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Purpose

The purpose of this policy is to provide guidelines to Washington Military Department (WMD)
state employees for requesting authorization to purchase, request payment and/or reimbursement
of meals with meetings or coffee and light refreshments related to work meetings.

Scope

This policy applies to all state employees of the WMD, including the Washington State Guard
and National Guard while in State Active Duty status. It also applies to any meals or
refreshments to be paid for via state funding, including federally reimbursed state funding. It
does not apply to federally funded meals and refreshments for events hosted by federal personnel
to include Active Guard Reserves (AGRs), traditional guard members in a federal military status,
or military technicians.


https://ofm.wa.gov/sites/default/files/public/legacy/policy/70.10.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/70.10.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/70.15.pdf
https://www.governor.wa.gov/sites/default/files/exe_order/eo_13-06.pdf
https://mil.wa.gov/asset/62e1b4dedadf3
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Policy

1)

2)

3)

4)

5)

6)

7)

The WMD will follow the State Administrative and Accounting Manual (SAAM) rules and
regulations regarding providing meals with meetings and/or coffee and light refreshments.
Where SAAM requires the WMD to have its own policies and procedures on a specific
section, that policy and procedure is hereby adopted and incorporated as part of the WMD
policy as listed below. If it is determined that the WMD policy conflicts with the SAAM, the
SAAM prevails.

Employees shall exercise prudent judgement when requesting approval to offer meals or
coffee and light refreshments. Excessive, unnecessary, or otherwise unauthorized expenses
will not be approved or reimbursed.

When meals or coffee and light refreshments are to be served, the WMD must incorporate
healthy food and beverage options.

All requests to provide meals or coffee and light refreshments must be approved by the Chief
Financial Officer (CFO) prior to the event.

Coffee and/or light refreshments may be served with meetings only under the following
circumstances, in accordance with SAAM 70.10:

a) The purpose of the meeting is to conduct state business or to provide formal training that
benefits the state; and

b) The coffee or light refreshment is an integral part of the meeting or training session; and
c) The agency obtains a receipt for the actual cost of the coffee and/or light refreshments.

Meals may be served and/or reimbursed with meetings only under the following
circumstances, in accordance with SAAM 70.15:

a) The purpose of the meeting is to conduct official state business or to provide training to
state employees or state officials; and

b) The meals are an integral part of the business meeting or training session, and

c) The meeting or training session takes place away from the employee’s or official’s
regular workplace, and

d) The agency obtains a receipt for the actual cost of the meals with meetings.

In accordance with SAAM 70.10 and SAAM 70.15, meals or coffee and light refreshments
may not be provided under the following circumstances.

a) For anniversaries of agencies, receptions for new, existing, and/or retiring employees,
elections celebrations, etc.
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b) Any “hosting” activities, including those activities that are intended either to lobby a
legislator or a governmental official, or are to be a social rather than governmental
business event, and include expenditures for coffee and/or light refreshments for those
whom agencies are not legally authorized to reimburse.

8) It is recommended that the cost for coffee and light refreshments be limited to half of the
Schedule A — Non-high-cost breakfast rate per person. If the cost per person is close to or
equal to a full meal cost, then the Meals with Meetings restrictions in Paragraph 6 apply.
Meal rates are established by the Office of Financial Management (OFM), which follows the
US General Services Administration (GSA) rates. Rates are available at
https://ofm.wa.gov/accounting/administrative-accounting-resources/travel/diem-rate-tables.

9) All meals and/or light refreshments to be served with meetings must be pre-approved by the
CFO on WMD Form 1008-13 (Approval for Refreshments and Meals with Meetings), as
required by SAAM 70.10.40.

Reference: WMD Form 1008-13, Approval for Coffee & Light Refreshments


https://ofm.wa.gov/accounting/administrative-accounting-resources/travel/diem-rate-tables

Coffee/Light Refreshments or Meals with Meetings must be approved by the CFO prior to the

STATE OF WASHINGTON

MILITARY DEPARTMENT
Camp Murray, Washington 98430-5000

WMD Form 1008-13

Approval for Coffee and Light Refreshments or Meals with Meetings

meeting. Healthy food and beverage options must be provided.

Purpose of Meeting:

Number of Attendees/ Organization::

Estimated Total Cost:

Charge Code/Master Index:

Date of Meeting:

Location

Breakfast Per Diem Rate for this Location:

When submitting this request for approval please attach:

Requester’s Signature/Date

Division Director or Designee Signature/Date:

Chief Financial Officer’s Signature/Date:

e Meeting agenda, including start/end times
e Justification for using a facility that is not barrier-free, if applicable

When submitting to State Finance for payment, include:

This form, completed and signed by the CFO

List of attendees or roster

Receipts

Completed and signed Voucher Distribution (Form A19-2A) or purchase card
reconciliation document

WMD Form 1008-13
Updated 3/14/2023


https://ofm.wa.gov/accounting/administrative-accounting-resources/travel/diem-rate-tables

