COLLEGE OF LIBERAL ARTS AND SCIENCES
DEPARTMENTAL FOOD & BEVERAGE POLICY
All departments within CLAS must have a food policy on file in their shared drive that has been approved by the DEO, Departmental Administrator and the Collegiate Budget Officer.  The departmental food & beverage policy should be available to all staff (e.g. on a shared drive or posted centrally).  

Please use this template to document your departmental food & beverage policy. See examples and relevant policy excerpts below.

Department Name:



  
Date Completed: 
                           
                       
Purpose: 
This Policy is to expand upon why food and beverages are required at certain events and programs detailed in a departments Recognition Program and provide a detailed explanation of how funds will be used to pay for these items. 
Food or beverages shall be paid by unrestricted foundation or 240 funds. No alcoholic beverages can be purchased with University of Iowa or UI Center for Advancement funds for students, faculty, or staff. All alcohol expenditures must be approved in advance by the Dean and Budget Officer.
Name of Event/Program #1 (noted in Recognition Program that references food and/or beverages)
· Brief description of event/program:
· Items to be purchased/provided: 
· Number attending: 

· Cost per attendee: 

· Total cost: 

Name of Event/Program #2 (noted in Recognition Program that references food and/or beverages)
· (Follow the bullets noted in event/program #1)
	Approved by DEO

Print Name _______________________________

Signature _________________________________

Date _____________________________________
	Approved by Departmental Administrator

Print Name _______________________________

Signature _________________________________

Date _____________________________________

	Approved by Budget Officer

Print Name _______________________________

Signature _________________________________

Date _____________________________________
	


Note: Food and beverage policies are to be reviewed and submitted for approval annually.  If changes are made, submit the revised policy to the Administrative Services Coordinator for the CLAS Budget Officer to obtain approval.  If changes are not made, initial and date the current form, and re-submit to the Administrative Services Coordinator for the CLAS Budget Officer.
Reviewed Dates_______________   _______________   _______________   _______________   

COLLEGE OF LIBERAL ARTS AND SCIENCES
DEPARTMENTAL FOOD & BEVERAGE POLICY
ADDITIONAL GUIDANCE AND CONSIDERATIONS
EXAMPLES of Event/Program:
Workshop Welcome Picnic

· Weekend event held early in fall semester to facilitate introductions among grad students and faculty 

· Non-alcoholic beverages (pop/water) provided to accompany pot luck lunch

· Number attending: 75-90

· Cost per attendee: < $4

· Total cost: $200-$260

Faculty/Staff Welcome Dinner

· Event held at faculty member’s home to introduce new faculty (usually several visiting professors) at the beginning of each semester

· Hosting faculty member purchases food to prepare (cuts costs as opposed to dining at a restaurant) and a main course may be catered

· Number attending: ~20

· Cost per attendee: $15-$30

· Total cost per event: $300-$600

Staff Recognition Lunches

· Lunches for staff several times per year to show appreciation for hard work (especially after grad student applications are processed) and boost morale

· Number attending: 5-10

· Cost per attendee: $18

· Total cost: $75-$150

Food & Beverages Resources

CLAS Finance (the template may be found here) - https://clas.uiowa.edu/finance/food-purchases  

University Operations Manual – Section V. Administrative, Financial, and Facilities, Chapter 11 - https://opsmanual.uiowa.edu/administrative-financial-and-facilities-policies/purchasing/food-beverage-flowers-gifts-and-similar 
Accounts Payable, Purchasing - https://uiowa.edu/ap-purchasing/sites/uiowa.edu.ap-purchasing/files/faqs_food_and_beverage_revised.pdf 
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