State of Montana
Legislative Branch

ATTACHMENT 1 TO POLICY NO. LEGFIN1_08_01
Food and Refreshment Purchase Form

Purpose: To document procurement of light refreshments.

Instructions: Complete Form and submit with itemized receipts and/or ProCard log.

Employee Contact Name: Phone:

Divison (LFD/LAD/LSD):

Total Cost of purchase:

Number of attendees:

Event Description (or attach agenda):

Do all of the following mandatory conditions apply? Y or N

= Eventis for work purposes.
= Expenditure does not create undue financial hardship to the Branch.

Management Authorization Approved: Denied:

Authorized Signature:
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	I. Definitions:
	A. Light Refreshment:  Snacks and beverages consumed outside a regular meal; may include items such as coffee, tea, cookies, pastries, cake, punch, or other food provided in quantities that are not considered to be a meal.
	B. Meal:  A quantity of food that equals a full serving of breakfast, lunch or dinner.
	C. Event:  An all-inclusive term to include a conference, meeting, training occurrence, award ceremony, hiring panel or other similar gathering that involves expenses of the attendees, such as for travel, meals or refreshments.
	D. Attendees:  DNRC employees, other government staff, board and committee members, members of the regulated community, the public, tribal members or a combination of all of the above.
	E. FSO: DNRC Financial Services Office

	II. Allowable Expenditures
	III.        Unallowable Expenses
	A. Alcoholic beverages;
	B. Light refreshments or meals for employee staff meetings;
	C. Holiday parties;
	D. Employee promotions, transfers, and retirements;
	E. Celebrations of a personal nature;
	F. Decorations, utensils, or serving containers for purposes in this section.
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