March 2015

WORKING MEAL CHECK LIST

_____

Itemized Invoice from Vendor




a. Deduct sales tax if included

b. Approve for payment with complete line of coding and authorized signature

c. Account code 571100 for employee on travel status (overnight stay)

d. Account code 574600 for participants covered by contract or letter contract

e. Account code 571600 for State employee expense while not on travel status 

f. The cost for meal gratuity and service charge shall NOT be included in the cost of the meal when determining a per meal cost. Account code 575100 shall be used for gratuity and service charge.
g. Account code 524700 for room rental

h. Account code 525500 for equipment rental

_____

What authority was used to set up working lunch?




a. State Statute

c. Governor Appointments




b. Federal Grant

d. Letter Contract

_____
Original of the Commissioner’s or Deputy Commissioner’s “prior” written approval for the working lunch if includes employees or committee members.

_____
List of all participants attending working lunch including headquarter city.

_____
List of all participants who ate.

_____
Copy of Agenda – Must indicate a working lunch and date.

_____

Copy of letter contract for applicable participants

_____

If Contract participants, provide the contract number

_____
For those participants not claiming any other expenses, write on the list “No Expenses” next to the participant’s name

_____
For those participants claiming other expenses (.i.e. mileage, lodging, etc.) cross reference the batch number of the working lunch on their expense document

_____
Registration fee charged, all deposits must be cross referenced 



a. Receipt batch number


