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Policy:
It is the policy of CSU, Sacramento to use university funds for qualified business related hospitality expenses in accordance with Executive Order 761, www.calstate.edu/eo/EO-761.pdf. 

Approving Authority:
Those that can approve the use of University funds for the purchase of commodities and services are also delegated the authority to approve the payment for and reimbursement of business related hospitality expenses. 

· Those delegated this authority cannot approve transactions reimbursing themselves; this is required to ensure the independence of this approval process.  The supervisor or other manager above the person being reimbursed must approve these expenses.  

· It is the responsibility of the approving authority to ensure these expenses serve a clear university business related purpose.  It is also the responsibility of the approving authority to ensure the employee who made the purchase or is being reimbursed derived no personal benefit.  

Allowable Expenses:
Allowable expenses must be directly related to the conduct of official university business.  The approving authority must evaluate the importance of the event in terms of the costs that will be incurred, the benefits to be derived from such an expense, the availability of funds and any alternatives that would be equally effective in accomplishing the desired objectives.  

Business related hospitality expenses include: 
· Meals, light refreshments, 
· travel expenses associated with university events, and

· Promotional materials, gifts, and awards*.   

Gifts are something of value given to an individual, group or entity with the expectation of benefit accruing to the university*.   Promotional materials are gifts that are distributed to promote the name or image of the university.   

*Gifts and awards of $25 or more must also conform to all IRS and Franchise Tax Board regulations.  Student awards, cash, and gift cards, a record of such financial assistance shall be forwarded on a timely basis to the campus Financial Aids Office and shall be documented on student financial aid recipient records kept in that office.  Education Code Title 5, Section 42500D
Examples:  The following are examples of occasions when the provision for allowable business related hospitality expense is permitted.

(
When the university hosts official guests.  These include people invited by a university representative to attend a university event. Including students, not   employees. See Executive Order 761, www.calstate.edu/eo/EO-761.pdf
(
When the university is the host or sponsor of a meeting of a learned society or 
professional organization.

(
When the university is the host or sponsor of meetings of an administrative nature that are directly related to the welfare of the university.  In these
 instances, the hospitality must be a necessary and integral part of the business meeting and not a solely a matter of personal convenience.

(
When the university hosts receptions held in connection with conferences, 
meetings of learned societies or professional organizations, fund raising events, 
meetings of student organizations, student events such as commencement 
exercises and meetings of other university related groups such as alumni 
organizations and advisory boards.

(
When the university hosts receptions for the benefit of employee morale, 
employee recognition or length of service awards and retirement receptions. 
· A university employee may be reimbursed for the expense of purchasing a plant, flowers, and card in the event of the death of a university employee or the employee’s immediate family member (spouse, father, mother, brother, sister, or child), use of State Fund is prohibited. Special Funds or Auxiliary Funds are allowable. Limit of $50.00. 
Funding Sources: There are three types of funds available for the payment of business related hospitality expenses.  These include the State Funds, Special Enterprise Funds and Auxiliary Organizations Funds.  

(
State Fund is defined as those funds appropriated by the State Legislature to the campus (i.e., University General Fund allocations).   Hospitality expenses to be charged against State funds should be submitted to the University’s Accounts Payable department with the necessary documentation and approvals.
(
Special Funds include those funds held in the Continuing Education Revenue Fund, the Lottery Education Fund, the Parking Fund, the Dormitory Revenue Fund, many of the Department Trust Funds and the Special Projects Fund.  Hospitality expenses to be charged against Special Funds should be submitted to the University’s Accounts Payable department with the necessary documentation and approvals.

(
Auxiliary Organization Funds include those funds deposited with University Enterprises Incorporated, The University Foundation at Sacramento State, Associated Students Incorporated, the University Union, Capital Public Radio and the University Enterprises Incorporated Development Group.  The use of auxiliary organization funds is governed by the policies of the relevant governing board.  Hospitality expenses to be charged against Auxiliary Organization Funds should be submitted to the Auxiliary’s Accounts Payable department with the necessary documentation and approvals.

Qualifying expenses may be paid from any or all of these funding sources subject to the governing restrictions on fund use and the following guidelines.  

Business Related Hospitality Expenses
	TYPE of EXPENSE


	STATE FUNDS
	SPECIAL FUNDS
	AUXILIARY ORGANIZATION FUNDS

	Alcoholic beverages, including tax gratuity and service charges
	NO
	YES
	YES

	Food purchased for meetings attended by University guest(s).
	YES
	YES
	YES

	Food purchased for meeting attended by employees from the same work location only (meeting was held during normal work hours)
	NO
	YES
	YES

	Food purchased during meeting with University Donors for Donor Cultivation
	YES
	YES
	YES

	Food purchased for student meeting or student recognition events
	YES
	YES
	YES

	Third party events (awards banquets, recognition dinners where the dinner is not hosted by the University)
	NO
	YES
	YES

	Food purchased during interview process with interview candidate
	YES
	YES
	YES

	Light refreshments such as coffee, soft drinks, candy, if available to the public
	YES
	YES
	YES

	Bereavement expenditure – Flowers, Plant, and card
	NO
	YES
	YES

	Gifts
	NO
	YES
	YES

	Awards
	NO
	YES
	YES

	Promotional Items
	YES
	YES
	YES

	Interview expenses – Travel, Lodging, and Airline Ticket
	YES
	YES
	YES

	Official Guest expenses (Guest traveling for University business)
	YES
	YES
	YES

	Recruitment interviews
	YES
	YES
	YES


Documentation:  A brief statement of justification explaining how the expense fulfills these guidelines must accompany the purchase requisition or authorization for payment or reimbursement.  This statement must also include a list of those who attended the event. For large groups of attendees, list the name of the group. Those expenses related to an employee while that employee is on travel status are separately addressed in the current CSUS Travel Manual and the CSU Travel Policy   www.csus.edu/acpy/.  

Audit of Activity:
Accounts Payable is responsible for reviewing business related hospitality expense transactions to ensure all are appropriately documented and approved.  Additionally, Auditing Services will periodically evaluate activities to determine if transactions are qualified and charged to appropriate funding sources. 

The University Policy Manual can be found at:  http://www.csus.edu/admbus/umanual/
Executive Order 761 can be found at http://www.calstate.edu/EO/
If you have any questions about Hospitality and Business Expenses, please contact a University Accounts Payable representative at (916) 278-6476.  

Questions or comments about Accounts Payable service should be directed to: 
· the Director of Accounts Payable and Travel, Susan Johnson, 916/278-6476, sjohns@csus.edu, or 
· the Interim University Controller, Kendal Chaney-Buttleman, 916/278-4679, kendalcb@csus.edu, or
· the Interim Associate Vice President, Financial Services, Justine Heartt, 916/278-5992, hearttj@csus.edu 
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