

Attachment O


FOOD POLICY AND DOCUMENTATION REQUIREMENTS
The following is a review of the food policy and documentation requirements.  Revised 11/17/2009.
Documenting Food Transactions - Every food purchase must be documented with the following information:
· Date and time of function.

· Where the function will take place.

· The purpose or reason for the function.

· Attendees – be specific as to whether guests or students are in attendance.  

Campus Food Policy

· Food purchases for officially sanctioned University functions can be made with University funds with a Vice President’s approval.

· ARAMARK is the University’s food service contractor.  All purchases made through ARAMARK must have a Vice President’s approval.  
· ARAMARK must be used for all food purchases $150 or more for all functions held at any ETSU facility, including the VA campus and Gray Fossil site.  The $150 is the total food cost per function.

· It is not required to use ARAMARK for food purchases for private or closed events under $150 unless the function is held in the Culp Center or surrounding areas, including Borchuck Plaza and the Amphitheatre.  Any functions, which are open to the entire University or outside community, must be catered by ARAMARK even if the total food cost is less than $150.
· It is not required to use ARAMARK for functions not being held at ETSU facilities.
· The Procard can only be used for food purchases at grocery stores or ARAMARK.  All other restaurants, fast food establishments and catering services are blocked from use on the Procard.  This includes Heavenly Ham.  Remember ETSU is tax exempt.                          
Approvals

· All food purchases must have a Vice President’s approval unless using the Procard.  However, food cannot be purchased using the Procard for functions that only include ETSU faculty and staff without a Vice President’s approval.  The VP’s approval must be kept with the Procard records.

· Vice President’s approval required for all food purchases made with ARAMARK.  Orders to ARAMARK can be placed three ways:
· A purchase order using eBucs “Food Order ARAMARK” form.

· The Procard, no dollar limit.
· The “Campus Dining Services Request” form located on ETSU’s website under Financial Service’s Miscellaneous Forms. 

· All other food purchases not using the Procard or the ARAMARK Campus Dining Services Request form should be entered in eBucs before the event occurs.  Ebucs routes the requisition electronically for VP approval. Ebucs provides two forms for food purchases: “Food Order ARAMARK” and “Food Order Non-ARAMARK”.
