VSU PCARD STUDENT FOOD PURCHASING GUIDELINES


Note: Institutional funds include all funds to which an institution holds title, such as student fees, auxiliary revenues, state appropriated funds, etc. and are subject to this policy (BPM 19.8).
All purchases made with a P-Card must be for official State of Georgia business. Cardholders and approving officials are designated as State purchasing agents and are subject to the provisions of O.C.G.A. § 45-10-1 et. seq. (State Employee Code of Ethics, Conflicts of Interest, etc.) (BPM 3.3.1)
The institution president or the president’s designee must approve cardholders authorized to make food purchases. Such approval should take place only after the cardholder has been adequately trained on what food purchases are allowable. (BPM 3.3.1.#5 authorized use of p-cards; student food)
CONTENTS:

Section I:
Definition of Employee for the purpose of this policy
Section II:
Definition of Student
Section III:
Allowed P-Card Food Purchases
Section IV.
Table listing Activity
Section I: EMPLOYEES (BPM 19.8 Purchase of Food Using Institutional Funds) (BPM 19.8.3 Food for Employees)

Include:
· Temporary Staff

· Part-Time Staff

· Full-Time Staff

· Faculty


· Administrators

· Resident Assistants (RAs)

· Student Assistants

· Other Student Workers
· An individual may be subject to different rules depending on the capacity in which they are participating in an event. For example, volunteers might include employees or students if the individual is operating in a capacity separate from their employee or student role.
· An employee or volunteer attending a student event in the capacity of a student would be considered a student.
· A student worker participating in an event while being paid would be considered an employee. 
· Employees working additional hours in their own area, using work time to provide volunteer service or otherwise participating in activities expected of employees are not volunteers for the purposes of this policy. 

Section II: STUDENTS (BPM 19.8.1 Food for Students) (BPM 19.8 Purchase of Food Using Institutional Funds)

Include:
· Individuals enrolled in University classes
· Individuals enrolled in Continuing Education classes
· Individuals being recruited as potential students and their guardians
Section III: ALLOWED P-CARD FOOD PURCHASES:
1) STUDENTS:


The P-Card is allowed for the following food purchases for students:


 
A) Sanctioned Student Events (Students) (State of Georgia Purchasing Card Policy IX, B; Use of the 
Card and Other Accounts) (BPM 3.3.1.#5 authorized use of p-cards; student food); (BPM 19.8.1 Food for        Students):
· Events sponsored by recognized student groups
· Athletic team events

· Athletic recruiting meetings, can include their guardians
· Events designed to recruit students to attend the university, can include their guardians

· Other campus events open to the general student body and designed to further the development and education of students.
· Meal per diem limits apply (BPM 4.3 Per Diem Allowance for Meals) (BPM 19.8.4 Documentation Requirements and Enforcement of Per Diem Limits at Group Events) Food Includes:

· Meals

· Beverages

· Snacks, etc

· Excludes alcohol
· Do not include the cost of food setup and delivery in per diem calculation.

· Documentation: Food purchased for a group event should include a flyer, email, agenda, or other documentation substantiating the event was an official event. While the per diem limits also apply to group events where food is purchased on a group basis (pizza parties, etc.), institutions are not required to document the actual number or names of participants. However, institutions should require employees expending institutional funds for those events to certify that the appropriate per diem limits were followed. VSU requires documentation to certify that the appropriate per diem limits were followed. 
· Food purchased at a restaurant or on a per person basis should include: 
· an itemized receipt showing all meals purchased, 
· roster of the participants showing student name, 
· a copy of team schedule or other documentation showing that the meal was for an authorized student activity. (BPM 19.8.4 Documentation Requirements and Enforcement of Per Diem Limits at Group Events)

B) Student Travel: (Students) (State of Georgia Purchasing Card Policy IX, B; Use of the Card and Other Accounts) (BPM 3.3.1.#5 authorized use of p-cards; student food); (BPM 19.8.1 Food for Students):

· Travel sponsored by recognized student groups

· Athletic team travel
· Meal per diem limits apply, see above. (BPM 4.3 Per Diem Allowance for Meals). Do not include the cost of food setup and delivery in per diem calculation.

C) Academic Programs (Students) (BPM 3.3.1.#5 authorized use of p-cards; student food), (BPM 4.3 Per Diem Allowance for Meals), (BPM 19.8.1 Food for Students), (BPM 19.8.4 Documentation Requirements and Enforcement of Per Diem Limits at Group Events) (BPM 21.4 Acquiring Goods and Services Abroad)

· Food may be purchased for a class where food is a part of the instructional methodology such as a food appreciation or cooking class offered by Continuing Education. While not necessarily in a travel status, the per diem limits apply to food purchased for consumption by students participating in a sanctioned student event. Do not include the cost of food setup and delivery in per diem calculation. (BPM 4.3 Per Diem Allowance for Meals), (BPM 19.8.4 Documentation Requirements and Enforcement of Per Diem Limits at Group Events)
· Food may be purchased for students in study abroad programs (employees must pay their own expenses)
2) Volunteers:

The P-Card is allowed for the following food purchases for volunteers:


 A) Sanctioned Student Events (Employees or Non-Employees) 

      Academic Programs (Employees or Non-Employees)
(BPM 19.8.2 Food for Volunteers), (BPM 19.8.4 Documentation Requirements and Enforcement of Per Diem Limits at Group Events)

     Must meet the following requirements:
· Include individuals that provide benefits to the university without receiving compensation.

· Food may be purchased on those instances where a quid pro quo (not gratuitous) relationship exists (i.e. advisory board meeting, student mentor, etc.) 
· Meal per diem limits apply (BPM 4.3 Per Diem Allowance for Meals). Do not include the cost of food setup and delivery in per diem calculation.
· Food purchased solely in connection with volunteer appreciation or volunteer recognition events would not be allowable.
3) Employees:
Employees participating in off-campus events or in a travel status must request reimbursement (or use a cash advance). Employees may only receive per diem for meals occurring while officially on travel status based on the number of meals per day for which the employee is eligible.(BPM 3.3.1, #5 Authorized use of p-cards: student food), (BPM 4.3 Per Diem Allowance for Meals).
Employees with responsibility for administering institutional funds and employees requesting reimbursement from institutional funds should ensure that funds are spent only for legitimate public purposes and not for the personal benefit of the employee or other individuals. The misuse of institutional funds may result in both employment termination and various civil and criminal penalties. (BPM 19.8 Purchase of Food Using Institutional Funds)

The funding source should generally be matched to the supported program and participants. For example, student activity fees might be used to purchase water for a volunteer event sponsored by a student group. In this instance, students, volunteers and employees whose participation is required would presumably consume the water. However, student activity fees should not be used to purchase water for employees conducting outside activities as part of their normal job, e.g., groundskeepers. (BPM 19.8 Purchase of Food Using Institutional Funds)
Note: A purchasing card may only be used for BPM Section 19.8(Purchase of Food Using Institutional Funds) purchases as outlined in BPM Section 3.3.1, item 5 (Authorized Use of P-Cards).
SECTION IV: TABLE LISTING ACTIVITY
	Activity
	
	Allowable Participants
	
	Potential Funding

Source(s)
	
	Notes

	Sanctioned Student
	•
	Students
	•
	Agency Funds
	•
	See BPM Sections

	Events (excluding
	•
	Volunteers
	•
	Auxiliary Funds
	
	19.8.1, 19.8.2, and

	athletic events)
	•
	Employees whose
	•
	Endowment funds where
	
	19.8.3

	
	
	participation is required
	
	authorized by fund
	•
	Per diem limits apply

	
	
	
	•
	Agreement
Grants or Contract Funds
	
	

	
	
	
	•
	as authorized by fund

provider

Student Activity Fees
	
	

	Athletic Events &
	•
	Students
	•
	Agency Funds
	•
	See BPM Sections

	Recruiting
	•
	Potential students &
	•
	Athletic Auxiliary Funds
	
	19.8.1, 19.8.2, and

	
	
	parents/guardians
	•
	Endowment funds where
	
	19.8.3

	
	•
	Volunteers
	
	authorized by fund
	•
	Per diem limits apply

	
	•
	Employees whose
	
	agreement
	•
	Applicable athletic

	
	
	participation is required
	•
	Student Athletic Fees
	
	conference rules shall

	
	
	
	
	
	
	also be followed

	Classroom &
	•
	Students
	•
	Sales & Service Revenue
	•
	See BPM Sections

	Academic
	•
	Employees whose
	•
	State appropriated funds
	
	19.8.1 and 19.8.2

	Programs
	
	participation is required
	
	for use only in for credit
	
	

	
	
	
	•
	courses

Tuition & Fee Revenue
	
	

	Student Recruiting
	•
	Students
	•
	Agency Funds
	•
	See BPM Sections

	Events
	•
	Potential students &
	•
	Auxiliary Funds
	
	19.8.1, 19.8.2, and

	
	
	parents/guardians
	•
	Student Activity Fees
	
	19.8.3

	
	•
	Volunteers
	
	
	•
	Per diem limits apply

	
	•
	Employees whose
	
	
	
	

	
	
	participation is required
	
	
	
	

	Volunteer Events
	•
	Students
	•
	All funds except state
	•
	See BPM Sections

	
	•
	Volunteers
	
	appropriated funds and
	
	19.8.2 and 19.8.3

	
	•
	Employees whose
	
	tuition revenue
	•
	Per diem limits apply

	
	
	participation is required
	•
	Recognized “executive”
	•
	Volunteer events with

	
	
	
	
	program tuition revenue
	
	sole purpose of

	
	
	
	
	may be used to purchase
	
	recognition or

	
	
	
	
	food for volunteer events
	
	appreciation for past

	
	
	
	
	
	
	services may not be

paid using any fund

source except for

Foundation funds

	Safety Products
	•
	Students
	•
	Auxiliary funds
	•
	See BPM Section

	
	•
	Volunteers
	•
	Sales and service revenue
	
	19.8.3

	
	•
	Employees at risk due to
	•
	State appropriated funds
	•
	Expenses should be

	
	
	environmental or
	•
	Student Activity Fees
	
	paid using the

	
	
	workplace conditions
	•
	Tuition & Fee Revenue
	
	departmental budget

	
	
	
	
	
	
	of the assigned

employees

	
	
	
	

	Educational or

Business Meetings
	•
Students

•
Volunteers

•
Employees whose

participation is required
	•
Auxiliary funds

•
Sales and service revenue

•
State appropriated funds
	•
See BPM Section

19.8.3

•
Meeting must consist

of predominantly non‑

employees

•
Per diem limits apply
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