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Hospitality Policy and Procedures
Effective Date: April 1, 2026
1. Purpose
To establish consistent, auditable procedures for use of University and auxiliary funds to provide hospitality (meals, light refreshments, awards, entertainment, promotional items, and related expenses) that are necessary, appropriate to the occasion, reasonable in amount, and serve a public/business purpose consistent with the mission and fiduciary responsibilities of California State University, Bakersfield (CSUB). 
2. Scope
Applies to all University units and auxiliary organizations unless a funding source or written agreement imposes stricter restrictions. Covers hospitality provided on-campus and during travel using state funds (CSU Fund 485), auxiliary funds, sponsored program funds, trust and agency funds, and private-purpose trust funds. 
3. Authority
Issued under the authority of California Education Code §89044 and delegated campus authorities. ICSUAM 01301.00 (systemwide Hospitality Policy) is the governing standard; campus procedures implement that standard. 
4. Definitions 
Hospitality: Meals (catered or restaurant) or light refreshments, entertainment services, awards/prizes, promotional materials, and recognition items. 
Official Host: CSUB trustee, auxiliary governing board member, or university/auxiliary employee hosting guests for official University business. 
Official Guest: Individual invited by an Official Host (donor, recruit, vendor, community partner, student, media, etc.). 
De minimis: As defined by IRS guidance; items above de minimis thresholds may be taxable. 
5. Allowable Hospitality — General Principles
Hospitality must be directly related to the active conduct of University business and serve a documented public/business purpose. Approving authorities must evaluate necessity, cost-effectiveness, availability of funds, and alternatives. 
Reimbursement/payment requires a completed Hospitality Justification Form and supporting documentation (itemized receipts, guest list, agenda/invitation when applicable). 
6. Employee Meetings and Recognition
Food/beverage for employees may be allowed if infrequent, modest, and justified as serving a CSU business purpose. Working meals require documented business rationale (speaker during meal, work-through meal, etc.). 
Cash-equivalent awards (including gift cards) to employees are prohibited from State, Auxiliary, and Trust funds. Tangible employee awards require preauthorization and must follow the Award Matrix. 
7. Awards and Prizes (including promotional items)
Awards/prizes must be part of a documented campus award program, align with IRS rules, and be limited in amount and frequency. Non-cash awards must meet de minimis definitions to avoid taxable consequences. Students, visitors, and non-employee participants may receive awards consistent with fund rules and preauthorization requirements. 
8. Maximum Per-Person Rates
Breakfast: $40 per person
Lunch: $60 per person
Dinner: $90 per person
Light Refreshments: $40 per person
Alcohol: Allowed only on auxiliary funds and subject to a per-person cap of $30
Tip limit: 20% maximum reimbursable for service gratuities. Any amount above 20% will not be reimbursed; ProCard  or Travel cardholders must repay excess. 
9. Unallowed Expenses
Hospitality of a personal nature not related to University business (employee birthdays, weddings, baby showers, personal gifts) is not allowed. The California Gift of Public Funds Doctrine prohibits use of public funds absent a public purpose. State funds may not be used for alcoholic beverages, tobacco, or entertainment that does not serve a business purpose (subject to auxiliary fund allowances). 
10. Allowable Funding Sources 
State Funds (CSU Fund 485): Limited uses; no cash-equivalent awards to employees, no alcohol; may fund awards for students, selected employee recognition (length of service with criteria), and bona fide business hospitality as described. 
Auxiliary Funds: Broader allowances (alcohol, certain entertainment) within auxiliary rules and fund agreements. 
Sponsored Program Funds: Only when permitted by contract/grant and agency rules; federal rules may be stricter. 
Trust/Private-Purpose Funds: Must follow fund terms and more restrictive rules prevail. 
11. Approvals and Roles 
Key principles: 
Approving authorities may not approve their own expenses or those of their supervisor. Exceptions follow the Delegation of Authority (DOA). 
Large events (10+ attendees): an approving authority who is an incidental attendee may approve if no direct personal benefit and DOA requirements are met. 


Roles & responsibilities:
Official Host / Requestor: Completes Hospitality Justification Form; ensures documentation and justification. 
Approving Authority: Reviews and approves requests consistent with DOA and policy. If the requestor is the Approving Authority, their direct supervisor must approve. 
Financial/DOA Approver: Confirms budget availability and DOA compliance. 
University CFO / Designee: Reviews and approves exceptions to per-person limits and other policy exceptions. 
President/Designee: Required approval for recreational/entertainment events and hospitality for a spouse/domestic partner where applicable. 
Accounts Payable / Procurement: Verifies compliance, processes payments, and enforces documentation.
Audit & Advisory Services: Periodic compliance reviews. 
12. Hospitality Justification Form & Documentation Requirements
Required with every hospitality payment or reimbursement: completed Hospitality Justification Form plus original itemized receipts, guest list (names and affiliations when available), agenda/invitation (if available), vendor invoice for catering, and evidence of pre-approval when required. For CSUBUY/Jaggaer orders, online hospitality fields will substitute the paper form. 
13. Catering and Event Procurement Procedures
On-campus events must be scheduled in 25Live and follow campus catering agreements; ProCard use is limited to authorized cardholders with hospitality privileges and event planners designated by Procurement. 
Required backup: detailed vendor invoice, Hospitality Justification Form, guestlist, and invitation/agenda when applicable. 
Purchase Orders via CSUBUY/P2P are required when vendor staff remain on campus or when procurement requires a PO. 
Off-campus events follow the matrix and fund rules; Procurement must be consulted for PO requirements. ProCard use off-campus is permitted for those with hospitality privileges; submit itemized receipt, Hospitality Justification Form, and guestlist at reconciliation. 
14. Travel-Related Hospitality
Hospitality provided during travel (meals, refreshments, awards, promotional items) must follow this policy, require pre-approval when applicable, and adhere to per-person maxima and documentation requirements. 
15. Recordkeeping and Tax Reporting
Departments must retain documentation to support business purpose and compliance with IRS and CSU reporting rules. Cash-equivalent items and awards that are taxable must be reported and processed through Payroll in consultation with HR and Tax/Payroll Services. 
16. Exceptions and Violations
Exceptions to per-person limits or to other provisions require written approval from the University CFO or designee. Approving authorities are responsible for policy compliance; misuse of funds may result in repayment and/or disciplinary action.
17. Review Cycle
This policy will be reviewed annually (or as required by systemwide updates) and updated to reflect ICSUAM changes. 

Prepared by: Payment Services, California State University, Bakersfield
Contact: Payment Services (accounts_payable@csub.edu)
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