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I.
PURPOSE:
This policy sets the parameters under which the Missouri Department of Health and Senior
Services (DHSS) may provide food (including refreshment or beverage service) at an official business function or other department-sponsored activities/functions.
II.
SCOPE:
Department-wide.
III.  POLICY:
The DHSS may provide food in conjunction with official business and other department- sponsored activities/functions, within the parameters outlined below.
“Official business” in this policy includes:  meetings (whether closed or public), commission and board meetings, hearings, seminars, training sessions, and similar functions when conducted as part of the department’s operation.
“Other department-sponsored activities/functions” includes conferences or training, ceremonies recognizing awards, accomplishments, tenure, retirement, etc. of an employee or employees, business partners, and other associates.  Routine staff meetings are not considered eligible for department provided food under this policy.
Department provided food must comply with State of Missouri Administrative Policy, Agency
Provided Food, SP-5 available at:   http://oa.mo.gov/commissioners-office/policies/statewide.  Debit Cards or Gift Cards may not be purchased in place of providing food.

IV.   PROCEDURES:
A.  Food at Official Business Activities/Functions
1. Food may be provided in conjunction with the department’s official business functions when it is determined that providing food or beverage service will promote the efficient conduct of business and be cost effective (i.e., to avoid prolonging a meeting by stopping for lunch or dinner, etc.).
2. During breaks, light snacks and beverages may be provided.  Costs for snacks and beverages should be at a nominal cost per person.  Snacks and beverages should only be provided at breaks that occur “during” the course of the activity/function and it must be shown how providing these items will promote the efficient conduct of official business during a department activity/function.
3. Meals may be provided if there is a “substantial” business reason for doing so.
Any meal provided must comply with the IRS guideline of being for the convenience of the employer.
4. Meals and refreshments may be provided during commission and board meetings for members, meeting participants and staff “directly” assigned to those commissions and boards.
B.  Food at Other Department Sponsored Activities/Functions
1. Light refreshments may be provided in conjunction with activities that recognize the retirement or special accomplishments of the department’s business partners, or other associates.  Costs for such events should be at a nominal cost per person.
2. Light refreshments (such as cake and punch) may be provided for employee recognition events and retirement receptions.  Costs for such events should be at a nominal cost per person.
3. The department will not pay for any “banquets” for employee retirement or
other recognition events.
C.  Food During Emergency Situations
Food may be provided for employees if they are required during emergency situations to remain on-site in order to carry out operations of the department that are necessary for the life, health, and/or safety of the citizens of the State of Missouri.  This allowable situation is intended to keep critical staff available during emergency situations and satisfies the IRS taxable income reporting requirements.
D.  Cost Guidelines
1. No more than a “nominal” charge (cost) should be incurred for light snacks an refreshments provided during recognition events or for breaks given “during”
an activity/function.  A reasonable, “nominal” amount generally should be no more than $2 to $3 a person.  Every reasonable effort should be made to keep the cost per person at or below these amounts.
2. The cost for department-provided meals should generally be in line with the allowable meal limits as set forth in the department’s travel policy or the amount established in the awarded contract for the function.
E.  Authorization
The division director (or designee) must approve all food purchases for any DHSS sponsored activity/function.
F.  Required Documentation
Any department-sponsored food expenses submitted to Accounts Payable for payment must be documented with the following:
1. The department business being conducted at the activity/function (i.e., agenda showing the state business being conducted, date, and timeframe of activity/function), or the name of the employee(s) being recognized and the reason for the recognition (i.e., the announcement of the recognition event).
2. A list of attendees, or, in the case of recognition events and retirement receptions an estimated number of invitees.
3. The cost of the food provided (i.e., the itemized invoice from the vendor billed to the DHSS).
G. Meals Provided to Public Officials
Any food bestowed on public officials, except those meals that are provided for a public official or employee when such person is acting in his/her official capacity, should be reported to the Missouri Ethics Commission as a lobbying expense, as provided in RSMo Section 105.470-473.
Prepared By:
Approved By:
Director, Division of Administration
Deputy Director

