Guidance for Hosted Meals/Events:

1. All contracts that require signature need to be sent to me prior to making any deposit payments. 

2. For event catering, please request a quote and I can confirm if the vendor is already in the system, and if we need additional purchasing steps for invoices over $5K. Please note, this does not include Panera, pizza, subs, etc or other meals that are delivered and considered “self serve.” Most hosted business meals in local restaurants are excluded as well.  


3. If the vendor is not in our system, for check payments or amounts over $5K, we need to request a W9 to get them set up in supplier file system. Additional follow up will be provided by Kelly regarding that process.   

4. We need to retain a copy of the RSVP list for food totals when an estimate is needed for food prior to the event to ensure we’re within per diem limits (see limits below). 


5. For hosted business meals, we need to stay within per diem limits listed below unless foundation funds are being used or special approvals are granted by Kelly in advance for certain events. 

6. An itemized receipt, agenda, list of attendees, and business purpose are required for all hosted meals/events. This is required for both purchasing card transactions and reimbursement requests. 

7. For WI we need to present our tax exempt certificate. A link to our tax-exempt certificate can be found here: Tax Exempt Certificate. 

8. We are required to use tax exempt certificates for some out of state events as well that are paid for using a UW Purchasing card. A list of other states tax exempt certificates can be found here: Sales tax-exemption from other states.


9. If the event includes a “social” or “team building” element, an Official Functions form is required.  Link to the Official Functions Policy and form can be found here: Official Functions Policy 

10. It is preferred that you work with a purchasing cardholder in your unit to pay for catering orders so they can ensure we are following all purchasing policies prior to payment being made. If you must pay yourself, you are eligible for reimbursement pending the purchase is following the purchasing policies. 

11. Alcohol is not permitted on UW funds regardless of payment mechanism (personal or purchasing card).  If you desire to purchase alcohol at your hosted events there are additional guidelines we are required to follow and special funding from the Foundation is required. Prior to planning an event with alcohol, please contact Kelly to discuss if this is possible and learn more about the additional regulations. 

Link to the Hosted Meal Policy

Link to the Official Functions Policy 

Please contact Kelly Layton (kelly.layton@wisc.edu) if you have any questions. Thank you! 
