

4. The meeting or training session’s purpose includes presentations or interpersonal exchange during the meal period.

5. The total cost per attendee cannot exceed the partial day Per Diem allowance for the period of the meal as established by the Board.

Additional clarifications:


Location or scheduling conflicts are not sufficient grounds for a meal or refreshment recess. Routine employee, staff meetings, department-sponsored social gatherings or similar gatherings shall not qualify for refreshment or meal costs.  
Payment Methods: 
U of I Purchasing Card:  To the extent practical, the pcard may be used to minimize the need for the employee to incur costs prior to being reimbursed.  As long as the above requirements are clearly meet and there is no Alcohol, the purchase may be placed on the cardholders purchasing card.  
Personal reimbursement:  Personal request for the reimbursement of the expenses may be submitted on a claim voucher for reimbursement.  This would also include any Alcohol purchases. Depending on your funding source, you may need to place the Alcohol and charges on a non-appropriated fund.
Evidence of Expenditure  

Evidence of expenditure must contain the date of transaction, vendor name and location, description and individual cost of each item or service claimed.  The employee is required to provide clear reference to the information.  If the original invoice or receipt does not contain all the required information or if an original invoice or receipt is not provide by the vendor or lost, the employee must provide an explanation and document the required information to the extent possible.
Evidence of expenditures are not required for meals and related costs covers as Per Diem Allowance.  Evidence is not required for tips gratuity and other items covered under Incidental expenses.
