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Allowable Food and Beverage Expenditures for Employees and Students 

 

Section A:  Allowable Food and Beverage Expenditures for Employees 
 
In an effort to provide for consistency amongst campuses and departments, maintain 
financial efficiency, and comply with IRS regulations in regards to non-compensatory 
meals, the following guidelines have been established to address food and beverage 
expenditures and reimbursements for the benefit of district employees.  
 
These guidelines do not apply to food and beverage furnished to non-employees 
including board members, business partners, community members, parents and/or 
students. 
 
The following guidelines address both in-district and travel related meals. 
 
In-District Meals 
At times it is determined beneficial or expedient for the district to provide non-travel 
related meals to employees.  Food or beverages furnished to employees must qualify 
as a de minimis benefit under IRS regulations. 
 
“De minimis” fringe benefits are defined as “any property or service the value of which is 
(after taking into account the frequency with which similar fringes are provided by the 
employer to the employer's employees) so small as to make accounting for it 
unreasonable or administratively impracticable.”  Meals are less and less likely to meet 
this standard as the frequency with which employees accept them, and the value of the 
meals themselves, increases. 
 
Food and beverage expenditures are allowable as follows: 
 

1. Light refreshments, i.e., coffee, snacks, or soft drinks, and an occasional light 

meal may be provided to employees as part of a staff development or 

district/campus/departmental business meeting. These light staff development 

meals cannot exceed $13 per person. 

 

2. Business meals may be allowable under strictly interpreted guidelines.  

Business meals are meals with a clearly substantiated business purpose and 

are directly associated with the active conduct of district business.  At a 

business meal, the business discussion is the primary purpose of the meal.  

The frequency and number of local business meals should be limited.  All 

expenditures for business meals must be justified and approved in advance 

by the Superintendent.  

 

Acceptable reasons for local business meals include: 



 

As of June 14, 2021 

a. Meals with a guest speaker or lecturer. These meals must be limited in 

terms of number of attendees and total cost.  The cost of these meals 

should not exceed $20.00 per person for lunch or $50.00 per person 

for dinner (including taxes and gratuities).    

b. Meals with a prospective employee. These meals must be limited in 

terms of number of attendees and total cost.  The cost of these meals 

should not exceed $20.00 per person for lunch or $50.00 per person 

for dinner (including taxes and gratuities). 

c. Meals with other colleagues in local restaurants are not reimbursable.  

Local meals with colleagues should be considered a personal expense 

unless the business being conducted is such that it cannot be done on 

business premises.  An explanation of the reason as to why the 

meeting could not take place on business premises must be provided 

on the reimbursement request. 

 

3. Occasional meals may be provided for the convenience of the employer and 

must be furnished on the business premises of the employer. Generally, 

meals furnished before or after the working hours of the employee will not be 

regarded as furnished for the convenience of the employer. Allowable meals 

may be provided for any of the following reasons: 

a. Occasional meals may be furnished to the employee during working 

hours because the employer's business restricts the employee to a 

short meal period and because the employee could not be expected to 

eat elsewhere in such a short meal period.  This includes instances 

where staff is required to work during normal meal breaks for working 

meetings or staff development. 

b. Occasional meals may be furnished to the employee during working 

hours because the employee could not otherwise secure proper meals 

within a reasonable meal period. 

c. Occasional meals may be provided to enable an employee to work 

overtime. 

d. Occasional meals may be furnished to an employee immediately after 

working hours because job duties prevented him from obtaining a 

meal during working hours. 

e. Occasional meals may be furnished to the employee to promote the 

morale or goodwill of the employee, or to attract prospective 

employees.  These meals must be pre-approved by the supervising 

executive officer. 
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4. Occasional group meals, parties, or picnics for employees may be provided 

to promote the morale or goodwill of employees.  A maximum of two meals 

may be provided under this category per school year.  Costs include meals, 

beverages, catering services, and other related expenditures. Meals in this 

category are not required to coincide with staff development or a business 

meeting.  These staff appreciation meals must be for staff employed with the 

sponsoring campus/department and may not include outside guests 

(exclusive of the Board of Trustees, Superintendent, or executive level 

supervisor).  The Superintendent may approve the invitation of other guests 

in certain circumstances. A speaker or presenter is not considered a guest 

for this purpose. The cost of the meal may not exceed $20 per person. 

 

5. District-wide special employee celebrations, such as the annual Retirement 

celebration, have a maximum allowance of $25 per person. 

 

6. Purchases of food and beverage must be made from district approved 

vendors only and must be made utilizing either an approved purchase order 

or procurement card.  An itemized receipt, a justification for the purchase 

(business meeting, professional development, employee appreciation, etc.), 

and a list of staff benefiting from the purchase is required.  A tax-exempt form 

must be provided to the vendor as paying sales tax is not allowed.  Tips and 

gratuities cannot be reimbursed; however, charges for delivery are 

acceptable.   

 

7. In no circumstances are alcoholic beverages considered reimbursable 

expenses. 

 

8. No reimbursement is allowed for in-town meals for a single individual.  

Local Outside Agency Events 
The purchase of seats or tables for a local event hosted by an outside agency may only 
be purchased with advance approval of the Superintendent. 
 
Out of District Travel – In Texas 
Personal meals are defined as meal expenses incurred when traveling on an out-of-
town business trip.  No reimbursement for meals will be made while traveling outside of 
the district unless an overnight stay occurs.  The overnight stay guideline does not 
apply to staff traveling with students. 
 
Full Meal Allowance – If the dates of travel are all full days and no meals are provided 
by the event, the full $46 per day is to be provided to the employee. The total number of 
meals reimbursed will be based on whether meals are provided by the event and the 
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time of departure and/or return. The employee has the full daily amount provided to 
them to use as they choose amongst their three meals. 
 
Adjusted Meal Allowance- If meals (except hotel continental breakfast and receptions) 
are provided as part of the event, reductions will be made to the daily $46 allowance as 
follows: 
 

If breakfast is provided, deduct $8 from the daily rate 
If lunch is provided, deduct $12 from the daily rate 
If dinner is provided, deduct $26 from the daily rate 

 
The meal allowance must be adjusted on the 1st and last day of travel based on the 
time of departure and/or return. A reasonable time period will be allowed from the 
ending time of the class/conference until arrival back to Waco.  Meals will not be 
reimbursable if they fall outside of a reasonable time frame. For example, for a 
conference that ends at 2:00 pm in Austin, breakfast and lunch reimbursement would 
be approved, but a dinner reimbursement would be denied. 
 

Day of Departure: 
Leave between 12:01 a.m. and 7:00 a.m. = $46 
Leave between 7:01 a.m. and 12:00 p.m. = $38 
Leave between 12:01 p.m. and 6:00 p.m. = $26 
Leave after 6:00 p.m. = $0 

 
Time of Return: 
Return prior to 7:00 a.m. = $0 
Return between 7:01 a.m. and 12:00 p.m. = $8 
Return between 12:01 p.m. and 6:00 p.m. = $20 
Return after 6:00 p.m. = $46 

 
No reimbursements will be provided for meals if they are otherwise included in the cost 
of the conference or event or if a full breakfast is provided at the employee’s lodging.  
Banquet costs, in excess of the above stated amount, are allowed if part of the 
conference or event and are itemized on the Travel Request form in advance of the trip.  
In no circumstances are alcoholic beverages considered reimbursable expenses. A tax-
exempt form must be provided to the vendor as paying sales tax is not allowed.  Tips 
and gratuities cannot be reimbursed. 
 
All claims for reimbursement must be submitted within thirty (30) calendar days upon 
return of the trip or the employee’s right to reimbursement is forfeited. 
 
Out of District Travel – Outside of Texas 
Travel outside of Texas is subject to the same rules as outlined above with the 
exception that district employees are not exempt from sales tax in other states so 
reimbursement is allowed.  
Section B:  Allowable Food and Beverage Expenditures for Students 
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Student Travel: 
Meals provided to students may be purchased in one of three ways: 

1.  A travel advance can be given to the sponsor to pay for the meals directly.  A 
receipt is required by the sponsor, who must turn in the receipt to the Business 
Services Department along with any unused funds within ten days from return of 
the trip. 

2. A travel card can be provided to the sponsor for use in paying for student meals.  
A receipt is required by the sponsor, who must turn in the receipt to the Business 
Services Department as required by the procedures established for travel card 
(p-card) use. 

3. A travel advance can be given to the sponsor.  The sponsor may hand out the 
meal money directly to the students.  The sponsor must obtain a signature for 
funds provided to each student.  The funds then become the responsibility of the 
student and the sponsor is not responsible for submitting any receipts for the 
meals purchased directly by the students.   

 
The daily amount of meal money for students is as follows: 
$7 for breakfast 
$9 for lunch 
$14 for dinner 
 
If the dates of travel are all full days and no meals are provided by the event, the full 
$30 per day is to be provided to the student, unless the sponsor is paying for the meals 
directly on behalf of the students. The total number of meals advanced will be based on 
whether meals are provided by the event and the time of departure and/or return.   The 
students/staff have the full daily amount provided to them to use as they choose 
amongst their meals. 
 
The same meal rates apply for all staff who travel with the students.  If a staff member 
does not obtain an advance for their meals while traveling with students, they may seek 
reimbursement afterwards; however, receipts must be provided and they are limited to 
the student rate. 
 
Student Celebrations: 
 
Annual student banquets and special celebrations may be held to celebrate student 
accomplishments or provide end of the year (season) recognition to our students.  The 
cost of the meal for these celebrations may not exceed $25 per person unless the 
Superintendent has approved a higher amount. 
 
 


