
You must check-in to receive credit 
in your training history

Three ways for you to check-in:
§Click link in Chat Box provided by facilitator
§Use QR code (open camera on your smart phone)
§Open your browser and type in the web address below

https://mytraining.utsa.edu/apps/checkin
If you get an alert that you are not enrolled in the class, please let your facilitator know.

Enjoy your class!
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Purpose/Scope

To ensure that expenditures of university 
funds for hospitality and entertainment 
support the institutional mission with a 
clear business purpose
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Governing Authority
• Board of Regents’ Rule and Regulations
• Rules 20101 and 20205 
• IRS compliance
• Entertainment expenditures are subject to periodic 

review by Internal Audit
• Financial Guidelines (FG) 
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What are business-related hospitality 
and entertainment expenditures?
• Occasions when the extension of hospitality in 

connection with official university business is in the 
best interest of UTSA

• Expenses related to hospitality and entertainment 
that support the institutional mission with a clear 
business purpose

• Hospitality expenses directly related to or 
associated with the active conduct of official 
university business
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Allowable Expenditures
As a public institution, authorized UTSA officials 
must exercise prudent business judgment when 
reviewing proposed expenditures for food, 
beverage and incidental costs based on:

ØAllowability - (meets the “directly-related or associated” 
test per IRS regulations)

ØAvailability of funds
ØBenefit to UTSA
ØAppropriateness of funding source
ØReasonableness
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Expense Types 

• Expenditure of funds to provide meals, light 
refreshments or entertainment, including any food 
items, catering, beverages, floral arrangements, 
paper or plastic service ware and related cost 
must comply with one or more of the direct 
purposes described:

Office of Financial Affairs                                   Disbursements and Travel Services
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Expense Types 
1. Administrative/Business/Organization Meetings

ØMeetings or events held to promote or communicate 
intellectual ideas 

ØExchange UTSA administrative and operational information on 
programs or activities

ØInvolves students, faculty, staff, administrators or 
representatives of the public

ØParking may be reimbursed to an employee

2. Conferences/Workshops/Seminars
ØAgenda Driven
ØOfficial University business
ØIncludes two or more employees
ØScheduled during a regular mealtime
ØLight refreshments may be allowed at the discretion of the 

administrator
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Expense Types (cont.)
3. On the Job Employee Meals

ØMeals to employees during work hours may be provided as a 
non-taxable benefit to an employee

ØEmployees working on campus
§ i.e. an employee is required to work entire shift due to workload or is 

on call
ØEmployees working remotely for virtual meetings

§ i.e. use DoorDash for Work
§ Do no use electronic meal vouchers or gift cards for food delivery 

services
ØDuring employees work hours
ØWhen there are no food providers or eating facilities
ØNo limit to frequency
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Expense Types (cont.)
4. Employee recognition or achievement

ØReceptions during ceremonies 
ØEvents to reward or recognize professional achievement or 

retirement from service to UTSA or State
ØMorale and team building activities

5. Flowers
ØMemorial Service
ØExtended illness of employee, spouse, child, parent, or 

retiree and is sent in the name of the department or office
ØOther occasions that serve a bona fide business purpose of 

UTSA
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Expense Types (cont.)
6. Official Occasions – UTSA sponsored events

ØEvents hosted by UTSA
ØEvents are usually for faculty, students or the general 

public

7. Table Sponsorships for non-UTSA sponsored 
events

ØRequires prior approval by the VPDAR or designee
ØIndividual meal limits do not apply 
ØIndividual seats do not require prior approval unless meal 

limit is exceeded
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Expense Types (cont.)
8. Fee Supported Functions

ØEvents held in connection with fee supported programs
ØThe cost of the hospitality is recovered by the participant fee

9. Official fundraising activities for non-UTSA
sponsored events, benefit, charity
ØPurpose must be to fundraise/network on behalf of UTSA
ØPrior VPDAR approval recommended but not required if 

individual meal limits apply
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Expense Types (cont.)
10. Hospitality to UTSA Guests/Spouses or Partners of 

Guests or Hosts
ØAllowable when expenses serve a bona fide University business purpose 

or when invited as a matter of protocol or tradition or contribute to the 
mission of the University and has the prior written approval of the 
president.

§ Examples are ceremonial functions, fundraising events, alumni gatherings, 
community and recruiting events

11. Functions or meetings when UTSA provides hospitality 
to official guests

§ Example: Guests from the Board of Regents and/or accrediting agencies, officials 
from other universities, public officials, guests at recruitment activities

12. Donors
§ Prospective and current donor cultivation
§ Events hosted to generate goodwill
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Expense Types (cont.)

13. Student Oriented Events and Meetings
ØHospitality and entertainment expenses in support of:

§ Student events or programs
§ Student organizations and related activities sponsored by 

UTSA
§ Academic and related student achievements such as 

commencement and student life activities
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Special Programs and Events
• Recurring special programs and events may receive 

preapproval to submit a “blanket” business expense 
form (BEF) and submit to DTS. Include:

• Estimated total expenditures
• Event program description
• Anticipated dates
• List of potential vendors

• Pre-authorization may be appropriate for functions 
related to student-oriented programs when the 
expenditures per attendee are minimal, recurring 
and paid by student fees.
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Allowable Funding Sources 
• Official Occasions accounts are the primary 

allowable funding source for hospitality expenses
ØAuthorized by the president to allow payment of 

entertainment, gift and hospitality expenses.
ØFunding is evaluated and awarded annually
ØFunding source is a distribution of “interest earnings”
ØAccount titles must include “official occasions”
ØTransfers to and from these accounts are monitored by 

the Budget Office

Office of Financial Affairs                                    Disbursements and Travel Services
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Allowable Funding Sources (cont.)
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Other local institutional funds (Funds 31xx) may be used if:
ØSource is revenue proceeds and is collected as fees for 

continuing education, professional development conferences, or 
short courses.

ØDifferential tuition used only for student events
ØFee that payer reasonably expects to be used

§ On food, entertainment or hospitality
§ To pay hospitality at events that include a broad cross of the campus 

community, particularly students and community members
ØFacilities and Administrative (F&A) Cost Centers used to 

encourage further research.

*Note: Does not include 3105 funds that are sourced from designated 
tuition. Student expenses funded with Differential Tuition (coded 3105) are 
allowed.



Allowable Funding Sources (cont.)
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ØAuxiliary funds (Funds 4xxx)

ØUnrestricted gift funds (Funds 55xx cost centers 
designated as unrestricted)

*Restrictions:
§ Educational and General funds (Fund 21xx) are not allowed 

for entertainment
§ Federal grant funds (Fund 51xx) are not allowed for 

entertainment; however, certain other expenses may be 
allowable (if in writing by the granting agency, pursuant to the 
scope of the work) when approved by the PAA (Post Award 
Administration)



Maximum Allowable Expenditure Limits
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ØBreakfast, Lunch or Light Refreshments - $35 per 
person

ØDinner - $70 per person
ØAmounts are inclusive of gratuity and applicable taxes
ØAny event that exceeds $5,000 requires approval by 

appropriate Vice President
ØFlowers - Generally will not exceed $150, including 

tax and delivery fees



Expenditure Limits (cont.)
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ØPrior approval (when possible) is required by the 
appropriate VP, if expenditure limit is to be exceeded

ØVP cannot approve exceptions to the expenditure 
limits for an event which he/she is the event host

ØAlcoholic beverages cannot be the primary 
expenditure for reimbursement

ØWhen authorized, reimbursement for alcoholic 
beverages is permitted, in addition to meal limits

ØExpenditures must not be excessive or lavish
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Disallowed Expenditures and Exceptions

Office of Financial Affairs                                    Disbursements and Travel Services

22

ØAs a general rule, the following cannot be paid or 
reimbursed from university funds:
§ Expenses that are lavish or extravagant
§ Social meals
§ Does not include celebrations for retirement, minimum of 5 

years with UTSA 

ØMileage:
§ Mileage between UTSA facilities is not reimbursed
§ Mileage reimbursement for local travel to a restaurant or to 

attend a hospitality-related event is normally not reimbursed
§ Exceptions for mileage reimbursement must be approved by 

the appropriate VP. Refer to HOP 4.28 for more information

https://www.utsa.edu/hop/Chapter4/4-28.html


Disallowed Expenditures and Exceptions (cont.)
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ØExpenditures for coffee pots, coffee supplies, coffee 
services, water dispensers, microwaves, refrigerators for
employees' personal use only

ØMonetary contributions to a political campaign or candidate 
and charitable organization, except when it is a table 
sponsorship to attend a non-UTSA event, charity or 
community function with a business-related purpose

ØExpenditures for alcoholic beverages served on campus 
when the Permission to Serve Alcoholic Beverages form was 
not submitted and approved in advance



Disallowed Expenditures and Exceptions (cont.)
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ØReimbursements for state sales tax paid on 
supplies & related materials may be allowed on an 
exception basis
§ Tax exempt certificate should be provided to a vendor for: 

• All cash purchases of goods/services
• Catered events or group take out orders

§ Reimbursements of taxes paid on restaurant charges for 
meals is allowed



Texas Sales and Use Tax Exemption Certification
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https://www.utsa.edu/financialaffairs/resources/forms/039.html


Alcohol Restrictions
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ØEducational and general (state) funds cannot be used to 
purchase alcohol or alcoholic beverages (or any 
entertainment expense) 

ØWhen serving alcohol at on-campus events
§ Refer to HOP Section 9.16 Use of Alcoholic Beverages 
§ Requires President’s approval to allow alcohol to be served on 

campus
§ Food must be available when alcohol is served
§ Department representative in a position of authority must be 

present
§ Cannot be served between 8:00 a.m. to 5:00 p.m. on normal 

workdays
§ Includes UTSA sponsored events on or off campus

https://www.utsa.edu/hop/chapter9/9-16.html


Alcohol Restrictions (cont.)
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ØServing alcohol at off-campus events or paying for 
alcohol consumed during approved entertainment or 
hospitality events at off-campus sites:

§ Payment for alcohol may be allowed as part of a meal 
during authorized business entertainment and hospitality

§ Given the liability associated with alcohol, it cannot be the 
primary business expenditure on an itemized receipt

§ Exceptions require VP approval
§ VP may never approve their own exceptions



Alcohol Restrictions (cont.)

Office of Financial Affairs                                    Disbursements and Travel Services

28

ØServing alcohol at off campus UTSA sponsored 
functions (normally catered, banquets, etc.), 
requires approval before authorizing purchases with 
a purchase order or catering contract or submitting 
a reimbursement request.

ØRequests to serve alcohol must be approved on a 
Permission to Serve Alcoholic Beverages form
§ Requires appropriate VP approval at least 7 days prior to 

event
§ VP reviews the form and makes a recommendation to the 

President to approve or decline request



Permission to Serve Alcoholic Beverages Form
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https://www.utsa.edu/financialaffairs/resources/forms/068.html
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Reimbursement Procedures
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ØUTSA will reimburse entertainment, hospitality and 
related expenses that are:

§ Related to or associated with the conduct of official 
university business including UTSA sponsored events

§ Hosted by a UTSA employee



Business Expense Form 

Office of Financial Affairs                                   Disbursements and Travel Services

32

https://www.utsa.edu/financialaffairs/resources/forms/002.html


Completing Business Expense Form  
• BEF form must include the following information:

ØPayee Name: list of potential vendors names or 
individuals to be reimbursed to the extent known

ØAmount: estimated amount for each vendor
ØEvent name: name of the event
ØExplain Business Purpose: Event/program description
ØBegin & End Dates: (or range of dates for which the 

blanket authorization would be in effect; may cover a full 
fiscal year for areas with annual program budgets)

ØEstimated Event Total

Office of Financial Affairs                                    Disbursements and Travel Services
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Supporting Documentation
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ØProperly completed Business Expense Form with 
appropriate business purpose noted

ØOriginal scanned receipts or electronic receipts 
containing equivalent information as an acceptable 
paper receipt

ØUTSA requires itemized receipts for consumable and 
non-consumable items
§ Detailed receipts required when total amount exceeds $75
§ Declaration of Missing Evidence Form
§ Required to determine if expenditure reimbursement should be 

treated as taxable income to the employee

https://www.utsa.edu/financialaffairs/resources/forms/009.html


Declaration of Missing Evidence Form
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https://www.utsa.edu/financialaffairs/resources/forms/009.html


Supporting Documentation (cont.)
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ØOne BEF may be submitted for reimbursement of 
an individual for multiple events or business 
purposes with appropriate documentation

ØBEF is no longer required to request payment for 
advertising specialties and or promotional products 
such as logo’d items

ØEmployee gifts do not fall under this exception and 
must be documented using a BEF (see Employee 
Awards, Gifts and Prizes Guideline)

https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0705.html


Supporting Documentation (cont.)
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ØDocumentation and Authorization for payment or 
reimbursement must be submitted within a reasonable 
period of time per IRS regulations

ØUTSA has interpreted a reasonable period of time to 
be 90 days
§ If beyond 90 days, reimbursement request must have an 

explanation based on facts and circumstances for the delay
§ No longer requires VP approval

• Repeat offenders may be required to obtain VP approval
§ Approval by the Assistant VP of Supply Chain or designee is 

required



Supporting Documentation (cont.)
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ØA copy of the completed BEF should be submitted 
with each payment type:
§ One Card: Attach the BEF to the One Card non-PO voucher
§ Expense Report: Attach the BEF to the expense 

reimbursement
§ Purchase Order: Send the BEF to DTS along with relevant 

invoices
§ IDT: Email Accounting Services the BEF and relevant 

information; attach the BEF using Easy Correct in 
PeopleSoft



Certifying the BEF
ØUTSA relies on individual judgment at all levels of 

the organization in determining if hospitality 
expenditures are necessary and reasonable.

ØOversight of entertainment expenditures is required 
at senior administrative levels to ensure employees 
understand and follow the guideline.

ØFor workflow-enabled processes in PeopleSoft, 
BEF signatures are electronic; to add additional 
approvers use the ad hoc approver feature in PS.
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Certifying the Completed BEF
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ØOne event host and one Administrator are required to certify 
each BEF, unless additional exceptions are required by this 
guideline

ØAn employee may not approve his/her own expenditure 
reimbursement

ØExpenditures and reimbursements must be approved by an 
administrator at the level of Assistant /Associate Dean, Dean, 
Assistant/Associate VP, Vice President or President

ØIf a VP/division requires additional approval by their internal 
procedures, those cannot be enforced or monitored by 
Disbursements & Travel Services



Certifying the Completed BEF(cont.)
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ØEvent Host
§ An employee present at the event who is certifying that 

expenditures were made in accordance with this 
guideline

§ Normally the individual who is requesting payment or 
reimbursement. However, that is not a requirement as 
often individuals within the department may purchase 
items for events to which they do not attend

§ If the President or VP is the event host, then the senior 
Vice President for Business Affairs must approve in the 
administrator approval section



Certifying the Completed BEF(cont.)
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ØAccount Administrator
§ A designated, authorized approver of entertainment and 

hospitality expenses who is at least an Assistant/Associate 
Dean, Dean, Assistant/Associate VP, VP or the President

§ Individual is responsible for ensuring that entertainment and 
other expenses conform to the requirements of this 
guideline

§ Not the same as “account administrator” or “departmental 
account manager” used to describe those who have 
authority over a particular department ID or cost center

§ Expenditures related to an official student program may be 
approved at the Director level as long as the event total 
does not exceed $500



Certifying the Completed BEF(cont.)
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ØAdditional approval is required for any of the 
following:
§ The maximum allowable person limit is exceeded

• Appropriate Vice President or dean must approve.
• Additional approval is not required, if administrator is a VP 

level, unless VP is event host
§ The total cost for a single event exceeds $5,000

• Appropriate Vice President or dean must approve
• Additional approval is not required, unless VP is event host

§ When requesting other exceptions to policy
§ Expenditures for table sponsorships
§ The President or a Vice President may not approve 

his/her own exceptions



Completed BEF
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Account IDs
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Account administrator is responsibility for ensuring the 
accuracy of the account code:

Ø67106 – Business Meetings / Official Occasions
Ø67117 – Meals, Refreshments and Expenses for 

Conferences, Workshops and Seminars
Ø67102 – Social Club Dues
Ø67107 – Official Student Occasions
Ø67108 – Flowers Others – Individuals

https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0701.html


Responsibilities
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ØSenior Associate VP for Financial Affairs and deputy 
CFO
§ Monitors expenditures pursuant to guideline
§ Recommends revisions

ØDisbursements & Travel Services
§ Ensures payments and reimbursements are properly 

authorized
§ Verifies amounts and funding sources

ØPurchasing Office
§ Ensures compliance with this guideline prior to authorizing a 

purchase order for entertainment or other items

Note: 
• All entertainment expenditures are subject to periodic review by Internal Audit
• All expenditures are open to public information requests

https://www.utsa.edu/financialaffairs/services/disbursements-travel/
https://www.utsa.edu/purchasing/


Common Errors

Office of Financial Affairs                                    Disbursements and Travel Services

47

ØIncomplete BEFs will be returned
ØMultiple BEF’s completed for one event
ØBusiness Purpose is not clear
ØAppropriate level of signatures not obtained
ØPermission to Serve Alcohol form missing
ØBirthday cards, cakes or any birthday related 

expenses
ØReceipts are missing



QUESTIONS
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Reference Materials
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Disbursements and Travel Services (DTS) website

Related Courses offered by DTS
Cash Advance Process for Travel and Participant Advances (PS 

0309.01)
Corporate Travel Planners: Concur Online Reservation Tool (AM0686)

PaymentWorks Vendor Onboarding Process (AM0591)
Processing of Non-PO Voucher Using UTShare (PS 203.04)

Travel Reimbursement Process (PS 0310)
One Card Reconciliation and Payment Processing (AM0590)

https://www.utsa.edu/financialaffairs/services/disbursements-travel/index.html
https://www.utsa.edu/financialaffairs/training/disbursements-travel.html


• Financial Guidelines (FG)
• Hospitality and Entertainment Guideline
• Memberships Paid by University Funds
• Employee Awards, Gifts and Prizes
• Travel Reimbursement Guideline
• Texas Prompt Payment Law
• One Card Program Guideline
• Clickwrap Agreements Guideline
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Rules and Regulations
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https://www.utsa.edu/financialaffairs/resources/financial-guidelines/index.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0701.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0702.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0705.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0904.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0704.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/0703.html
https://www.utsa.edu/financialaffairs/resources/financial-guidelines/7.3.1.html
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Thank you for attending class!
Please complete the electronic evaluation form

Office of Financial Affairs Disbursements and Travel Services

Go to: https://mytraining.utsa.edu/apps/evaluations

Click ‘Load classes’ (orange tab)

Click the name of the class you took today

Click ‘Start Evaluation’

Click ‘Give Feedback’

IMPORTANT ‘1’ is LOW and ‘7’ is HIGH

Please add your comments in the open comment box at the end



Your partner for successful solutions

Office of Financial Affairs   (http://www.utsa.edu/financialaffairs/)


