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1. PURPOSE AND DESCRIPTION
This procedure outlines the management and control over Coffee and Light Refreshments, as well as Meals with Meetings, based on the state’s regulations and requirements contained in the State Administrative and Accounting Manual chapter 70.10 and 70.15. http://www.ofm.wa.gov/policy/70.htm
Light Refreshments, for the purpose of this procedure, include nonalcoholic beverages and edible items commonly served between meals, but not intended to substitute for meals. Examples would be:  doughnuts, sweet rolls, fruit, cheese, cookies, juice and soft drinks.

Examples of items that are not allowed would be: sandwiches or hot items such as eggs.

An Integral Part of a meeting, in relation to meals with meetings, is defined as a meeting which takes place during, or through, a meal period where attendees are not released from the meeting or formal training session.
A Regular Workplace is the location where a state employee or state official normally performs his/her work (excludes meeting and conference rooms).
Agency funds are exempt from this procedure. Agency funds are funds that are used to account for resources held by the state in a purely custodial capacity for other governments, private organizations or individuals. (Fund 840)
2. WHEN IT’S ALLOWED
If approved as below, Pierce College District may serve coffee and light refreshments or meals with meetings at a meeting where:

a. The purpose of the meeting is to conduct state business or to provide formal training that benefits the state (including all district events); and
b. The coffee and light refreshment or meal with meeting is an integral part of the meeting or training session, and
c. The meeting or training session takes place away from the employee’s or official’s regular workplace, and
d. The agency obtains a receipt for the actual costs of the coffee and light refreshments or meals with meetings
e. The event is for students only – or primarily for students and any participation by staff is immaterial or incidental
f. The expenditure comes from agency funds.
3. WHEN IT’S PROHIBITED

Pierce College District may not make expenditures for meals in the following situations:
a. For anniversaries of agencies, receptions for new, existing, and/or retiring employees or officials, election celebrations, etc.

b. Any “hosting” activities. “Hosting” includes, but is not limited to, those activities that are intended either to lobby a legislator or a governmental official, or are to be a social rather than governmental business event, and include expenditures for meals for those whom agencies are not legally authorized to reimburse. 

c. Reimbursements for alcoholic beverage expenses are never allowed with college and state funds.

4. DOCUMENTATION OF APPROVAL

All meals or light refreshments provided at either Pierce College Fort Steilacoom or Pierce College Puyallup must be purchased through the College’s Food Service Vendor (Chartwells). In accordance with the current contract Chartwells, as an independent contractor, holds the exclusive right to sell to students, employees, guests and other persons located at either Pierce College Fort Steilacoom or Pierce College Puyallup. Events held on either campus that do not use Chartwells must provide written documentation from the Food Service Vendor of their consent of use of another source. 
Approvals for Coffee and Light Refreshments, and Meals with Meetings, must be submitted on a Meal Approval Request form: https://intranet.pierce.ctc.edu/Shared/Forms/mealmemo1.xls 

Prior approval must be obtained from the Director of Finance or his/her designee, and should be submitted at least five working days before the event. For Student Programs related events the Director of Student Programs at each campus has been designated with approval authority. Documentation should provide support for the authorization, including: 

a. The names of the organizations or persons attending the meeting or formal training session. Organizations include Boards, Committees, Commissions, Councils, Task Forces, etc.
b. The purpose of the meeting.
c. An estimate of the approximate number of individuals expected to attend the event.

d. The estimated cost. 

One-time approvals for recurring meetings, during a fiscal year, can be made at the time of the initial request. 
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