Newton Public Schools
Food Purchase Policy
Pre-Approval for Food Purchases


This document is regarding the Newton Public Schools policy for food purchases.  Please note the City of Newton Comptrollers’ Office is now requiring pre-approval for food purchases, including catering (see the pre-approval form on the next page).

Per MGL c. 40 s. 5, cities and towns can spend only for public purposes.  Public funds cannot be used for private purposes.  The purchase must be for the general good of the citizens of the City.  

Examples of acceptable food purchases:

· Refreshments and meals may be served to officers or employees of the City or persons doing business with the City at official meetings/events so long as they are reasonable and benefit the City by keeping the participants alert and receptive;
· Refreshments may be served at legitimate public functions including public meetings, ribbon cutting ceremonies, opening day events, receptions, banquets or presentations so long as they are reasonable.  The function must be a department sponsored public event for authorized persons and related to the public purpose;
· The purchase of alcohol is prohibited.

Food purchases covered by this policy include:

· Purchases using a requisition and purchase order
· Purchases using a credit card request form
· Purchases submitted via payroll reimbursement
· Exempt: Travel-related food purchases for professional development or student trips covered by travel reimbursement process will not need pre-approval form

All food purchases for the School Department must be pre-approved. Food purchases cannot be made until after the request has been approved.  

Once you receive a fully-executed Food Purchase Pre-Approval Request Form, please attach it to your requisition, credit card request, or employee reimbursement.

Whitsons (in-house vendor)
We encourage all NPS staff to consider the option of Newton’s in-house vendor (Whitsons) for food purchases.  This allows for a streamlined process by using in-house resources and also requires no requisition/purchase order or payroll reimbursement process.

Please note that federal grant funds cannot be used to purchase food.








NPS Food Purchase Pre-Approval Request


Date:    Click here to enter a date.

Requestor’s Name:     Click here to enter text.		Req.’s Employee No.   Click here to enter text.

I hereby request a food purchase for the following:

Event & Purpose:   Click here to enter text.

Date of Event:   Click here to enter a date.

Location of Event:   Click here to enter text.

Attendees or anticipated # of attendees (attach separate list, if necessary):    Click here to enter text.

Anticipated Amount:    Click here to enter text.     (Attach quote, if possible)  


Does your request follow the guidelines for pre-approval?  Y/N  ________


Payment Method:  
Whitsons ☐
Requisition/PO ☐    
CC Request  ☐    
Employee Reimbursement ☐

Budget Code/Account #:   Click here to enter text.


__________________________	__________________		__________________
Requestor (employee) 						Date 

__________________________	__________________		__________________	
Department Head						Date

__________________________	__________________		__________________
Director of Business Operations					Date	
            		
__________________________	__________________		__________________	
Superintendent						Date
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