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TO: Heads of Departments and Agencies

FROM: Roderick K. Becker, Comptroller KM{_X /}o/\.

SUBJECT: Guidelines for Expenditures for Meals and Coffee-Type Refreshments

Sections 531 and 532 of the State of Hawaii Accounting Manual cover the allowable expenditure
of funds for Meals and Coffee-Type Refreshments. This memorandum provides additional
guidance on submitting requests when departments want to provide Meals and Coffee-Type
Refreshments at an event or venue. A request will not be approved solely by meeting one of the
time frames listed below but will also be based on other factors provided as justification. Meals
and Coffee-Type Refreshments may also be approved for events and venues that are less than

three hours in length if adequately justified.

Length of Event/Venue

Less than 3 hours

3 -5 hours

5 hours +

The expenditure should be reasonable.

3-10-10(b)(2)(C) Subsistence allowance.

No food or beverages

Coffee-type refreshments or one meal if business
is conducted through meal-time plus beverages

Coffee-type refreshments and one meal if
business is conducted through meal-time plus
beverages

For reference please refer to HAR Section
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Departments are strongly encouraged to offer healthy options such as fruits and vegetables,
whole grain baked goods and vegetarian meals. Please refer to the Department of Health’s Intra-
Departmental Directive No. 15-01, Nutrition Wellness Policy, for examples of healthy choices.

The request should be submitted in ample time prior to the anticipated incurrence and include
sufficient information:

Nature of the event/venue

The governmental purpose of the event/venue

Date(s) of the occasion including beginning and end time(s)

Estimated number of participants to be served

Extent to which the participants will include State officers and employees and/or
individuals from the private sector and other government agencies

Estimated cost per person for food and beverages

A copy of the agenda stating that meals are to be served while the event/venue is in
session or a certification to the effect that “meals will be served as an integral part of
the event/venue”

Contact person and phone number of individual who can answer additional questions.

If you have any questions, please call Ms. Marian Izumi at 586-0661 or Lenora Fisher at 586-0650
of our Pre-Audit Branch.

Attachment: Department of Health’s Intra-Departmental Directive No. 15-01
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