PROCEDURE TO OBTAIN APPROVALS FOR

FOOD AND BEVERAGE EXPENSES

Each subgrantee that desires to purchase food or beverages in furtherance of it’s responsibilities under the grant must obtain prior approval of food or beverage expenses that utilize Federal funds.  The following procedure is designed to assist each program subgrantee in making any request for approval of a food or beverage purchase using federal grant funds for one of the following three events:

1) a training session, 2) a meeting, or 3) a conference

SUBMIT A WRITTEN REQUEST PRIOR TO THE EVENT TO THE GRANTS OFFICE

At least one month prior to the event at which the subgrantee plans to serve food or beverages, a request for approval must be submitted in writing to the grant manager.  At a minimum, the following information should be included in any request for approval:

( Date of Request

( Start Date of Event 

( Name of Event 

( Subgrantee Name 

( Subgrant Number 

( Formal Agenda of the Event:  Such an agenda must include beginning and ending dates and times of the event.  It must specifically include the times during the event when food and beverages will be provided.

( Working Agenda of Planned Activity:  Such an agenda must include a description of the activities to which food and beverages are incidentally provided.  For example, the agenda should state the planned topics and the speakers who will present them at a working lunch.  

( The requestor must certify that there will be no alcoholic beverages served in support of this event.

WRITTEN NOTIFICATION OF A DECISION WILL BE RETURNED TO REQUESTOR WITHIN TWO WEEKS

FEDERAL FUNDS FOR FOOD OR BEVERAGES EXPENDED WITHOUT WRITTEN APPROVAL WILL NOT BE ELIGIBLE FOR GRANT FUNDING SUPPORT.

