The Principia
Interoffice Correspondence

To: All Faculty and Staff
From:  Douglas Gibbs, CFO
Subject:  Employee Local (non-travel) Meals Policy
Reply to:  doug.gibbs@principia.edu 

In the last two fiscal years, charges on credit cards for non-travel meals amounted to over $100,000 per year. In addition, there are tens of thousands of dollars of billings to departments for individual and department meals on both campuses.  

Non-travel meal costs represent meals paid for by Principia for the benefit of employees within the St. Louis and Elsah areas including on-campus. The attached guidelines have been developed to assist you in making proper decisions regarding local meals and food purchases. 

The guidelines apply to all employees and are effective immediately. This policy does not pertain to meals during overnight travel on Principia business.

Thank you all for your assistance in the stewardship of Principia’s funds.

Please feel free to contact me, Sara Thorndike, Karen Grimmer or Linda Bargmann if you have questions about this policy.




Principia Guidelines for Employee Local Meals (non-travel)

These guidelines set forth the types of local meals or food purchases allowable under Principia policy.  Any meal not related to overnight travel is considered a local meal for these guidelines, whether consumed off-campus or on-campus.  

Any meal or food purchase not listed as allowable should be paid with personal funds—not paid with Principia funds, catered by Principia or requested for reimbursement.  Examples of local meals and food that may not be paid for with Principia funds:
1. Department or inter-department meals, on-campus or off-campus, whether business is transacted or not
1. General snacks, treats, candy or meals, including donuts, bagels, etc. (except in the case of OSL and School Home Department for students)
1. Personal meals, even while out of the office on Principia business

Admissions counselors’ meals are generally allowable when prospective students are included.  
Coaches’ meals with prospective or current students should be coordinated with the athletic director. 

Receipt documentation is required for all allowable meals.  This should include who attended and the specific Principia business purpose for the meal.  Meal costs will be reviewed for reasonableness.

Principia Allowable Meals
1. Department party or picnic (no more than 2/year)*
1. Meals for departing/retiring employees*
1. Infrequent meals/treats with current and prospective students where Principia business is conducted 
1. Meals with interview candidates
1. Meals for newly hired employees with the employee’s supervisor and the person they are training with when that person wasn’t part of the search committee 
1. Meals with donors (with Advancement participation or approval)
1. Infrequent meals initiated by Chief Executive/President or Head of School where Principia business is conducted
1. Infrequent meals with vendors, suppliers, independent contractors where Principia business is conducted

* Requires pre-approval of Campus Budget Manager or Controller

