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Policy for Hosting Purchases of Meals, Refreshments and Gifts XE "Guidelines for Hosting Purchases of Meals, Refreshments and Gifts" 
1,069

Revised: November 2008 March 2009

This policy sets forth requirements for the hosting purchases of meals, refreshments, and gifts, regardless of the funding source of the account used for the purchase.  (See Exceptions to Hosting activities in section 1,067, paragraph 2, of this manual).  More restrictive standards may apply to expenditures from federal funds and recharge accounts, and from some grants and contracts and private gifts.  It is the responsibility of the individual incurring the expense to insure that there are no restrictions on these purchases by checking with the appropriate authority.

Nothing in these guidelines should be seen as preventing a dean or vice president from imposing more restrictive regulations and procedures in relation to these types of purchases within their college or division.  Such limits should be communicated in writing to all faculty and staff of the unit.

1. Alcoholic Beverages
The purchase of alcohol with university funds, regardless of the type of funding, is subject to the following limitations.

a. If on university premises, the provision of alcohol is subject to the requirements and procedures of the Alcoholic Beverages policy found in section 5,313 of the UAM.
b. The purchase of alcohol for personal consumption on university premises is only appropriate for official university functions such as receptions and special events where the serving of alcohol is usual and customary.
c. Reimbursement of an employee for personal consumption of alcohol while in travel status is prohibited.  This rule does not apply to hosted events while in travel status, however.
d. The purchase of alcohol at meals or gatherings off campus where only university employees are present is prohibited.  When external parties are present, the maximum expenditure for alcoholic beverages during business meals is $20 per attendee, unless approved by the respective dean or vice president.
2. Business Meals

The purchase of meals with university funds is appropriate if the purpose of the activity is business-related.  Such a purchase is deemed to be business-related if:

a. It reflects an ordinary and necessary transaction in order to conduct university business; AND 

b. The meal is in connection with a business meeting or workshop that runs through normal meal or break times and whose schedule permits the efficient gathering of employees from different offices or units across the institution OR the meal involves at least one external party to the university.
General university meal expense limits are $50 per person for dinner, $20 per person for lunch, and $12 per person for breakfast, excluding gratuity and the cost of alcohol, if allowable.  In accordance with Board of Regents’ policy, gratuity on meals should not be more than 20%.  Exceptions to the meal limits must be approved by the respective dean or vice president.

Hosted meals where the only attendees are university employees should be infrequent and only used for special events such as planning retreats, retirement recognitions receptions, and annual recognition or award ceremonies.  Meals for employee social events where the primary focus is on consumption of food, rather than conducting business or employee recognition, should be limited to one such event per college, division, or department per year.  Examples of social events include annual picnics, holiday parties, and Administrative Professionals Day/Week events.

Employees purchasing business meals should obtain an itemized receipt identifying both food and beverage charges as well as gratuity, regardless of the form of payment used.  This receipt must be accompanied by the appropriate Hosting Expense Documentation and Approval form when presenting a Request for Payment or when submitting the receipt for reporting on the University Purchasing Card (Payment Net) statement.  In addition, if a meal is only attended by university employees, an agenda or description of the business conducted at the meeting will be necessary for approval.  Any purchases that exceed the limits specified above or that are not accompanied by an itemized receipt or agenda/description will not be reimbursed by the university, or if charged to a university purchasing card, must be reimbursed by the responsible employee.

3. Snacks and Refreshments
Snacks and beverage items purchased for extended professional development or training or business meetings involving institutional teams, boards or committees may be necessary, and snacks and refreshments for these extended meetings are allowable hosting expenses.  However, expenses within departments for internal meetings should be limited to those associated with official administrative meetings that extend beyond two hours or for meetings at which at least one external guest of the university is present.  The use of university funds to provide routine or regular snacks and refreshments to unit or department employees as a consequence of their employment or at routine or regular class sessions is prohibited.

4. Gifts to Volunteers
The State of Nevada Administrative Manual allows awards or gifts to individuals who have volunteered their time to a state agency and are not being otherwise compensated for performing the service.  The limits on such awards or gifts for individuals who volunteer for the university are as follows:

· The service performed is on the individual’s own time and is not in the normal course of employment;

· The cost of each award/gift does not exceed $25; and 

· The agency has sufficient funds available for such awards/gifts.

5. Flowers, Invitations & Greeting Cards
Flowers purchased for decorative purposes or the costs of printing and mailing invitations to official university events or functions are not considered gifts and may be paid from any university account.

University funds cannot be used to purchase flowers, gift cards, donations of cash or university promotional logo items, or greeting cards, and the like, for or on behalf of any university employee, or for ill or bereaved employees or employees being recognized on account of a holiday or special event.

University departments and divisions will not use university funds to purchase or send holiday or other greeting cards within NSHE.  University funds may be used to purchase or send holiday or other greeting cards to donors.

6. Gifts, Plaques & Framing – Employees
Monetary gifts to employees, including gift certificates or gift cards, or anything that might be perceived as a gift, including items given as a thank you for or in recognition of services provided, cannot be purchased from any university account, EXCEPT in the following instances:

· If such gift or award was awarded through a documented competitive process (Note: these payments are required to be processed through the Payroll office); or

· If such gift or award was presented in recognition of an employee’s retirement from the university or lengthy service to the university (more than 10 years), provided this gift or award has been approved by the appropriate dean and/or vice president and is documented on a completed host form, charged to a host account and does not exceed $250; or

· If the plaque, award or framed artwork was purchased for permanent display in a university owned building.

7. Donations and Other Payments
Payments to external organizations for other than goods or services received by the university, and donations or transfer of university funds or property to charitable, scientific or educational organizations are not permissible unless paid from an agency (1901 fund) account.
This policy does not preclude the purchase of tickets or tables for events hosted by these entities subject to preapproval by the President’s office.

University owned surplus property is exempted if the appropriate process has been followed per NSHE Guidelines and Procedures Manual (Chapter 1, Section 2).

RATIONALE FOR CHANGE: Revisions to this policy were needed in order to clarify the current policy and practice.
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RATIONALE FOR CHANGE:  In an attempt to organize and clean up the University Administrative Manual the committee has approved the deletion of the attached policy.     
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Clinical Appointments XE "Clinical Appointments" 



2,631

Reviewed: July 2007 March 2009
The Board of Regents has approved the use of clinical academic titles in the School of Medicine and the Orvis School of Nursing.  

Clinical faculty normally serve without compensation and provide a significant amount of teaching time to the University.  Titles range from clinical instructor to clinical professor and are renewed annually may be renewed for periods of up to three years based on participation during the previous years.  The recommendations are made in writing by the chair, submitted to the dean and forwarded to the executive vice president & provost for approval.  Department chairs recommend faculty for reappointment and letters are sent to such appointees.  As a general rule, such clinical titles represent a volunteer function and are without monetary compensation.  Benefits are the same as for other adjunct faculty of the University.  Persons holding clinical titles are non-voting members of the faculty.

There is a minimum requirement of teaching hours for each clinical faculty member; subsequent renewal of appointment requires evidence of maintenance of the requirement.  A suggested minimum is 25 hours of student contact per semester or one hour per week.

Upon receiving approval of a request, the dean or director is responsible for initiating and issuing a new clinical academic faculty contract.

On a quarterly basis, each college major unit submits an approved list of clinical appointments to BCN Worker’s Compensation Department.  This list includes the name, college major unit/department, highest degree, and dates of appointment.

Numbers: The number of appointments is based on the judgment of the chair, in consultation with the dean, and reflects the requirements of the particular teaching, research, and/or patient care program.

Reimbursement: For clinical appointments there may be certain instances, such as where an individual is assigned a heavier than usual teaching or research schedule or administrative responsibilities, when it may be appropriate for compensation to be paid.  Such appointments require personnel and payroll documents and appropriate signatures and are at the discretion of department or division chair and the dean, subject to the approval of the executive vice president & provost.

Promotion: Promotion, which should be based on performance, is subject to the same review as initial appointments.  The recommendations are made in writing by the chair and routed for approval in the same manner as initial appointments. 

RATIONALE FOR CHANGE:  Revisions made will allow appointments to be renewed for periods of up to three years instead of every year. 
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