MEAL MONEY

Meal Money:
Breakfast - $5.00 per meal
Lunch - $7.00 per meal

Dinner - $7.00 per meal
RECEIPTS

1. Meal Money:  Use the STUDENT MEAL MONEY form (copy attached).  Include the names of everyone eligible for meal money.  Have the person receiving the money sign the list as verification that the money was received.

2. The list and all receipts should arrive at the Education Support Center accounting office on the FIRST WORKDAY following the event.  If money is left over, return it to the music secretary and get a receipt for unused portion.  Do not send cash through the school mail or leave the cash at the ESC without receiving a receipt.
3. The meal money is intended to cover the budgeted amount for the student participants and sponsors making the trip.  Please request money for the actual number of anticipated students and sponsors.

4. Additional requests for meal money cannot be processed unless prior receipts have been received by accounting.  
5. If meals are purchased for the group by the director, turn in the original receipt from the restaurant to the music secretary.

6. Make 2 copies of the completed form:  One for the music office and one for your records.

Student Meal Money Form 

ORGANIZATION: _______________________________________________________

EVENT: _________________________________ DATE: ________________________

PLACE OF EVENT: ______________________________________________________

DIRECTOR: ___________________________ SCHOOL: ________________________

Student money is pro-rated at $5.00 for breakfast and $7.00 per lunch/supper.  The number of meals is determined by the time of departure, time of the event and time of return.  Please complete the following form to serve as a receipt for meal money.  Make 2 copies - submit original to the accounting office on the FIRST SCHOOL DAY FOLLOWING THE RETURN FROM THE EVENT.  GIVE ONE COPY TO THE MUSIC OFFICE AND ONE COPY IS FOR THE DIRECTOR’S FILE
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