Reimbursement for Food Purchases

· Complete this form and submit with Expense Reimbursement Form.
· The spend category is Food – Non Travel
· To ensure your food expenditure is an allowable expense, review the Catering and Non-Travel Food Policy and Procedures allowable food expenditures criteria. An allowable expense must meet one criteria in each section.
· Coffee/tea/water expenses are allowable for any meeting of more than eight (8) participants.
· For food purchases under $50, Madison College Catering refusal is not required.
· For food purchases at the regional campuses, Madison College Catering refusal is not required.
· You must attach the agenda or other documentation of the meeting purpose to this document. If an agenda is not available, such as for a reception, documentation of the event (i.e., invitation or announcement) must be attached.
· If you did not use Madison College Catering, you must include documentation that it was unavailable. Documentation can include a screenshot from CaterTrax or email from catering@madisoncollege.edu. 
Event Purpose: ______________________________________________________________________________
Is this event for staff development? _____YES     _____NO
Date and Time of Event: _______________________________________________________________________

Location of Event: ____________________________________________________________________________
Attendees:
Number of Madison College Employees: ________

Number of Non-Madison College Attendees: _______



Number of Students: ______

Names of attendees and affiliation of each participant (attached list on separate page, if necessary)
	Attendees Name
	Affiliation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


If the event was held over a meal period, provide justification: 
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