LODGING AND FOOD BILLED TO A PURCHASE CARD – REVISED 05/30/2007
LODGING

Within the State of Georgia—when lodging within the State of Georgia is paid with a purchasing card, the hotel/motel should not collect any taxes.
Employees should present the following tax-exempt forms to the clerk at check-in:

● State of Georgia Sales and Use Tax Certificate of Exemption

● State of Georgia Certificate of Exemption of Local Hotel/Motel Excise Tax

Employees should review their hotel/motel bill prior to signing a commitment for payment by HBOE to ensure that no taxes are itemized on the bill.  Tax exemption forms may be picked up from the school office or from the BOE Purchasing Department.

Non-reimbursable lodging expenses must be paid by personal credit card, personal check or by cash. Per State of Georgia-Statewide Travel Regulations, the following expenses are not reimbursable:

●  Laundry
● Tipping for hotel porter or maid services

● Valet services for parking, when self-parking options are available

● Movies

● Entertainment

● Alcoholic beverages

Out of State Lodging—Sales and excise taxes are not exempt from payment when the lodging is outside the State of Georgia.
MEALS

A purchasing card may not be used to pay for individual and or employee meals while on business travel.  These expenses should be paid by the employee and reimbursed by submitting an Employee Travel Expense form.

A purchasing card may be used for student and adult meals in conjunction with a school-sponsored academic or extracurricular event.  In addition, a purchasing card may be used to purchase meals for a group of employees not in conjunction with business travel.  If such expenditures are incurred in conjunction with a meeting and/or training session, the Statewide Travel Regulations-Employee Group Meals Policy applies.
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