CSU – The California Maritime Academy
BUSINESS PROCESS:  Accounting for meals provided on campus for campus related purposes.
LAST REVISION DATE:   04/08/2010
PURPOSE: On certain occasions it may be appropriate or necessary for campus meals to be prepared on campus by campus facilities for campus related activity. This document is to define the process for tracking and accounting for meals provided on campus by the dining hall or the café for campus related purposes.  These transactions will be recorded as a charge back between interagency funds or departments.
1. Issuing meal vouchers.
a. Meal vouchers can be issued for a group or individual use.

b. Meal Voucher authorization form is to be completed and issued to the individual receiving the meal or hosting the group. Authorization form(s) includes.
· Issue date  

 

The date issued to the person receiving the meal voucher.  Vouchers 



must be used within one week (7 days) of date issued.
· Department

DeptID issuing the voucher.  This is the Department which will be charged for the cost of the meal. Use 5 digit code, if known.
· Issued to

The person receiving the meal voucher and who will redeem the meal 

voucher

· Authorization by

The printed name and signature of the person authorized to spend 
money; the approving official, from the department specified at the top of the form. Issued to & Authorized by signer CANNOT be same person. 
· Business purpose

Why the voucher is being issued.  Business expenditure reimbursement rules apply (refer to AP and PO policies)

· Signatures of Group Participants

The CMA staff person leading the group to the dining hall should obtain the signatures of each person participating in the group meal prior to presenting the group voucher to the food service cashier
2. Meal Vouchers are available on line at the FISCAL SERVICES web site.
· Fiscal Services Forms

· 
Meal Vouchers

3. Redeeming meal vouchers
a. Meal vouchers are to be redeemed within seven days of issuance.
b. Vouchers are non-transferable.
c. Cashier 

· Record sale for meal

· Charge using appropriate key

· Attach cash register receipt
4. Accounting for meal vouchers
a. Meal vouchers for campus interagency transactions are 
· University cashier confirms validity of authorization signature

· Recorded via GL journal entry  as
1. Transfer In revenue for Food Service Trust fund.
2. Transfer Out  to Food Service expense for DeptID utilizing the voucher.
b. Meal vouchers for auxiliary (Foundation) meals are

· Recorded as Auxiliary Revenue for the Food Service Trust fund.
· Approved by the VP of Advancement, who is authorized to approved expenses for the Foundation.
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GROUP MEAL VOUCHER

ISSUE DATE: __________________ 
Department: _________________________

          Voucher expires 7 days from this date
ISSUED TO:____________________
DATE REDEEMED:  _________________


  Print Name





To Cashier: Issued to & Authorized by CANNOT be same person
AUTHORIZED BY: _________________________
_________________________



      Print Name  of Approving Official                                   Signature of Approving Official
BUSINESS PURPOSE: _____________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Signatures of Group Participants.  CMA staff person will obtain original signatures prior to presenting to cashier (attach additional pages if necessary):

1. ____________________________

11.____________________________

2. ____________________________

12.____________________________

3. ____________________________

13.____________________________

4. ____________________________

14.____________________________

5. ____________________________

15.____________________________

6. ____________________________

16.____________________________

7. ____________________________

17.____________________________

8. ____________________________

18.____________________________

9. ____________________________

19.____________________________

10. ____________________________

20.____________________________

Meal vouchers have no monetary value unless and until redeemed at a campus dining facility
Food Service Cashier:   
1) Record sale for meal



2) Charge using appropriate Dept Key
2) Attach cash register receipt
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INDIVIDUAL MEAL VOUCHER

ISSUE DATE: __________________ 
Department: _________________________

          Voucher expires 7 days from this date
ISSUED TO:____________________
DATE REDEEMED:  _________________


  Print Name






To Cashier: Issued to & Authorized by signers CANNOT be same person
AUTHORIZED BY: _________________________
_________________________



   Print Name of Approving Official                                   Signature of Approving Official
BUSINESS PURPOSE: _____________________________________________________

_________________________________________________________________________

Meal vouchers have no monetary value unless and until redeemed at a campus dining facility
Food Service Cashier:   
1) Record sale for meal



2) Charges using appropriate Dept Key




3) Attach cash register receipt
---------------------------------------------------------------------------------------------------------------------------------
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INDIVIDUAL MEAL VOUCHER

ISSUE DATE: __________________ 
Department: _________________________

          Voucher expires 7 days from this date
ISSUED TO:____________________
DATE REDEEMED:  _________________


  Print Name






To Cashier: Issued to & Authorized by signers CANNOT be same person
AUTHORIZED BY: _________________________
_________________________



     Print Name of Approving Official                                   Signature of Approving Official
BUSINESS PURPOSE: ______________________________________________________

__________________________________________________________________________

Meal vouchers have no monetary value unless and until redeemed at a campus dining facility

Food Service Cashier:   
1) Record sale for meal




2) Charges using appropriate Dept Key




3) Attach cash register receipt
Print date: 4/8/2010
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