Grocery/Supermarkets Purchases Only

Type of Food Payment:

Personal Payment

Cash
Check
Personal Credit Card

Type of Food Payment:

University Payment

Type of Food Purchases:

Laboratory Research
Teaching Projects
Food for Resale

Documentation Needed:

Itemized/Detailed Receipt

Purpose of Purchase

University Credit Card

Vendor Responsibility:

Verify Signature

Documentation/Requirement Needed:

Type of Food Purchases:

Non-Travel Related Meals & Receptions

Student Consumption

Purpose of Purchase
Copy of Meeting Agenda

Transaction Audit:

Cash

Check

Personal Credit Card
Store Charge Account

Accounting Department

Names of Attendees
Itemized/Detailed Receipt

Type of Food Payment:

Store Charge Account

Vendor Card

Vendor Responsibility:

Verify Signature

Issue Prenumbered Dept. Card
Issue Charge Ticket

Issue Monthly Statement

Transaction Audit:

University Credit Card

P-Card Audit

Purchase Limitations/Restrictions

No Catering Payment

No Restaurant, Coffee House, Gas Station Purchase
No Doughnut, Bagel Shop Purchase

No Alcohol Purchase

Allowable Food Purchases:

UNL Sponsored Community Visits or Programs

Recruiting New Faculty/Staff Members Meals/Receptions

Visiting Faculty, Guest Speakers and/or Consultant Meals/Receptions
Faulty/Staff Retreats/Training SessionsWITH External Presenter and Agenda
Advisory Board Meetings

Student Orientation or other Student Recognition Events

Site/Accreditation Visits

Student Organization Meals/Receptions

4-H Camps

Meals/Receptions with Students

Other Training/Educational Programs w/prior written approval of the Appropriate Vice Chancellor

NOT Allowable Food Purchases:

Employee Meals when Employee isNOT in Travel Status
Employee Recognitions

Retirement Receptions

Department Receptions and Meetings withNO External Speaker
Faculty or Staff Meetings withNO External Speaker
Holiday Parties

Research Grant Receptions

Secretary's Day Events

Food Utensils and Other Supplies

Departmental Candy Jars

Soda Pop

Bottled Water and Cooler Rental
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