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Policy Name: Entertainment and Meal Expense Policy 

Policy No: 4.3 Approval 
Authority: 

Board of Governors 

Volume 4, Finance and 
Administration 

Responsible 
Party: 

Controller 

Chapter 
3,  Entertainment and 
Meal Expense Policy 

Responsible 
Office: Office of Finance and Administration  

Originally 
issued:  October 2015 Revisions: November 2017, May 2022 

 
Policy Statement 
The University is accountable to funding providers and the general public in ensuring that funds at its disposal are used 
for the purposes for which they were intended.  The University covers the cost of entertainment expenses incurred by 
members of faculty and staff in support of the Universityès mission, provided the expenses are authorized, reasonable 
and appropriately documented.  This policy is in addition to the travel policy which provides guidance on meal expenses 
for travel outside of the HRM and vicinity on official University business. 
 
Reason for Policy 
The purpose of this policy is to define the framework within which University funds may be spent by Academic and 
Administrative Members on non-travel related entertainment and meal expenses, specifically on campus or in the HRM 
and vicinity.   This policy applies in all circumstances regardless of the source of funds (Operating, Research, Donor or 
Special Purpose funds).   
 
Policy Applies to  
Å All units of the University 

 
Who Should Read this Policy 
Å All members of the University community 

 
Contacts 
Approval authority:  Board of Governors 
 
Detail on policy meanings and application:  Office of Finance and Administration, 902-494-8219 
 

http://nscad.ca/en/home/abouttheuniversity/policiesdocumentation/default.aspx
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Definitions 
 
Business Meal:  An expense for meals where student(s), staff and faculty and/or other external 

parties are present for the purposes of conducting substantial and bona fide 
business on behalf of the University. Examples may include a Public Lecturer, 
Donor, Speaker, or Visiting Artist. 

 
Entertainment Expenses:   Expenses for food and/or non-alcoholic beverages where the primary purpose of 

the gathering is social in nature such as extending hospitality to visiting academics, 
artists, researchers, benefactors and other individuals or groups visiting the 
University on business matters.  Due to NSCADès tax status as a non-profit 
charitable and educational institution it is expected that all NSCAD academic and 
administrative staff exercise care in incurring entertainment and meal expenses. 

Approver:  The person who is authorized to approve the claimantès expenses. 
Claimant:  The individual that is submitting an expense claim for reimbursement or 

 University cred card claim. 
 
1. Responsibilities 

1.1. The expense claimant is responsible to ensure that claims for University meal and entertainment expenses are 
prepared and submitted in accordance with University policies. 
 

1.2. Individuals authorized to approve an expense claim (Approver) and related documentation are responsible to 
ensure that the expenses are for University business purposes and are in accordance with University policy.  
Approvers responsibilities include ensuring that the claimantès expenses that have been incurred: 

¶ Are business related and for NSCAD University purposes only. 
¶ Are reasonable based on explanations provided by the claimant. 
¶ In the most economical manner. 
¶ Are in compliance with all policy and procedures of the University. 
¶ They are not personal expenses. 

 
 
The Policy 
 
2. Business meals 

 
2.1. Business meals (External) 

2.1.1. The University will allow expenses for business meals involving external parties when the primary 
purpose of the meeting is to discuss University business and it is necessary to provide a meal while the 
meeting is being held. Approval for expenses of such meetings must be obtained in advance by one of 
the Senior Leadership Team. 
 

2.1.2. The cost of business meals and refreshments must be reasonable and limited. If in doubt about what 
constitutes a reasonable expense, please discuss with the Senior Leadership member providing the 
advance approval of the expense. 

 

http://nscad.ca/en/home/abouttheuniversity/policiesdocumentation/default.aspx


5163 Duke Street  
Halifax, Nova Scotia, Canada  B3J 3J6  
902 444 9600 tel , www.nscad.ca 
 

 

 

__________________________________________________________________________________ 
All policies are subject to amendment.  Please refer to the NSCAD University Policy website (nscad.ca) for the official, most recent version. 
  Page 3 of 17 

 
2.2. Alcoholic beverages  

2.2.1. The cost of a prudent amount of alcoholic beverages may be considered an allowable expense under the 
following circumstances:  
¶ Where the primary purpose of the event is fund-raising, fostering mutually beneficial community 

partnerships or international outreach. 
¶ Established annual University events authorized by the President (e.g., employee recognition awards, 

volunteer recognition events, retirement dinners). 
¶ Hosting official visitors to the University, including candidates for employment.  
¶ Liquor served at NSCAD must be consumed in a licensed area of the campus and be arranged 

through the Facilities Department. Any other means of providing alcohol on campus is prohibited 
since it would be contrary to the Nova Scotia Liquor Control Act.  

2.2.2. Pre-approval from a member of the Senior Leadership Team is required for the purchase of any alcohol 
on university credit cards and prior to reimbursement of expenses. 
 

2.3. Working meals (Internal) 
2.3.1. Meals with other NSCAD University employees in local restaurants are not reimbursable. Local meals 

with colleagues should be considered a personal expense unless it can be demonstrated that the business 
being conducted is such that it cannot be done in the office. An explanation of the reasons why the 
meeting could not take place in the office must be provided to the Senior Leadership Team member pre-
approving the expense and permission must be obtained in advance. 

 
2.4. Workshops and committee meetings 

2.4.1. Beverages/refreshments for workshops are permissible when pre-approved by a member of the Senior 
Leadership Team.  

2.4.2. Meals may be provided when appropriate for the time and duration of the event and should be 
purchased within the approved departmental budget. Examples include Public Lecture series, employee 
workshops, Portfolio Days, Board Committee meetings. 

2.4.3. If meetings are to be held over lunch periods or for long periods of time it is advisable to inform the 
participants in advance whether it will be a åbrown bagæ lunch or if beverages will be supplied. 

 
2.5. Non-reimbursable entertainment and meal expenses 

2.5.1. Meals and refreshments with other NSCAD academic and administrative staff in local restaurants. 
2.5.2. Cost of personal celebrations such as birthdays, weddings, births, administrative professionalès day or 

other similar occasions will not be reimbursed. Members of the University are precluded from providing 
gifts from University funds in recognition of any of these occasions. 

2.5.3. Any entertainment and meal expenses not approved in advance by a member of the Senior Leadership 
team. 

 
3. Visitor and guest accommodations 

 
3.1. Hotel accommodations 

3.1.1. When the University is hosting a guest who is conducting substantial and bona fide business on behalf of 
the University, the University will pay for hotel accommodations with select Halifax providers (those 
with pre-negotiated rate arrangements).  The arrangement made with the hotel provider should ensure 
that room service, restaurant bills and other additional service costs are not billed to the University. 
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3.1.2. Hotel accommodation expenses must be approved in advance by a member of the Senior Leadership 
Team or Managing Director. 

3.1.3. The visitor or guest should not have an employment contract with NSCAD. 
 

3.2. Gratuitous accommodations 
3.2.1. Where a full-time University employee provides lodging in their private residence for a University 

visitor(s) or guest(s), the University will reimburse the employee up to $25 per night. Gratuitous 
accommodations expenses must be approved in advance by a member of the Senior Leadership Team 
and can only be for a visitors and guests who are conducting substantial and bona fide business on behalf 
of the University.   

 
4. Entertainment and other social events 

 
4.1. Employee recognition / retirement 

4.1.1. A group luncheon or modest reception may be held by a department or the University to recognize 
service of its employees. Departments that wish to hold an independent event for an employee 
departing the University after more than 10 years of service must obtain prior approval by a member of 
the Senior Leadership Team prior to making such arrangements. 

4.1.2. Event Funding 
4.1.2.1. Management may authorize up to $500.00 from the departments operating budget to cover such 

an event.  Any amounts above and beyond this amount must be paid by the organizing 
Department. 

 
4.2. Holiday events 

4.2.1. NSCAD University organizes an annual Holiday Party for all faculty and staff.  This event is to encourage 
a sense of community and provide opportunities to foster collegiality and community. 

4.2.2. Department Holiday Events are encouraged, although funding for these events must be organized by 
the department and all associated costs provided externally from the University. Individual department 
events for holiday parties are not expendable. Events may take place during working hours within 
reason. 
 

5. Process 
 
5.1. Receipts for meals must list the individuals in attendance and the purpose of the meeting in order to be 

eligible for reimbursement. Itemized receipts are required along with the credit card copy if purchased by 
credit card. Gratuities of up to 15% will also be reimbursed.   
 

5.2. All claims must be forwarded to the Office of Finance and Administration for processing using the cheque 
request form duly signed by the appropriate Managing Director or member of the Senior Leadership Team. 
Expenses on University credit card must be submitted using the online expense report process through the 
credit card website.  On the attached cheque requisition and/or credit card expense report the following  must 
be included: 
5.2.1. All attendee names, and business relationship of the attendees 
5.2.2. Description indicating the business purpose of the expenditure 
5.2.3. Detailed itemized receipts 
5.2.4. Evidence that the expense was pre-approved by a member of the Senior Leadership Team 
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5.3. If the expense cannot be properly supported with the above documentation, the academic or administrative 

staff person must bear the full cost of the entertainment and/or meal expense. 
 

5.4. If an unapproved expense has been billed to a NSCAD University credit card, timely arrangements must be 
made so that the expense is promptly repaid to the University. 

 
5.5. Please note that some research grants do not permit charges for entertainment.  

 
4.6.  Once a year, an itemized report of senior management meal, conference, professional development and 
entertainment expenses is reviewed by the Audit and Risk Oversight Committee. 

 
6. Compliance 

 
6.1. Failure to comply with this policy may result in disciplinary action, up to and including termination, in 

accordance with the relevant collective agreement or employment guidelines. NSCAD also retains the right to 
pursue any action, including criminal prosecution and civil remedies, when misuse of its information or 
resources is suspected either during the course of employment or after the termination of employment. 

 
6.2. This policy is intended to be complementary to other polices and collective agreements governing the conduct 

of faculty and staff. In situations where this policy may be in conflict with Collective Agreements, the 
Collective Agreements shall prevail.   

 
 
Forms and Tools 
 
Cheque Request Form    
 
Credit Card Policies and Procedures Guide Credit Card Policies and Procedures Guide 
 
Credit Card online reporting website) 
 
Appendix 

1. Cheque Request Form (link to form) 
Credit Card Policies and Procedures Guide (link to document)

http://nscad.ca/en/home/abouttheuniversity/policiesdocumentation/default.aspx
https://forms.nscad.ca/form?form_id=86167
https://www.centresuite.com/Centre/Public/Logon/Index
https://forms.nscad.ca/form?form_id=86167
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