Note: Multiple payment methods may be used to make food purchases to include requisition requests, payment requests, petty cash, and purchase orders insofar as these payment ethods are not specifically prohibited elsewhere in BOR
policy or procedures. A purchasing card (P-Card) may only be used for food purchases as outlined in the chart below. P-card thresholds in this policy are shown as less than $2500; however, cardholders may work with Procurement to obtain

groups and other campus events open to
the general student body and designed to

+ Employees whose
participation is

« Student Activity
Funds (13000)

+Purchase Order
($25,000 and over)

+ Description of business purpose
+Agenda, flyer, or email describing the official

an exception to this policy and a higher single transaction limit on their p-card which w raise their p- $5000.
Allowable Potential Funding Purchasing P-Card
Activity Particpants Source(s)* Method(s) YorN Documentation Requirements Notes

Food for Resale * General Public #Auxiliary Funds (122xx) |*Payment Request Y + Original receipt or invoice including details of # Alcohol purchased for resale in an
# Auxiliary Units « Inventory Accounts t Petty Cash items purchased auxiliary unit is the only authorized type of

+Food Services (14xXxX) +P-Card less than « Description of business purpose institutional funds available for the purchase
* GA Center for Continuing Ed $2500* of alcohol.
Meals Associated With Employee +UGA Employees +All funds unless a Expense Report N +Travel Expnese Report, receipts as ¢ Follow state travel policy at:
Travel specific funding source applicable

has a restriction
against travel

Food Used in Official Research N/A +UGA Restricted Funds |*Payment Request Y + Original receipt or invoice including details of
Food purchased for official research use as which allow the expense | (up to$ 25,000) items purchased
approved by an Instiutional Research (2xxxx) #Purchase Order + Description of business purpose
Board (IRB) or food that is integral to or ($25,000 and over)
subject of research. *General Funds (1xxxx) |#*P-Card less than
t Examples budgeted for $2500*

+Food purchased to study decay research

+Food purchased to bait traps used

in the research field

Food Purchased for Use Based on ¢t Customers - Sales and Service +Payment Request Y + Original receipt or invoice including details of items
Organizational Mission Revenue (14xxx) (up to $25,000) purchased
«Examples +Purchase Order + Description of business purpose

*McPhaul Center ($25,000 and over)

*4-H Units tP-Card less than

« Legion Pool concessions $2500*
Sanctioned Student Events ¢+ Students - Sales and Service +Payment Request Y « QOriginal receipt or invoice including details of items «Ifithe funding source is Agency funds, the_P-
Events sponsored by recognized student tVolunteers Revenue (14xxx) (up to $25,000) purchased Card cannot be used to make the purchase.

See P-Card Manual.

further the development and education of required + Auxiliary Funds (12xxx) |+P-Card event
students. +Agency Funds (6xxxx) «Less than $2500* - List of participants and relationship to UGA if
+ Examples: +UGA Restricted *No agency food purchased at a restaurant or on a per
+Concert Funds which allow accounts person basis
«Variety show/event the expense (2xxxx) + Documentation to certify charges within per
« Performances diem limits
« Coffee Hour
Classroom & Academic Programs « Students - Sales and Service - Payment Request Y « Original receipt or invoice including details of items
Food that is an integral part of the - Volunteers Revenue (14xxx) (up to $25,000) purchased

instructional methodology.

«Example
*Food purchased for students in a food
appreciation, cooking or foods and
nutrition course, including a
continuing education course

+ Employees whose
participation is
required

»General Funds
budgeted for
instruction (1xxxx)

« Continuing Education
Funds (14000)

*UGA Restricted Funds
which allow the expense
(2xxxx)

»Purchase Order
($25,000 and over)
«P-Card
«Less than $2500*
+No agency
accounts

« Description of business purpose




Allowable Potential Funding Purchasing P-Card
Activity Particpants Source(s)* Method(s) YorN Documentation Requirements Notes
Student Recruiting Events - Students ~General Funds (Txxxx) |+ Payment Request Y ~Original receipt or invoice including detaills of items «[f'the funding source is Agency funds, the_P-

Food provided to potential students and
their parents/guardians at events designed
to encourage the student to attend the
institution

« Potential Students &
Parents/Guardians

«Volunteers

+ Employees whose
participation is

- Student Activity Funds

(13000)

+Sales and Service
Revenue (14xxx)
« Auxiliary Funds (12xxx)

(up to $25,000)
»Purchase Order
($25,000 and over)
«P-Card
«Less than $2500*

purchased
« Description of business purpose
- Agenda, flyer, or email describing the official event
- List of participants and relationship to UGA if food
purchased at a restaurant or on a per person basis

Card cannot be used to make the purchase.
See P-Card Manual.

required +Agency Funds (6xxxx) +No agency » Documentation to certify charges within per diem
+ UGA Restricted accounts limits**
Funds which allow +Non-catered food items (i.e. from a grocery store)
the expense (2xxxx) must include a written justification as to why the
food was purchased outside of a catering
agreement.
Volunteer Events - Students « Student Activity Payment Request N « Original receipt or invoice including details of items +Volunteer events with sole purpose of
Food for volunteers in those instances *Volunteers Funds (13000) (up to $25,000) purchased recognition or appreciation for past services
where a quid pro quo relationship exists. *Employees whose |+ Auxiliary Funds (12xxx) |+Purchase Order + Description of business purpose may not be paid using any fund source except
«Example participation is +Agency Funds (6xxxx) ($25,000 and over) «Agenda, flyer, or email describing the official event for direct payment from UGA Foundation funds
+an academic unit might form a required + UGA Restricted « List of participants and relationship to UGA if food
volunteer advisory board for the Funds which allow purchased at a restaurant or on a per person basis
purpose of obtaining advice, support, the expense (2xxxx) - Documentation to certify charges within pe rdiem
and expertise from members of the limits**
community as it relates to an +Non-catered food items (i.e. from a grocery store)
acadmic program must include a written justification as to why the food
was purchased outside of a catering agreement
Safety Products « Students +General Funds (1xxxx) [+Payment Request N « Original receipt or invoice including details of items
Water or other hydration products may be «Volunteers « Auxiliary Funds (12xxx) (up to $25,000) purchased
purchased insofar as these products are +Employees at risk - Sales and Service »Purchase Order « Description of business purpose
required by OSHA or are necessary to due to Revenue (14xxx) ($25,000 and over) *When purchase relates to employees, expenses
prevent serious harm to an employee. environmnetal or should be paid using the departmental budget of
workplace conditions the assigned employees.
Educational or Business Meetings « Students « Auxiliary Funds (12xxx) [+ Payment Request N « Original receipt or invoice including details of items »Meeting must consist of predominantly non-
Meetings to conduct UGA business - Volunteers - Sales and Service (up to $25,000) purchased employees

involving predominantly non-employees
and the meal is an integral part of the
meeting.

+ Employees whose
participation is
required

Revenue (14xxx)
- General Funds (1xxxx)

»Purchase Order
($25,000 and over)

+ Description of business purpose

«Agenda, flyer, or email describing the official event

- List of participants and relationship to UGA if food
purchased at a restaurant or on a per person basis

- Documentation to certify charges within per diem
limits**

+Non-catered food items (i.e. from a grocery store)
must include a written justification as to why the
food was purchased outside of a catering
agreement.




Entertainment

Activities that support the underlying

University business purpose such as

promoting goodwill, donor cultivation,

and other business related

meals. Meeting should involve at

least one external guest, visitor, or

non-employee. Meetings where

employees ONLY are in attendance

are considered unallowable costs that

should be coded to 714116.

Examples

e Lunch to interview a prospective

employee, reception open to the
public, faculty and students to display
student work, collaborative meetings
across departments.

+Employees whose
participatuion is
required

+-UGARF IDC

(20300 Class 64IDC)

» Sponsored accounts
which specifically
allow for business
(20000, 213xx)

*Royalty Revenue
(20300 or 20400 &
class 64RYT) or

* Restricted-Nonsponsored

(20400)

Request
- Payment Request
(up to $25,000)

purchased
+Reimbursement of University Related
Entertainment Form:
http://www.busfin.uga.edu/forms/entertainment.pdf

Allowable Potential Funding Purchasing P-Card
Activity Particpants Source(s)* Method(s) YorN Documentation Requirements Notes
Food for Conferences & Workshops + Conference/Workshoj * Sales and Service +Payment Request Y + Original receipt or invoice including details of items
Food purchased by UGA units hosting and participants Revenue (14xxx) (up to $25,000) purchased
coordinating conferences and workshops. « Conference and «P-Card « Description of business purpose
Registration fees collected may be used for Workshop (14xxx) - Less than $2500* »Non-catered food items (i.e. from a grocery store)
food for meals and breaks which are an +Agency Funds (6xxxx) +No agency must include a written justification as to why the
official and integral component of the + UGA Restricted accounts food was purchased outside of a catering
conference or workshop Funds which allow the agreement.
conference (2xxxx) + Agenda, flyer, or email describing the official event
« Continuing
Education Funds (14000
Auxiliary Funds (12xxx)
UGA Employee Group Meals +Employees « Continuing - Payment Request Y « Prior approval from the Dean/VP must be obtained «Employee Group Meals expenditures will be
Under certain infrequent circumstances, +Non-Employees Education Funds (14000| (up to $25,000) by completing the Employee Group Meals form: charged to account code 727710
employees may be required to remain at whose participation |+ UGA Restricted «P-Card http://www.busfin.uga.edu/forms/group meals.pdf
the work site during mealtime. is necessary Funds which allow the «Less than $2500* + Original receipt or invoice including details of items
«Examples expense (2xxxx) +No Agency purchased
+Emergency situations, such as +Sales and Service accounts + Description of business purpose
natural disasters and crisis Revenue (14xxx) «Agenda, flyer, or email describing the official event
operations (Conference and - Documentation to certify charges within per diem
- Intra-departmental meetings or Workshop) (14xxx) limits**

training sessions, where the meeting «General Funds (1xxxx) »Non-catered food items (i.e. from a grocery store)

or training session continues during must include a written justification as to why the food

the meal and the employees are not was purchased outside of a catering agreement

permitted to leave the premises of the

meeting site
Contract Hospitality « Performers - Sales and Service - Payment Request Y « Original receipt or invoice including details of items
Events that provide food for performers as Revenue (14xxx) (up to $25,000) purchased
required per the terms of a contract agreed «Agency Funds (6xxxx) |+P-Card « Description of business purpose
upon by UGA. The event must be in - Student Activity Fees - Less than $2500* «Agenda, flyer, or email describing the official event
conjunction with a sponsored UGA event. (13000) *No agency + Copy of the contract page identifying the necessary

accounts food requirements

Meals Purchased for Business Related +Non-Employees »Foundation Funds » Foundation Check N « Original receipt or invoice including details of items Alcohol for business related entertainment

cannot be purchased through UGA and should
be purchased directly from the Foundation.

**Per Diem limits for meals prior to 2/1/22: $6 for breakfast, $7 for lunch, $15 for dinner (per person for cost of food, including tips and taxes and the total cost of food purchased from a grocery store and
all vendors). For meals on or after 2/1/22: $13 for breakfast, $14 for lunch, $23 for dinner (per person for cost of food, including tips and taxes and the total cost of food purchased from a grocery store

and all vendors).

*A detailed description must be added to the comments section in WORKS if food is purchased with a P-Card, stating why food was purchased and if for students, faculty/staff, volunteers or other non-UGA employees



http://www.busfin.uga.edu/forms/group_meals.pdf
http://www.busfin.uga.edu/forms/entertainment.pdf
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