Food & Beverage FAQ’S
Q. Why do I have to use JMU’s catering and dining services (Aramark) to purchase food and beverages rather than using outside sources? 

A. 
James Madison University has a contract with Aramark to provide these services to the campus.
Q. Are there specific functions when food and beverages may be served to university personnel?

A. Yes. See definition of:  Official Business Function, Internal Training Function, Student Academic Function, or Student Programming/Club Function.
http://www.jmu.edu/finprocedures/4000/4215.shtml#_Toc483730657
Q. Are Local and Grant departments excluded from the food and beverage procedures?

A. No.  Purchases from any university account (E&G, Auxiliary, Local, and Grant Funds) are subject to the food and beverage guidelines. 

Q. What if I have more than 6 attendees to list on the BMCF?

A. Attach a list (sign in list, invitation list, etc.) or state on the Business Meal Certification form that the function was “open to the public” and include an approximate number of attendees.
Q. At the last minute my dean asks to have drinks and sandwiches delivered for a meeting he scheduled the following day. Catering and dining services is not available to meet the request with such short notice. Can I use an outside vendor?

A. The meeting must meet one of the four required functions (official business function, internal training function, student academic function, or student programming/club function) and approval must be received from catering and dining services.  Document the date and person spoken to in catering and dining services that told you they could not meet this request.
Q. Many of the meals offered by catering and dining services exceed the allotted per diem amount.  What does a department need to do to pay the exceeded amount?

A.
Catering and dining services have meals that are within the allowable per diem rate. One option would be to give each person attending an approved Official Business Function, Internal Training Function, Student Academic Function or Student Programming/Club Function Aramark Meal Voucher rather than having a catered even. The Meal Voucher, however, must be used at the specified time and meal by the specified individual(s) attending the function immediately following, proceeding or during the meal. When appropriate, departments may contract with Aramark for up to 150% of the per diem rate for an Official Business Function with the written justification for doing so included on the BMCF. In all other situations when the per diem rate is exceeded, the department must use funds from an outside source (i.e. Foundation.) All department events using catering and dining services for business meal functions require completion of the Business Meal Certification form in accordance with the financial procedures manual: http://www.jmu.edu/finprocedures/4000/4215.shtml#_Toc483730657 .
Q.
I purchase Aramark Meal Vouchers at the beginning of each semester to give to prospective students and parents visiting JMU. Should I keep a list of the names I have provided a meal ticket?

A.
Yes! The Meal Vouchers must be reconciled monthly! You should use the Meal Voucher Usage Log http://www.jmu.edu/finprocedures/meal_voucher_log.doc. 
Q.
What can Aramark Meal Vouchers be used for?

A.
Students, Recruits, Interviewees, and Guest Speakers, as well as attendees at Official Business Functions, Internal Training Functions, Student Academic Functions, or Student Programming/Club Functions in accordance with http://www.jmu.edu/finprocedures/4000/4215.shtml#_Toc483730657.
 Meal tickets are not to be used as rewards or recognitions for employees (including student employees.)
Q.
My dean has a monthly staff meeting.  May we serve food and beverages at the staff meeting?

A.
No.  Food and beverages are not to be served at regularly scheduled (monthly, weekly, bi-weekly) departmental or divisional staff meetings.

Q.
We want to have our yearly retreat off campus because that way we can ensure 100% participation with no phone calls, interruptions, etc.  Can we do this?

A.
Retreats should be held at properties owned or leased by JMU.  Retreats held off campus require advance written approval – Travel Authorization – by the approving authority (VP/AVP, Dean, Asst/Assoc Dean, or Director that reports directly to a VP).  A BMCF is also required for off campus retreats.
Q.
Can my director take employees out to lunch and use his duke card?

A.
If the purpose of the lunch meets one of the specific functions described in the Procedures the director may do so.  http://www.jmu.edu/finprocedures/4000/4215.shtml#_Toc483730657
Q. I would like to provide bagels, juice and coffee for my staff at the beginning of each semester.  Can I do this?

A. No.  Food and beverage may be provided for the following specific functions: Official Business Function, Internal Training Function, Student Academic Function, or Student Programming/Club Function.
Q. We have early morning training sessions that last 2 – 3 hours.  Can we provide bagels, pastries, coffee & juice to the group or is this considered a breakfast?  
A. Yes. These types of food and beverages are being considered as refreshments/snacks and not a complete breakfast.

Q. When is a Travel Authorization (TA) required for Food & Beverages?

A. A TA is only required for off-campus retreats.
Q. Am I required to track the use of Aramark Meal Vouchers by my department?  
A. Yes! Meal Vouchers must be reconciled monthly. We recommend use of the Meal Vouchers Monthly Usage Log to track meal vouchers as they are used for an approved function.  If you choose not to use the Meal Voucher Monthly Usage Log, you will need to complete the Business Meal Certification Form and attach it to your back-up documentation. The Usage Log can be found at http://www.jmu.edu/finprocedures/meal_voucher_log.doc.   
Q. Must I complete a Business Meal Certification Form (BMCF) when I use my Departmental Duke Card for food & beverages expenses?

A. You may choose to use the Duke Card Monthly Usage Log to track expenditures in place of the BMCF.  If you do not use the Duke Card Monthly Usage Log, you will need to attach a completed BMCF to your back-up documentation.  Cardholders may sign their own Duke Card Log or BMCF; supervisors are not required to approve these forms. The Usage Log can be found at http://www.jmu.edu/finprocedures/duke_card_log.doc. 
Q. What are some examples of unacceptable use of the Departmental Duke Card?
A. Purchases must be considered essential to the operation and in support of the university’s mission.  The following list contains examples of expenditures considered to be improper use of State funds.  This applies not only to the Departmental Duke Card, but any state-funded expenditure, and is intended to provide general guidance in judging the appropriate use of State funds. Improper expenditures would include:

a. Books for classes

b. Retirement parties or employee going away parties or gifts

c. Holiday decorations or parties

d. Charitable contributions

e. Gifts & gift certificates, flowers, cards, gift-wrap 
f. Snacks/refreshments or meals unless they meet requirements in Food & Beverages Procedures

g. Non-business related newspapers or magazine subscriptions

h. Clothing or repairs to clothing damaged in the workplace

i. Employee personal expenses

	JMU Food & Beverage Procedures

	Type of Business Meal Functions 
	Common Types of Business Meals
	Typical Participants

	Official Business Function
	Recruitment meals for prospective faculty
	Prospective employees

	
	Meals with Guest Speakers
	Faculty and/or staff and/or non-University employees

	
	Working meal (usually lunch)
	Employees required to work through meal periods for non-routine events

	
	Annual employee group recognition programs
	Faculty and staff

	
	Working meeting of committee
	Faculty, staff and/or community representatives

	
	Receptions open to the Public
	Representatives of the state, university donors, business representatives, and/or community

	
	Annual school start-up planning meeting
	Faculty & staff

	Internal Training Function
	Steven Covey "7 Habits of Highly Effective People"
	Private consultants as part of training or professional development

	
	Departmental customer service training
	Entire department with facilitator from JMU Training and Development Office

	Student Academic Function
	Commencement award ceremonies
	Students, parents, faculty, administration

	
	Meals with Guest Speakers
	Students, guest speakers, advisors

	
	Academic enrichment activities with faculty
	Students & employees at student functions directly related to education of the students

	
	Annual award functions
	Students and one or more of the following: faculty, staff and/or community representatives

	
	Student recruitment activity
	Students and one or more of the following: faculty, staff and/or community representatives

	Student Programming/Club Function
	Residence hall programs
	Students and one or more of the following: faculty, staff and/or community representatives

	
	Multicultural/diversity programs
	

	
	Personal growth programming
	

	
	Community programming
	

	
	University recognized club functions
	


	Form/Description
	Use
	Link

	BMCF (Business Meal Certification Form) - this form must be signed by the appropriate Approving Authority.
	To document approved functions when food/beverage expenses may be incurred.  (Accounts Payable reimbursements or Aramark ATV's)
	http://www.jmu.edu/accountspayable/busmeal.doc

	Food & Beverage FAQ's
	Informational
	http://www.jmu.edu/acctgserv/food_bev_QA.doc

	Duke Card Transaction Log - this log is signed monthly by either the Cardholder or the Approving Authority.
	For tracking use of departmental duke card.
	http://www.jmu.edu/finprocedures/duke_card_log.doc

	Meal Ticket Monthly Usage Log - this log must be signed by the Approving Authority monthly and becomes part of the departmental reconciliation documentation.
	To track use of Aramark Meal tickets purchased by department.
	http://www.jmu.edu/finprocedures/meal_voucher_log.doc


