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m

ission
M
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318-2570
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5712.
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0
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N
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R
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p
lo

y
ee

m
u
st

retu
rn

to
th

e
em

p
lo

y
er

am
o
u
n
ts

in
ex

cess
of

th
e

su
b
stan

tiated
ex

p
en

se.
IR

C
6

2
(c);

R
eg.

1
.6

2
-2

(c);
R

eg.
§

1
.2

7
4
-5

T

P
U

R
P

O
S

E

T
he

H
idalgo

C
ounty

C
o

m
m

issio
n

ers
C

ourt
on

A
u
g
u
st

5,
2
0
0
8

ap
p

ro
v
ed

th
e

policy
set

fo
rth

below
.

T
he

policy
ex

p
an

d
s

on
th

e
cu

rren
t

au
th

o
rizatio

n
for

ex
p
en

d
itu

res
of

food
for:

•
Ju

ro
rs

(C
ode

of
C

rim
inal

P
ro

ced
u
re

A
rt.

1
0
4
.0

0
1
),

•
P

riso
n

ers
(C

ode
of

C
rim

inal
P

ro
ced

u
re

A
rt.

1
0

4
.0

0
2

),
•

A
dult

P
ro

b
atio

n
(G

o
v
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m
en

t
C

ode
§

5
0
9
.0

1
1
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•
Ju

v
en
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P

ro
b
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n
(H

u
m

an
R

eso
u
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C
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§
1

4
1

.0
8

2
,

§
1
4
1
.0

8
4
,

§
1
5
2

.0
0

1
2
,

an
d

§
1
5
2
.1

1
4
1
),

an
d

•
A

griL
ife

E
x
ten

sio
n

(A
g
ricu

ltu
re

C
ode

§
4

3
.0

3
3
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T
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p

ro
v

id
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g
u
id

elin
es
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d
ep
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en

ts
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n
cern

in
g

w
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n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

ex
p

en
ses

m
ay
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w

ith
C

o
u
n
ty

fu
n
d
s.

T
he

p
ro

ced
u
res

set
fo

rth
below

are
p

rescrib
ed

by
th

e
H

idalgo
C

ounty
A

uditor
an

d
are

to
be
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ed

reg
ard

in
g

th
e

p
ay

m
en

t
o
r

reim
b

u
rsem

en
t

of
n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

ex
p
en

ses.
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R
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R
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U
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T
he

policy,
p
ro

ced
u
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an
d

g
u

id
elin

es
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to
all

H
idalgo

C
o
u
n

ty
officials,

d
ep

artm
en

t
h

ead
s,

an
d

em
p
lo

y
ees.

A
pplicability

of
th

is
policy

is
lim

ited
to

n
o
n
-trav

el
m

eals
an

d
refresh

m
en

ts.
T

his
policy

d
o
es

n
o
t

ap
p
ly

to
p

ay
m

en
t

o
r

reim
b

u
rsem

en
t

of
m

eals
w

hile
th

e
em

p
lo

y
ee

or
individual

is
on

trav
el

statu
s.

R
efer

to
th

e
T

ravel
P

olicy
fo

r
situ

atio
n

s
in

w
hich

th
e

em
p
lo

y
ee

o
r

individual
is

on
trav

el
statu

s.

D
E

F
IN

IT
IO

N
S

“C
o
u
n
ty

S
p

o
n

so
red

E
v
en

ts”
m

ean
s

m
eetin

g
s,

sem
in

ars,
co

n
feren

ces,
train

in
g

sessio
n

s,
an

d
sim

ilar
fu

n
ctio

n
s

to
co

n
d

u
ct

official
C

o
u
n
ty

b
u
sin

ess.

“M
eals”

m
ean

s
food

an
d

n
o

n
-alco

h
o

lic
b
ev

erag
es

p
ro

v
id

ed
at

b
reak

fast,
lu

n
ch

,
o
r

d
in

n
er.

“N
ecessary

E
x
p
en

se”
m

ean
s

an
ex

p
en

se
th

at
is

ap
p

ro
p

riate
fo

r
th

e
co

n
d
u
ct

of
C

o
u
n
ty

b
u
sin

ess.

“O
rd

in
ary

E
x
p
en

se”
m

ean
s

an
ex

p
en

se
th

at
is

co
m

m
o
n

an
d

accep
ted

in
C

o
u

n
ty

b
u
sin

ess.

“R
efresh

m
en

ts”
m

ean
s

n
o

n
-alco

h
o

lic
b
ev

erag
es

an
d

food
item

s
(i.e.,

fru
it,

p
astries,

ch
ip

s,
co

o
k
ies,

cak
e,

can
d
y
,

etc.)
co

m
m

o
n

ly
serv

ed
b
etw

een
m

eals,
b

u
t

n
o
t

in
ten

d
ed

to
su

b
stitu

te
for

m
eals.

“R
elated

E
x

p
en

ses”
m

ean
s

ex
p
en

ses
fo

r
essen

tial
serv

in
g

p
ro

d
u
cts

su
ch

as
p

ap
er

p
lates,

cu
p

s,
an

d
p
lastic

u
ten

sils
related

to
allo

w
ab

le
n
o
n
-trav

el
m

eals
an

d
refresh

m
en

ts.

P
O

L
IC

IE
S

A
N

D
G

U
ID

E
L

IN
E

S

B
ased

upon
su

fficien
t

ap
p
ro

p
riatio

n
s

in
th

e
d
ep

artm
en

t’s
b

u
d

g
et

an
d

ap
p
ro

v
al

by
th

e
official

o
r

d
ep

artm
en

t
h
ead

,
th

e
C

o
u
n
ty

of
H

idalgo,
T

ex
as

w
ill

allow
for

th
e

p
ay

m
en

t
o
r

reim
b
u
rsem

en
t

of
n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

co
sts

in
cu

rred
for

th
e

follow
ing

p
u
rp

o
ses:

A
.

P
e
rm

itte
d

E
x

p
e
n

d
itu

re
s

1.
C

ounty
sp

o
n
so

red
ev

en
ts

for
th

e
p

u
rp

o
se

of
co

n
d
u
ctin

g
su

b
stan

tial
an

d
b

o
n
a

fide
official

C
o
u
n
ty

b
u

sin
ess

w
h

ere
atten

d
ees

in
clu

d
e

at
least

o
n

e
C

o
u
n
ty

em
p
lo

y
ee

an
d

o
n
e

or
m

o
re

n
o

n
-C

o
u

n
ty

em
p
lo

y
ees.

a.
E

x
p

en
d

itu
res

m
ay

be
in

cu
rred

only
for

th
o
se

atten
d
ees

w
h
o
se

p
resen

ce
is

n
ecessary

for
th

e
p
u
rp

o
se

of
th

e
ev

en
t.

b.
T

he
d
u
ratio

n
of

th
e

ev
en

ts
m

u
st

be
tw

o
o

r
m

o
re

co
n
secu

tiv
e

h
o

u
rs.

c.
If

th
e

C
o
u
n
ty

sp
o

n
so

red
ev

en
t

o
ccu

rs
d

u
rin

g
a

reco
g
n
ized

m
eal

period
(i.e.,

b
reak

fast
7

:0
0

am
to

8
:0

0
am

;
lunch

12
noon

to
1

p
m

;
d
in

n
er

6
:0

0
pm

to
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T
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G
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C
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D
U
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S
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A
N

U
A
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7
:0

0
pm

)
in

o
rd

er
to

acco
m

m
o

d
ate

sch
ed

u
lin

g
req

u
irem

en
ts,

m
eals

m
ay

be
p
ro

v
id

ed
.

O
th

erw
ise,

only
refresh

m
en

ts
w

ill
be

p
erm

itted
.

d.
E

x
am

p
les

in
clu

d
e,

b
u
t

are
n
o
t

lim
ited

to
:

i.
C

o
m

m
issio

n
ers

C
o
u
rt

m
eetin

g
s

ii.
C

o
m

m
issio

n
/b

o
ard

/co
m

m
ittee

m
eetin

g
s.

iii.
B

u
sin

ess
m

eetin
g
s

relatin
g

to
p
ro

m
o

tio
n

of
eco

n
o
m

ic
d

ev
elo

p
m

en
t,

building
co

m
m

u
n

ity
co

o
p
eratio

n
,

or
in

fo
rm

atio
n

g
ath

erin
g
.

iv.
F

orm
al

train
in

g
sessio

n
s

held
for

th
e

p
u
rp

o
se

of
in

stru
ctio

n
or

d
issem

in
atio

n
of

in
fo

rm
atio

n
to

g
en

eral
public.

2.
M

eal,
refresh

m
en

ts,
an

d
related

co
sts

specifically
au

th
o

rized
in

a
F

ed
eral,

state
o

r
local

g
o

v
ern

m
en

t
co

n
tract

o
r

g
ran

t,
an

d
only

to
th

e
ex

ten
t

an
d

for
th

e
p
u
rp

o
ses

au
th

o
rized

.

3.
B

ev
erag

es
for

th
e

p
u
rp

o
se

of
p
ro

v
id

in
g

h
y

d
ratio

n
(sp

o
rts

d
rin

k
s

co
n
tain

in
g

electro
ly

tes)
for

em
p
lo

y
ees

p
erfo

rm
in

g
jo

b
task

s
o
u
td

o
o
rs

w
h
ere

th
ey

are
ex

p
o

sed
to

h
o
t

o
r

h
u
m

id
w

eath
er

co
n
d
itio

n
s.

T
his

in
clu

d
es

em
p
lo

y
ees

p
erfo

rm
in

g
ro

ad
w

ork.

T
o

co
n
fo

rm
to

IR
S

reg
u
latio

n
s

g
o
v
ern

in
g

b
u
sin

ess
ex

p
en

ses,
th

e
C

o
u
n

ty
w

ill
n
o
t

reim
b

u
rse

co
sts

to
a

C
o

u
n

ty
em

p
lo

y
ee

fo
r

n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

co
sts

w
h
en

th
e

reim
b
u
rsem

en
t

resu
lts

in
tax

ab
le

in
co

m
e

to
th

e
em

p
lo

y
ee.

B
.

G
u

id
elin

es
fo

r
P

e
rm

itte
d

E
x
p
e
n
d
itu

re
s

T
he

follow
ing

g
u
id

elin
es

sh
o

u
ld

be
follow

ed
w

h
en

m
ak

in
g

p
erm

itted
ex

p
en

d
itu

res
for

n
o

n
-

trav
el

m
eals,

refresh
m

en
ts,

an
d

related
co

sts:

1.
B

udget:
T

h
e

sp
o

n
so

rin
g

d
ep

artm
en

t
m

u
st

h
av

e
su

fficien
t

ap
p
ro

p
riatio

n
s

in
th

eir
b
u
d
g
et

(o
b

ject
code

6
3
0

F
ood)

fo
r

su
ch

ev
en

ts.

2.
R

easo
n

ab
le

C
o

sts
(including

tax
es

an
d

g
ratu

ity
):

M
eals

m
ay

n
o
t

ex
ceed

$
1
0

p
er

p
erso

n
o

r
$
2
5
0

p
er

ev
en

t.
R

efresh
m

en
ts

m
ay

n
o
t

ex
ceed

$3
p

er
p

erso
n

o
r

$
1
2
5

p
er

ev
en

t.
T

h
e

co
st

of
related

ex
p

en
ses

m
ay

n
o
t

ex
ceed

$
2
5

.

3.
D

o
cu

m
en

tatio
n

R
eq

u
irem

en
ts:

T
he

follow
ing

su
p
p

o
rtin

g
d

o
cu

m
en

tatio
n

w
ill

be
req

u
ired

fo
r

th
e

C
o
u
n
ty

A
u
d
ito

r
to

p
ro

cess
p

ay
m

en
t

for
n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

ex
p
en

ses
ex

cep
t

w
h
en

p
u
rch

asin
g

b
ev

erag
es

p
u

rsu
an

t
to

S
ectio

n
A

.3.
F

or
th

is
p
u
rp

o
se,

only
a

p
u
rch

ase
o
rd

er
an

d
an

original
item

ized
invoice

o
r

receip
t

w
ill

be
req

u
ired

:

a.
P

u
rch

ase
o

rd
er.

T
he

p
u

rch
ase

o
rd

er
sh

o
u

ld
include

th
e

ev
en

t
d
ate,

tim
e,

d
u
ratio

n
,

an
d

p
lace;

estim
ated

n
u
m

b
er

of
atten

d
ees

an
d

affiliation;
p
u
rp

o
se

of
th

e
ev

en
t;

an
d

w
h

eth
er

m
eals

o
r

refresh
m

en
ts

w
ill

be
p

ro
v

id
ed

.
b,

O
riginal

item
ized

invoice
or

receip
t.

c.
C

o
m

p
leted

C
o
u
n
ty

A
uditor’s

F
orm

fri-i,
“N

o
n
-T

rav
el

M
eals,

R
efresh

m
en

ts,
an

d
R

elated
E

x
p
en

ses
C

laim
”

th
a
t

d
o
cu

m
en

ts
th

e
d
ate,

tim
e,

p
lace,

am
o
u
n
t,

an
d

b
u
sin

ess
p
u
rp

o
se

of
th

e
ev

en
t.

d.
W

ritten
ag

en
d
a.
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n
o

t
p

o
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p
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v
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n
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e

reaso
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n
o
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e
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n
-in

sh
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m
u
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be
d
o
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m
en

ted
an

d
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estim
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n
u
m

b
er

of
atten

d
ees

m
u
st

be
p
ro

v
id

ed
.

4.
T

he
C

o
u
n
ty

A
uditor

w
ill

n
o
t

p
ay

o
r

reim
b
u
rse

m
eal

ex
p
en

ses
th

a
t

lack
d
o
cu

m
en

tatio
n

or
a

clear
b
u
sin

ess
p
u
rp

o
se.

C
.

P
ro

h
ib

ite
d

E
x

p
e
n

d
itu

re
s

E
x
p

en
d

itu
res

of
co

u
n

ty
fu

n
d

s
for

th
e

follow
ing

are
specifically

p
ro

h
ib

ited
:

•
A

lcoholic
b

ev
erag

es,
•

S
u

p
p

lies
fo

r
co

ffee
b

reak
s,

office
refresh

m
en

ts,
etc.

•
R

egularly
sch

ed
u
led

staff
m

eetin
g
s

•
S

ocial
ev

en
ts

su
ch

as
celeb

ratin
g

h
o
lid

ay
s

o
r

b
irth

d
ay

s
•

E
m

ployee
reco

g
n
itio

n
,

v
o
lu

n
teer

reco
g

n
itio

n
,

or
th

an
k
-y

o
u

ev
en

ts
•

T
he

co
st

of
m

eals
or

refresh
m

en
ts

co
v

ered
by

a
reg

istratio
n

fee
•

C
h

aritab
le

o
r

political
fu

n
ctio

n
s

P
R

O
C

E
D

U
R

E
S

A
.

C
o

u
n

ty
D

e
p

a
rtm

e
n

t

1.
E

n
su

re
th

a
t

ex
p

en
d

itu
res

for
n
o
n
-trav

el
m

eals,
refresh

m
en

ts,
an

d
related

co
sts

com
ply

w
ith

C
o
u
n
ty

policy
an

d
fund

so
u
rce

restrictio
n
s.

2.
P

ro
cess

a
req

u
isitio

n
in

acco
rd

an
ce

w
ith

co
u

n
ty

p
u
rch

asin
g

policies
an

d
p
ro

ced
u
res.

A
req

u
isitio

n
(s)

sh
o
u
ld

be
issu

ed
fo

r
each

ev
en

t.
T

he
req

u
isitio

n
sh

o
u

ld
include

th
e

req
u

ired
in

fo
rm

atio
n

(R
efer

to
D

o
cu

m
en

tatio
n

R
eq

u
irem

en
ts

for
p

u
rch

ase
o
rd

ers
u
n
d
er

G
u
id

elin
es

for
P

erm
itted

E
x
p
en

d
itu

res).
3.

S
u
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