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Grocery
The UMW Finance Card is the preferred method of payment.  See Business Meals for procedures to use the UMW Finance Card.  If using only state funds, the SPCC may be used.
 
Take the Tax Exempt Form with you.
 
Required Documentation: 
         1.  A Food and Catering Waiver Approval email exempting use of UMW's contracted food service provider.  
              Click here to request waiver.
         2.  Completed, signed, and dated Business Meal & Food Approval Form
         3.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
Catered Event
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used. 
 
Required Documentation: 
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
Grocery Store
The UMW Finance Card is the preferred method of payment.  See Business Meals for procedures to use the UMW Finance Card.  If using only state funds, the SPCC may be used.
  
Take the Tax Exempt Form with you.
 
Required Documentation: 
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
UMW BUSINESS MEAL AND FOOD APPROVAL FORM     
Do you plan to use the UMW Contracted Food Service Provider (Sodexo) or an Off Campus Vendor for this meal/event?
Select one choice for each question that appears.  The "Reset Form" button resets BOTH page 1 and page 2 of this form, so it is recommended to complete page 1 first.
Dining Location
Will you be dining on a UMW property (including Belmont, Gari Melcher's Museum, James Monroe Museum, etc.) or off campus?
Some area food establishments offer discounts to members of the UMW community. Please inquire with the establishment before placing your order. 
Dining on a UMW Property
Are you purchasing from a grocery store, a restaurant, or is this a catered event (via off campus vendor)?
 A caterer is defined as an entity that delivers and serves food.
Is the TOTAL MEAL expense $100 or less?
Grocery
The UMW Finance Card is the preferred method of payment.  See Business Meals for procedures to use the UMW Finance Card.  If using only state funds, the SPCC may be used.
 
Take the Tax Exempt Form with you.
 
Required Documentation: 
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
Is the TOTAL MEAL expense $100 or less?
Restaurant
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used.
 
Required Documentation:
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
Restaurant
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used.
 
Required Documentation: 
         1.  A Food and Catering Waiver Approval email exempting use of UMW's contracted food service provider.  
              Click here to request waiver.
         2.  Completed, signed, and dated Business Meal & Food Approval Form
         3.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
Is the TOTAL MEAL expense $100 or less?
Catered Event 
 
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used. 
 
 
Required Documentation: 
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
 
Catered Event
 
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used.
 
Required Documentation: 
         1.  A Food and Catering Waiver Approval email exempting use of UMW's contracted food service provider.  
              Click here to request waiver.
         2.  Completed, signed, and dated Business Meal & Food Approval Form
         3.  A Detailed, Itemized Receipt
 
Contact Procurement Services for all Procurement Regulations that may apply to this purchase.
Dining Off Campus
Are you purchasing from a grocery store, a restaurant, or is this a catered event (using an off campus vendor/caterer)?
A caterer is defined as an entity that delivers and serves food.
Restaurant
The UMW Finance Card should be used as the method of payment.  See Business Meals for procedures to use the UMW Finance Card.  The SPCC cannot be used.
 
 
Required Documentation: 
         1.  Completed, signed, and dated Business Meal & Food Approval Form
         2.  A Detailed, Itemized Receipt
UMW must ensure compliance with the Business Meal and Food Policy (including Allowed Meal Limits shown on page 2) and the Food Service Provider contract.  To help navigate through this process, complete both pages of this Business Meal and Food Approval Form (BMF) starting with page 1.  (Note:  If you select the "Reset Form" button, both page 1 and page 2 of this form will reset.)  In order to better ensure compliance  for each situation, use a new form found at http://adminfinance.umw.edu/ap/business-meals/ each time a BMF is needed and READ the Business Meal regulations at this same site.  Business meals and food NOT associated with overnight travel are allowable expenses when incurred under the guidelines listed within this form, including sections 1 - 4 on page 2.
  
           Except in cases of emergencies or unforeseen circumstances, advance approval of this form is required.  Approval signatures must be obtained prior to placing catering or other orders.  If approval is not obtained PRIOR to ordering, an explanation to document the emergency or unforeseen circumstance must be attached to this form.
 
 
 
 
 
 
UMW is tax exempt for meals and food purchased in Virginia.  
Therefore, if reimbursement is requested, UMW will NOT reimburse for taxes paid on food/meals purchased in Virginia.
Instructions
Continue to Page 2 to Complete the Business Meal and Food Approval Form
NON-CATERED MEALS
 
- If the meal is eaten at (or taken away from) Seacobeck, simply give the completed Business Meal and Food Approval Form (BMF) to the Food Service Provider Cashier. Accounts Payable will pay the Food Service Provider directly using the FOAP (s) provided on the Business Meal and Food Approval Form.
 
-If a meal is taken at (or taken away from) an on-campus venue other than Sodexo, the UMW Finance Card should be used to pay. See Business Meals for procedures to use the UMW Finance Card.
 
Required Documentation1. Completed, signed, and dated Business Meal & Food Approval Form
2. A Detailed, Itemized Receipt
 
CATERED MEALS
 
- If the meal is being catered by Sodexo, place the order with Sodexo, and submit all documentation within the same mailing envelope within 10 days of the meal/event to Accounts Payable, Eagle Village, Suite 480, regardless of the funding source:
1. Completed, signed, and dated Business Meal & Food Approval Form
2. The Invoice
3. The Contract with Order Number
          
                  Accounts Payable will pay the Food Service Provider directly using the FOAP (s) provided on the Business Meal and Food Approval Form.
 
-If a meal is being catered by an on-campus vendor other than Sodexo (Vocelli's or Blackstone, for example), Sodexo might direct bill for that vendor. Contact Sodexo and inquire.  
 
If Sodexo will direct bill for the on-campus vendor, submit all documentation within the same mailing envelope to Accounts Payable, Eagle Village, Suite 480, within 10 days of the meal/event regardless of the funding source:
 
1. Completed, signed, and dated Business Meal & Food Approval Form
2. The Invoice
          3. The Contract with Order Number
         
Accounts Payable will pay the Food Service Provider directly using the FOAP (s) provided on the Business Meal and Food Approval Form.
 
If Sodexo will NOT direct bill for the on-campus vendor, the UMW Finance Card should be used to pay. See Business Meals for procedures to use the UMW Finance Card.
 
Required Documentation1. Completed, signed, and dated Business Meal & Food Approval Form
2. A Detailed, Itemized Receipt
 
(The UMW Finance Card is NOT an SPCC. Page 1 of this form explains which Card is allowed for meal/food purchases.)
                                                      
                                                      1.  I agree to not share the card number with anyone other than the vendor with whom I am doing business.                                                      
                                                      
                                                      2.  I agree to the requirements listed in 1-4 above.  In addition, if the Card has excesses or inappropriate
                                                           expenditures during the time I had it signed out, I agree to allow UMW to follow Payroll regulations to 
                                                           withhold the funds from my paycheck if I refuse or fail to repay UMW for the inappropriate expense.
*Signature is invalid unless signed in the presence of the issuer of the UMW Finance Card.  The person who signs here is the person who picks up the card and is the ONLY person allowed to use the Card.  You may be asked for identification.                                                                        
   Card Issuer Use Only
Date
Time
Initials
Out
In
NOTE:  Any meal amount (including taxes and tip) in excess of the stated limits is the responsibility of the payer.  To calculate the "per person" amount, divide the total bill (INCLUDING taxes and tip) by the number of attendees. The state requires a DETAILED, ITEMIZED receipt to verify the number of attendees with the number of meals served and to verify no alcohol. The UMW Finance Card is the preferred method of payment.  Reminder:  The SPCC is NOT a UMW Finance Card and CANNOT be used to pay for restaurant meals.
Location
Allowed Meal Limits
Breakfast
Lunch
Dinner
Fredericksburg; Spotsylvania; Stafford; Prince William
$13.00
$14.00
$23.00
Washington, DC; VA cities of Alexandria, Falls Church, Fairfax; VA counties of Arlington & Fairfax
$18.00
$19.00
$34.00
Other Locations
    Email payables@umw.edu or call 654-1226
AP.BMAF.v6 - rev. 10/18
I understand and accept these conditions and understand that the payer is responsible for any excesses or inappropriate expenditures. for the business meal(s)/food as defined.
Business Meal/food Approved by:
*Use Account code 71264S for meals with 2 or more students.  Use 71264 for all other meals.
Amount	
Fund
ORG
Account*
Program
Activity
Location
FOAPAL Manager's Signature
 
4. A DETAILED, ITEMIZED RECEIPT MUST be provided.
1.  The meal/food must be essential to conducting business of the University, involve substantive and bona fide business discussions, and be  
     approved by the President or the President's Designated Signer for your department.
2.  Meal limits, WHICH INCLUDE TAXES AND TIPS (alcoholic beverages are NOT allowed), shall apply as shown below.  A reasonable tip 
     (defined as NO MORE THAN 20% of the "total bill," EXCLUDING alcohol) is allowed.  ("Total bill" for tip calculation is defined as food,   
      non-alcoholic drinks, and taxes on these items.)  Gratuity can be rounded UP to the next whole dollar.  Before leaving a tip, verify that   
      it has not been automatically added.  
3.  A list of ALL persons, by name, involved in the meal/food consumption and the reason for the meal/food MUST be included on this 
     form.  If this meal/food/event is open to the campus or a specific group, identify the group name and include an approximate number.  
     Meals for family members, significant others, etc. are not allowed.
Use of the UMW Finance Card
UMW BUSINESS MEAL AND FOOD APPROVAL FORM     
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