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Pajaro Valley Unified School District

294 Green Valley Road Watsonville, California 95076

Phone (831) 786-2195 Fax (831) 728-6922

DATE: 
September 29, 2015
TO: 

All District Administrators 






FROM:
 Melody Canady, Chief Business Officer

SUBJECT: 
Employee Food Purchases


Use of Food and Beverages as Student Rewards

The District must maintain a balance between providing reasonable support for meetings we conduct and the fiduciary responsibility not to make a gift of public funds. It is not the School District’s responsibility to provide food for District employees except under certain circumstances and in accordance with IRS regulations.
The following guidelines apply to all food purchases for staff. Violations may result in the responsible administrator being held personally responsible for the cost of any food purchases that do not follow these guidelines. All purchases must be approved in advance by the Superintendent or Chief Business Officer.  
Meetings and District Initiated Trainings
The District does not generally pay for an employee’s lunch.  This means staff luncheons and lunch while attending a district sponsored staff development/training session is the employee’s responsibility unless the meal meets the following IRS Regulation:

a. The meal is not regular or frequent and overtime work necessitates an extension of the employees normal work schedule;

b. AND the meal is provided during the overtime period to enable the employee to work overtime.  Internal Revenue Code Income Tax Regulation Sec 1.132-6(d)(2).

If the above circumstances are met a sign-in sheet and an agenda must accompany the paperwork to pay for the approved food purchase.  Cost per attendee should be kept to a minimal amount.
 District Provided Refreshments
There are times when District funds are allotted for refreshments.  In those cases, the following guidelines must be adhered to: 
1. Morning meetings that begin by 8:00 a.m. and last all morning may include coffee, water, and a single pastry item per participant. Breakfast is not the District’s responsibility.
2. Afternoon meetings that last for at least two hours may include water, simple beverage and a single snack item.
3. Meetings that run from mid-afternoon (after school) past 6:00 p.m. may include water, a simple beverage, and a substantial snack such as deli half sandwich or fruit.

Travel and Conference

In accordance with new IRS Regulations, there are only a few specific instances when the District can provide or reimburse employee meals:

1. “Overnight travel”.  Overnight travel means the employee travels more than 60 miles outside the work location area for “substantially longer than an ordinary days work” and needs to stay overnight.  Internal Revenue Code Sec 132, 262

2. Employee pays for a customer lunch as long as the lunch is “directly related to a substantial business discussion for a clear business reason in a clear business setting”.  Internal Revenue Code Income Tax Regulation Sec 1.274-2(c),(d)

3. The meal expense is directly related to and necessary for attending a business meeting or conference of certain exempt professional organizations when attendance is required by the employer.  For this exception to be applicable, the meal must be provided at the site with the employee not taking the meal elsewhere. Internal Revenue Code Income Tax Regulation Sec 1.274-2(d)(3)  Example: Chamber Luncheon or a “speaker” luncheon at a conference.
Guidelines for Use of Food and Beverages as Student Rewards

1. Teachers and principals may use food or beverages for rewards if they have received prior approval from their principal/designee and the food or beverage meets the current District adopted nutrition standards. (BP3550)
2. Pencils, erasers, stickers, items promoting school spirit, or similar items are to be used as an alternative to food and beverage rewards when possible.

3. The withholding of food or beverage shall not be used as punishment.

4. Attach copy of approval to requisition.

For additional information and/or assistance with these matters, please contact 
The Districts Accounting Department at x2330, email: colleen_bugayong@pvusd.net.
The Districts Purchasing Department at x2195, email: richard_buse@pvusd.net.
Thank you for your cooperation and remember, if in doubt, check with someone in the Accounting or Purchasing Department before making the purchase.
