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Work Location – the place where the major portion of an employee’s working time is spent or the place 
to which the employee returns during working hours upon completion of special assignments.  (The main 
campus is a single work location) 
 
Prohibited Expenditures 
Regardless of funding source: 
 
 Hospitality expenses that are of a personal nature, not related to the active conduct of official 

University business or with personal benefit derived by the official host or other employees 
 Employee birthdays, weddings, anniversaries, showers, and other personal celebrations or 

acknowledgements. 
 Employee farewell gatherings that are not official campus functions.  Designation of farewell 

event as an official campus function requires vice presidential approval or approval of the 
executive manager of the auxiliary organization.  Official campus functions do not include off-
site parties, dinners, or similar events organized by co-workers and friends.  [Retirement events 
are distinct from “farewell gatherings” and are allowed.  Refer to the next section for guidance.] 

 Memorial services, celebrations of retirement, and farewell gatherings for employees separating 
with less than 5 years of service 

 Tobacco (by campus policy). 
 Hospitality expenses will not be paid or reimbursed for membership in social organization, 

activities or entertainment service that discriminate based on race, color, religion, national origin, 
ancestry, age, gender, sexual orientation, marital status, veteran status or disability. 

 Employee business meal or entertainment expenses must conform to IRS regulations.  No 
employee business meal or entertainment expenditure that is considered taxable under IRS 
regulations will be reimbursed or paid.  An employer’s reimbursement of an employee business 
meal or entertainment expense may be considered taxable income to an employee if: 

o The activity is not directly related to the employee’s job 
o The expense is lavish or extravagant under the circumstances 
o The expense is not substantiated with supporting documentation 

 
Allowed Expenditures  
Expenditures are allowed within funding as indicated and only within this policy and policies constructed 
by the auxiliary organizations and approved by the campus Vice President of Business and Financial 
Affairs or designee only if appropriate to the purpose of the special or auxiliary organization fund.  
“Special Funds” excludes any University Operating Funds. Within the University funds in particular, 
ICSUAM 1301.00 has defined the term “Special Funds” to include sources such as Housing, CERF, 
Parking, Lottery and Enterprise Funds. “University Operating Fund” is defined by the campus to include 
all General Fund appropriation and student fee revenue. 
 
 
 

Funding Sources for Payment of Hospitality Expenses 
 
 

Hospitality Expenses 

University 
Operating Fund  

Special 
Funds 

 

Auxiliary 
Organization  

Funds 
Gifts  Note a No Yes Yes 
Employee morale. Note a No Yes Yes 
Official campus functions, including 
retirement receptions. Note a 

No Yes Yes 

Awards and Service Recognition  Note a No Yes Yes 
Alcoholic Beverages  Note b No No Yes 
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Tobacco Products Note b No No No 
Food and Beverages (other than Alcoholic 
Beverages) for meetings and events attended 
by Official Guests Note c 

Yes Yes Yes 

Food and Beverages (other than Alcoholic 
Beverages) for meetings and events attended 
by employees of the Same Work Location 
which includes campus employees and 
auxiliaries. Note d 

No Yes Yes 

Membership in Social Organizations No Yes Yes 
Promotional Items Note e Yes Yes Yes 
Community involvement & outreach, 
cultivating donor relations Note f 

Yes Yes Yes 

Entertainment Services Note f No Yes Yes 
Spouses and Domestic Partners Note g No Yes Yes 
Students and Prospective Students Note h Yes Yes Yes 
 

Notes: 
a. Positive employee morale is a valuable resource.  Accordingly, within the constraints 

imposed by system policy, particularly ICSUAM 1301.00, this policy allows for expenditures 
supportive of employee morale (other than those previously identified as prohibited), length 
of service awards and retirement presentations for employees separating with at least 5 years 
of service.  Official campus functions, such as Staff Awards Day and retirement receptions, 
are included as they promote employee morale.  The campus relies on the judgment of 
administrators in this area as they are most capable of assessing the benefit to the University 
of such expenditures. 

 
b. Alcoholic beverages are an allowable expense when (1) the campus employee is serving as 

host for an event attended by non-campus persons; or (2) the organization is hosting a 
reception for the benefit of employee morale.  Expenditures for alcohol outside of hosted 
events are personal expenditures and are not reimbursable. 

 
c. Food and beverages when hosting Official Guests for the purpose of promoting the campus 

are allowed.  When the beverages are alcoholic, no University Operating Funds or Special 
Funds are allowed. 

 
d. Meetings* attended by employees of the same work location, (the main campus is a single 

work location) are permitted if the expenses occur infrequently and are reasonable and 
appropriate to the business purpose and are subject to the following:   

* The term “meetings” does not include departmental celebrations (which are addressed 
in Note a regarding Employee Morale) or collegial dining among co-workers (non-
reimbursable) but refers to business-purpose meetings only.   

 
• On campus, during normal business hours: Food and non-alcoholic beverages for on-

campus meetings during regular work hours are allowable only for meetings “which 
serve a University business purpose and are generally administrative in nature” 
(ICSUAM 1301.00).   

 
• Off campus, during normal business hours:  Food and beverages for off-campus meetings 

attended only by employees of the same work location is an allowable expense during 
structured meetings with formal a formal agenda.  Examples are retreats and strategic 
planning meetings. 

 












	Hospitality Payment or Reimbursement of Expenses Policy June 2012-signed.pdf
	Hospitality Policy final 6-26-12 to Pres for signature.pdf
	Purpose
	Scope
	Authoritative References
	Prohibited Expenditures
	Auxiliary
	Special
	Yes
	Yes
	Yes
	Yes
	Budget and Documentation Requirements

	Hospitality Policy final 6-26-12 to Pres for signature
	Purpose
	Scope
	Authoritative References
	Prohibited Expenditures
	Auxiliary
	Special
	Yes
	Yes
	Yes
	Yes
	Budget and Documentation Requirements

	Hospitality Policy final 6-26-12 to Pres for signature.pdf
	Purpose
	Scope
	Authoritative References
	Prohibited Expenditures
	Auxiliary
	Special
	Yes
	Yes
	Yes
	Yes
	Budget and Documentation Requirements


