Refreshments Break Checklist

The following documentation should be submitted for each Refreshment/Break expense: 

· Itemized vendor receipt, showing proof of payment. 
· List the number of UW/State employees, non-employees, and students in attendance. (Board members and students are not considered employees.) 
· Agenda, event flyer, itinerary, or other supporting documentation to substantiate the business purpose that includes the name and description of the event and beginning/ending date(s)/times. 
· Business purpose needs to include the reason the hosted meal took place, and the benefit to the University. 

Additional things to consider for your Refreshment Break:

· Tax-Exempt Wallet Card or Certificate needs to get presented for all Refreshment Break purchases within WI. Please reach out to Kelly if you do not have a card or copy of the certificate.  

· Be aware of the meal limits for your Refreshment Break. 
Maximum Rates Allowed per Person are based on actual expenses incurred and include tax and tips or required gratuities. See below for specific rates for Refreshment Per Diem

