Student Engagement — Food & Beverage Purchasing Standards

Effective Date: 1/1/25
Approved by: Student Engagement Leadership

Authority

POL-U5348.16 Purchasing Food and Beverage
Purpose of Standards

These standards apply to all purchases of food, beverages, and related hospitality expenses paid
for with Student Engagement (SE) Funds or Earned Funds in relation to events and activities.

Standards

1. Approval Required Before Purchase

a. Prior approval from the Budget Authority is required before purchasing any food or
beverage.

b. Allfood and beverage purchases will be approved through the SE Expenditure Request
esign form and require approval by the Budget Authority. Purchases must reflect ethical
and good financial stewardship. The mission of the SE department or club system should be
in consideration for all purchases.

2. Cost of Meals Must Not Exceed Washington State Per Diem Rates
a. Referto the University Per Diem Rates chart and map for details on current rates. Per Diem
means “For the Day” in Latin. Per Diem meals do not require receipts. Rates include the
meal, taxes, and tips. Per Diem is destination-based and is determined by federal per diem_
guidelines.
b. For hosted events, ensure that Per Diem rates per person are not exceeded when
purchasing food at any event.
c. Fortravel:
e For employee travel — Per Diem rates and rules apply.
e For club travel — clubs may reimburse members at Per Diem rates or for meals
that are below Per Diem rates with itemized receipts.
e For At-Large recipients of Student Enhancement Fund (SEF) or Employee
Development Fund (EDF) — food is not covered per their guidelines.
1. SEF & EDF guidelines

3. Gratuities must not exceed 20% of total bill.
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https://esign.wwu.edu/admcs/forms/AS/_as_expenditure_req_11.asp
https://business-services.wwu.edu/travel-services/meal-lodging-per-diem
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://business-services.wwu.edu/travel-services/meal-lodging-per-diem
https://business-services.wwu.edu/travel-services/meal-lodging-per-diem
https://asvuwwu.blob.core.windows.net/media/up/2019/10/SEF%20Guidelines.pdf
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4. Purchasing Alcoholic Beverages with Student Engagement or Earned Funds Prohibited per
university policy.

5. Purchase of Single-Use Water Bottles Prohibited
a. Exception: Contracted performer stipulations and other exceptions which are approved by
the Budget Authority.

6. All Activities Using Student Engagement (SE) Funds Must Be Open to the Campus Community
a. Exceptions: SE Organization may utilize SE Funds for a Closed Hospitality Activity when it
falls within the scope of the program and is approved by the SE Business Office. In these
cases, an agenda and list of attendees must be provided on the Expenditure Request form.
Examples include, but are not limited to:
e Food at staff retreats, workshops, trainings is permissable if budget funds allow
e Feeding staff and volunteers during events occurring through mealtimes of long
duration that staff cannot break away for nourishment
e End of year SE staff recognition event.
e On-going programmatic activities for SE staff appreciation and recognition.
b. Events that are open to the Campus Community and using Student Engagement funds are
allowable for:
e Election celebrations (program offices of WWU must remain non-partisan)
e Lobbying activities for the program office
e Program / Department anniversaries

7. Earned Funds for Clubs May Be Used for Closed Hospitality Activities
a. Earned funds may be used by Clubs at regularly scheduled meetings and events whether
open to the entire campus or closed to members only.
b. Funding bodies (such as Activities Council) for Clubs will NOT allocate funding to clubs for
food and beverages for closed activities such as membership only meetings.

8. Contracted Hospitality Has Different Requirements and Allowances

a. Closed Hospitality (e.g. backstage dinners) must be listed within the SE Personal Services
contract. The contract must contain a dollar amount, or not —to-exceed amount, allocated
to hospitality purposes. The SE sponsor will purchase and provide the food.

b. SE Organizations or Clubs sponsoring speakers and/or other individuals that require meals
at restaurants are authorized to budget funds for two (2) students and up to one (1) non-
student staff to accompany the guest speaker/performer. For multiple guests, one (1)
student per guest with a maximum of four (4) students and up to one (1) non-student staff
member are authorized.

c. Contract approved Meal Buyouts (i.e. cash amount paid directly to the contractor) are
allowed.

9. Exceptions May Be Made
In accordance with established Student Engagement principles and procedures, specific exceptions
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https://studentaffairs.wwu.edu/alcohol-and-other-drug-information
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to the above listed standards may be granted by the Dean of Student Life.or designee.

Definitions

1. Budget Authority — An individual authorized by the Financial Fund Manager to perform specific
financial duties including approving all use of funds.

2. Clubs — Student organizations officially recognized through Standard: Recognition and Expectations
of Student Clubs (STN-U8610.02).

3. Closed Hospitality Activity - An activity not publicized to the general campus community and/or
admission limited to the listed organization's membership and guests (e.g. year-end recognition
events).

4. Contracted Hospitality Activity - An activity involving a personal services contract to provide food
and/or beverages (e.g. personal services contract for performers).

5. Earned Funds - Club funds that have not been allocated from the Services and Activities Fees or
funds collected by SE Program Offices for registration fees (e.g. Western Outdoor Orientation Trips,
CDC Food Program, etc.)

6. Hospitality - food, beverage, and related production costs.

7. Meal - Includes breakfast, lunch, and/or dinner.

8. Student Engagement Program Offices — A department with yearly allocated operating budgets,
programming funds, designated office space and employed student staff.
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https://policy.wwu.edu/files/2023-07/STN-U8610.02%20Student%20Club%20Recognition%20Standards%20.pdf
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