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RCSD Meal/Food Purchase Procedures 
(In-District Meals) 
 
Purpose:  These procedures outline the business situations under which employees of the Rochester City School District (RCSD) can purchase food items/meals while working on official business in Rochester/Monroe County. 
Guidelines 
Allowable Expenses:  Generally, the RCSD will not purchase or reimburse the cost of meals or refreshments of any kind except only in reasonable amounts related to the limited circumstances set forth below and only if funds are available in the appropriate budget: 
· Grant-funded meals and refreshments where the provision of such is specifically provided for in the grant agreement (i.e. parental involvement meetings, student events, professional development, etc.).   
· Meals provided to RCSD employees during emergency situations (i.e. major fire/water emergencies, natural 
disasters, etc.) 
· Limited instances necessitated by business circumstances subject to the express advance written approval of either the Chief Financial Officer or the Chief of Staff for reasons other than those set forth above 
· Meals incurred on official business travel outside of Rochester/Monroe County (see the RCSD Travel Meal Procedures) 
· Any expenditures approved under the above circumstances shall no exceed the maximum allowance for in-District meals (as of February 2023:  Breakfast - $11, Lunch - $19, Dinner - $39, per person), unless specifically stated under the provisions of a grant. 
Disallowable Expenses:  The following expenses will not be paid for or reimbursed by the RCSD: 
· Lunch for RCSD employees not specifically permitted based on the allowable meal expenses shown above 
· Alcoholic beverages 
· Meals for family or guests not specifically categorized under the allowable meal expenses shown above 
· Any other personal employee expenditure for meals, entertainment or related purposes 
· Meals/food expenses for students (considered by the NYSED to be a gift of public funds; all students are now entitled to free meals under Federal guidelines) unless permitted under one of the circumstances above 
Approval Authority 
Administrators at the level of Director/Principal or Chief have initial approval authority for meal expenditures, which must be submitted to the Chief Financial Officer or Chief of Staff for review and written approval, if not a grant-funded, emergency or business travel circumstance.  Grant-funded meal expenditures also require additional approval from the grant monitor.  A purchase requisition must be submitted that includes: the date, time, and purpose of the meeting at which the food was consumed, as well as a list of attendees.  When the invoice is submitted to Accounts Payable to pay a vendor, the purchase order number must be referenced on the invoice. 
 
Externally Funded Expenses 
Outside entities or individuals that wish to provide meals or refreshments for RCSD personnel or functions may do so but must pay the vendor directly and such occurrences must not violate applicable law or the RCSD Code of Ethics policy.  The District cannot receive external funding to pay vendors for meals or refreshments, unless the donor/trustee specifically states in writing that the funds are intended for this specific purpose at the time the donation is made. 
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Food Purchases – “Dos & Don’ts” 
 
 
 	 	 	“DO” 	 	 	 	 	 	    “DON’T” 
 
	Do utilize PTAs/PTOs, booster clubs and SAF/EAA clubs to provide snacks and meals for students before/during extracurricular activities or to provide meals for official award ceremonies outside of school hours, such as Athletic Banquets. 
	Don’t issue blanket orders (i.e. Wegmans, Salvatores) for purchases of food, with the exception of culinary arts programs or as specified in a grant or by a donor. 

	Do utilize the District’s Food Service Department and curriculum programs (i.e. Cafes) to provide refreshments whenever possible. 
	Don’t use funds from A 1300 subclass (School Based Planning) to purchase food – A 1300 funds may be used to support extracurricular clubs through the payment of contractually negotiated stipends or materials and supplies for the club that can be purchased in accordance with normal District purchasing policies. 
 

	Do encourage donors and individuals to purchase food directly, whenever possible. 
	Don’t use donations/trusts to make food purchases, unless the donor specifically states in writing that the funds are intended for this specific purpose at the time the donation is made.  Have the donor purchase the food directly, whenever possible. 
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Every child is a work of art.
Create a masterpiece.




