Reimbursement for Food Purchases

Guidelines:

· Food cost can only be paid for with district funds by a district card if it is:

· done in conjunction with staff development 

· a business-related meeting/event with a non-Madison College person.

· Documentation indicating name of attendees, date, time and location of meeting and business purpose is required per IRS requirements and should be included with your expense form.
· Detailed receipts are required; credit card slip is not acceptable.
· If meeting/event is being held at one of the Madison College campuses in Madison, Madison College Catering must be contacted prior to making any arrangements.  Madison College  Catering has first right of refusal for all catering opportunities at a Madison Campus.  Contact Madison College Catering at 608-246-6667.  If Madison College Catering cannot provide service for your meeting/event, please ask for a confirmation in writing that indicates they cannot provide such service and include that documentation with your statement.
· Complete this form and submit with Expense Reimbursement Form.
· The account number that should be used for food is 5203.
Event Purpose (attach agenda, if available):______________________________________________
________________________________________________________
Is this event for staff development? _____YES     _____NO

Date and time of Event:_____________________________________________________________

Location of Event: __________________________________________________________________

Attendees:  Number of Madison College Employees: ________ 
 Number of Non-Madison College Attendees: _______


 Number of Students:______

     Names of attendees (attached list on separate page, if necessary)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Was Madison College Catering contacted?   _____YES     _____NO  

Is a copy of refusal documentation from Madison College Catering attached?   _____YES     _____NO

