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FM5 Business and Travel Expense Policy and Procedures– Hospitality Summary 

 

Hospitality: The provision of food and beverages for social or recreational     

          activities, events and functions. 

 

Section 3.b Hospitality (Procedures)  

i. Hospitality charges incurred in support of the University’s mission will be 

paid by the University provided the expenses are authorized, 

reasonable and appropriately documented. 

1.) Preapproval is required for all hospitality expenses by the 

administrator or department head responsible (one-over-one 

approval is required). 

2.) Refreshments and meals for internal meetings attended only by 

University employees are not normally considered business 

expenses.  Exceptions require Dean or department head approval. 

3.) Purchases of alcohol will not be reimbursed by the University. 

 

Section 3.f Employee Engagement (Policy)  

The Employee Engagement Fund provides each Department/Division with 

preapproved$50 per person per fiscal year to be used at the discretion of the 

Department/Division for activities which enhance employee engagement.  

Departments/Divisions are responsible for ensuring that the coordination of their 

activity has minimal impact on the University’s operational services. 
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