ATTACHMENT 1

Meal/Light Refreshment Guidelines Fact Sheet


The following criteria must be met in order for reimbursement to be made:

1. Business meals are only eligible for reimbursement if contactor employees attend the meal with individuals outside of the NCI community.

2. The meal has to be of minor consequence to the meeting requirement.

3. Attendance of the employee at the meal must be necessary for full participation.

4. The employee is not free to take the meals elsewhere without being absent from essential formal discussions, lectures, or speeches concerning the contract-related business purpose.

5. The expense of a meal must be reasonable.  (No more than $12 per person for lunch and no more than $32 per person for dinner)

6. Alcoholic beverages are an unallowable cost to the contract1
Allowable

· Recruitment meals (Recruitment must be coordinated through HR)

· Collaborative meals between contractor employees and individuals outside of the NCI community (i.e. seminar speakers)

· Light refreshments associated with employee recognition ceremonies or medical necessity

Unallowable

· Meal expenses incurred by government employees
· Routine staff meetings or working meals between contractor employees only
· Refreshments such as pastries, donuts, juices, coffee and related supplies, and bottled water associated with scientific workshops, lectures; or symposiums
· Alcoholic beverages
· Retirement functions
___________________
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