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Food Purchases

Authority for Procedure granted by UWG PL #3001, Purchasing.

Background

The University of West Georgia (UWG) complies with the Board of Regents (BOR) Office of Fiscal Affairs

Business Procedure Manual (BPM). The following infermation-has-been-excerptedexcerpts from BRM
19.07-and-19.08-and-is-intended-to-provideBPM 19.07 and 19.08 serve as a quick reference for faculty
and staff to-assist-with-the-purchasesregarding the purchase of food for students (BPM 19.08.01),
volunteers (BPM 19.08.02), and employees (BPM 19.08.03). Faculty and Staff are respensiblefor
knowing-theinformationexpected to be familiar with the full details and requirements eontained
withinoutlined in BPM 19.07 and BPM 19.08 priorto-expending-fundsbefore authorizing any expenditure.

A. Food Purchases with Institutional Funds

UWG recognizesacknowledges that the-eceasional-purchase-ef-food purchases for events and meetings
wilmay occur_occasionally. Ar-ndividualThe rules governing these purchases may be-subjectto

differentrulesvary depending upen-theon the individuals role or capacity in~which-the-individual

participatesin-anat the event. FheGenerally, the funding source for the expense should generally-be

matched-tothealign with the program being supported program-andand its participants. Per diem limits

identified in BPM 04.03 Per Diem Allowance for Meals apply to all food purchased for these categories
¢ individual I .

For a quick reference-guideguidance on compliance, see BORBusiness-Procedures-ManualBPR, 19.08

Purchase of Food Using Institutional Funds-Appendix-A-Food-RPurchases-Quick-Reference Guide that
outhines which deatils allowable funding sources that-may-be-used-when-makingfor food purchases.

Restrictions
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1. Alcohol purchases are prohibited regardless of funded source. (Per UNG PL #7006
Associated Procedure:Alcohol Possession and Use, alcoholic beverages must only be funded
from non-state sources.)

2. Food purchased selely-inconnection-withexclusively for volunteer appreciation or recognition
events (to include students, volunteers, and employees whose participation is required) are-not

allowedis prohibited regardless of fundfunding source.

3. F Sofoorece o disno owed-excep

-Food purchases using a PCard are prohibited unless explicitly permitted
section 03.03.01.02 of the BPM.

4. Amounts thatexceedexceeding the per diem arelimit will not be reimbursed (Remaining
balaneceany amount over per diem may be funded by-ether non-state seurcesfunds)

Procedure

Prior approval must be obtained before incurring any food related expenses. This approval is
documented by the departmental approvers signature on the Food Purchase with Institutional Funds
Form. UWG is responsible for food safety on campus; thus, all food requests and approvals must go
through authorized dining and catering services (Submit the Dine West First Right of Refusal Form).
Dining services has the first right of refusal before any food is purchased from an external vendor.

If food is purchased through UWG Catering:

1. Submission of the completed Food Purchase with Institutional Funds Form to
catering@westqga.edu after placing the order is required for processing. Once the invoice is
finalized, Accounting will record the expense using the provided Chartstring.

2. If catering is used, include the catering invoice number when submitting the documentation to
accting-list@westga.edu.

3. See Documentation Requirements” below

If food is purchased outside of UWG:

Faculty/staff/student must submit an approved Check Request Form to the Accounts Payable
Dept. (email aping@westga.edu) for payment processing

2. All required supporting documentation must be included.

3. Rright of first refusal approval from Dining Services should also be included.

4. |If outside food vendor requires a contract (i.e. food trucks), Contract portal review and
approval is required. For more information and pertinent forms, visit the Contract Management
website.
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Depending on the type of reimbursement or direct payment requested, it may be necessary to work in
conjunction with Accounting and Campus Services for approval.

B. Employee Group Meals

UWG recognizes that undercertain-infreguentin rare circumstances, employees may be required to

remain at-the-werk-siteonsite during mealtime where meals are authorized solely as a convenience to
the university. Such circumstances include emergency situations such as natural disasters or significant
public safety events, but may also include intra-departmental meetings or training sessions, where the
meeting or training session continues during the meal and the employees are not permitted to leave the
premises-of-the-meeting-site. The following criteria must be met for the purchase of employee meals:

1. Group meals should be held only to facilitate the effective and efficient operations of the
departments involved.

2. Group meals should only be provided when the meeting lasts at least four (4) hours.

p#reHe%he—de%e—ef—the—e#em—fane{WQeney—smWs—For non-emergency situations,

group meal purchases should be approved in advance by the head of the organization or their
designee.

Restrictions

1. Purchase of alcohol is net-allewedprohibited regardless of state funded source.

2. Food Purchases via PCard are notallewedprohibited except when specifically addressed in
otherBPMselsewhere in the BPM.-.

3. Authorized group meal expenditures are limited to the purchase of meals only and do not
include snacks.

B@penses—must—be—ﬁelmwed—Meal expenses must adhere to the per dlem I|m|ts establlshed in

BPM Section 04.03, Reimbursement of Per Diem Allowance for Meals .

5. Group meals ferduring a “lunch meeting,” in which the meal and the meeting are one and the
same, are prehibitedineligible for payment.

6. Group meals heldprovided at the start and/or finishend of a meeting are nrot-eligibleineligible
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for payment.

C. Meals Involving Multiple Institutions

EfficientThe efficient and effective administrationoperation of USG institutions may occasionally require
instances-whenmeetings involving various groups of university officials;—such as presidents, executive
officers, or employees representing functional areas such-asincluding student activities, academic
affairs, business affairs, eteand others.;-may-berequired-to-meet These meetings must serve a
legitimate official business purpose directly related to the mission and operations of the participating
institutions.-Fhe i i i etk

Such events/meetings may be supported by registration fees collected from participants. Per BPM

14.05.01, Funds Held for Individuals, Groups and Organizations funds collected by the sponsoring
institution should be deposited into and expended from a designated custodial account created
specifically for this purpose.

The following standards apply to determine the allowability of purchases under this procedure:

1. Group meals held afterafter the official completion of a conference or event are net-eligiblenot
eligible for payment under this pelieyprocedure.

2. ReasonablepurchasesReasonable expenses may be madeincurred for refreshment breaks
during the event.

3. Everylnstitutions must make every effort sheuld-be-made-to-negotiate reasonable-meal

coststo negotiate reasonable meal costs to ensure responsible use of funds.

Restrictions for Meals involving Multiple Institutions

1. Alcohol Rurchasespurchases are net-allowedprohibited regardless of state-fundedfunding
source.

2. Food Purchases with a PCard are not-allowed-except-when-specifically-addressedprohibited

unless explicitly permitted in other sections of the-BPM 03.03.01.02, Allowable Purchases .

3. Meals held at the official conclusion of an event are net-allewableprohibited.

Procedure

Food purchase requirements

1. ObtainPrior approval required: all food purchases must receive prior approval forthe-purchase
offoed-prior to incurring the expense.
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Payment process: Faculty/staff/student willmust submit ara completed and approved Check

Request and additional documentation as required to the Office of Controller for payment.
MealsAccount Code; All meals are to be charged to account 727700.

D. Documentation Requirements

To ensure proper accountability and compliance, the following documentation must be submitted for all

events or meetings involving institutional resources:

1

2.

oo

[~

Statement of Purpose:
A brief description explaining the business purpose of the meeting or event.

Justification of Resource Use:
Documentation demonstrating the effective and efficient use of institutional funds.

Evidence of Official Status:
A formal agenda or other materials (e.q., flyer, email invitation, or program) that verify the
event was official in nature.

Attendance Record:

A list of attendees and their affiliations. For groups exceeding 10 individuals, provide an
estimated headcount and a description of the group (e.qg., "approx. 25 student leaders from
Student Government Association").

E. Food Purchases with Foundation Funds

As-inthe-past-Foundation funds may be utilized to purchase food for an institutional event that does not
qualify with state-funded sources. For specific guidelines visit the Foundation Funds Use Policy section
of the UWG Foundation webpage.
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Forms

Food Purchase with Institutional Funds Form

Check Request Form

Dine West First Right of Refusal

Approval Signatures

Step Description Approver Date

Food Purchases. Retrieved 10/2026. Ofticial copy at https://uwg.policystat.com/policy/21673091/. Copyright © 2026 Page 6 of 6
University of West Georgia


https://www.westga.edu/assets/controller/docs/forms/University_of_West_Georgia_Food_purchase_with_Institutional_Funds_11.26.2025.pdf
https://workwest.westga.edu/administration/administration-and-finance/purchasing/assets/docs/check-request-form-rev-9-25-20.pdf
https://app.smartsheet.com/b/form/f3e2947677a54d92bcca17a48f321f7a

	Food Purchases
	Background
	Food Purchases with Institutional Funds
	Restrictions
	Procedure
	Unique Documentation requirements

	Employee Group Meals
	Restrictions

	Meals Involving Multiple Institutions
	Restrictions for Meals involving Multiple Institutions
	Procedure
	Food purchase requirements
	Unique Documentation Requirements

	Food Purchases with Foundation Funds
	D. Documentation Requirements
	E. Food Purchases with Foundation Funds
	Forms
	Food Purchase with Institutional Funds Form
	Check Request Form

	Approval Signatures


