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Wichita State University 
Internal Audit of 

Official Hospitality Reimbursements 
May 2014 

 
Objectives 
 

Verify compliance with Section 13.08 of the WSU Policies and Procedures Manual, 
Official Hospitality. Verify that employees have not been reimbursed for the same 
official hospitality expenditures by both WSU and the WSU Foundation. Evaluate the 
efficiency and effectiveness of the processes and internal controls for reimbursing 
employees for official hospitality expenditures incurred on behalf of the university, 
offering suggestions for improvement where appropriate. 
 
Scope 
 

Official hospitality reimbursements paid to employees in fiscal year 2013.  
 
Introduction 
 

Section 13.08 provides guidance with regard to official hospitality expenditures incurred 
on behalf of the university. Key provisions of the current policy include: 
 

a. The expectation that the expenditure will assist in fulfilling an objective or goal 
bearing a valid relationship to the powers or functions of the university, 
 

b. The requirement that expenditures will meet stated documentation standards 
regarding the participants, objectives of the official function and details of the 
expenditures and charges incurred, and 

 

c. No state funds may be used to purchase alcoholic beverages of any kind. 
 
The Office of Financial Operations and Business Technology records official hospitality 
reimbursements made to employees in account 2970, Official Hospitality, along with 
other hospitality-related expenditures. Segregating employee reimbursements from the 
other expenditures, I identified 225 reimbursements paid to employees in fiscal year 
2013. The vast majority of official hospitality reimbursements made to employees relate 
to meals purchased in association with hosting and interviewing candidates for university 
positions (200 of the 225 reimbursements made in fiscal year 2013).  
 
Because job turnover occurs at irregular intervals, departments typically do not have a 
budget or funds for hosting candidates. To provide financial relief to departments 
conducting searches, Academic Affairs has a process for departments within the division 
to request a budget or funds for each candidate search. The Division of Administration 
and Finance has a different process for aiding departments conducting searches that are 
outside Academic Affairs.  
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Because Academic Affairs and Administration and Finance have only limited funds for 
providing this financial relief, both divisions have established dollar limits per meal that 
they will fund or reimburse, regardless of the number of persons attending the meal. 
These limits are $20 for breakfast, $40 for lunch, and $80 for dinner. Though the dollar 
limits per meal are the same for both divisions, their respective processes for funding 
departments and/or reimbursing employees differ considerably.  
 
In addition, departments within Academic Affairs have taken different approaches to 
reimbursing employees as addressed in the sections that follow. Though no state funds 
may be used under the current policy language for the purchase of alcoholic beverages, 
this prohibition does not preclude the employee from requesting reimbursement for the 
hospitality-related expenditure. However, it does require that the employee’s department 
have funds available at the WSU Foundation, i.e. non-state funds, from which it can 
reimburse the employee.  

 
Audit Results 
 
Official hospitality reimbursements paid to employees in fiscal year 2013 complied with 
the key provisions of Section 13.08 delineated previously in this report. University 
employees were not reimbursed for the same official hospitality expenditures by both 
WSU and the WSU Foundation.1  
 
1 To provide this verification, I examined all hospitality reimbursements of $100 or more paid to WSU 
employees by the WSU Foundation who were also paid a hospitality reimbursement by WSU, 32 in all. 
 
The audit did identify opportunities for improved efficiency and effectiveness of the 
processes and internal controls for reimbursing employees. I discussed these 
opportunities with the appropriate staff in both Academic Affairs and Administration and 
Finance, and we formulated the following action steps to improve the process. 
 

1. Replace the $20/$40/$80 meal limits for breakfast, lunch and dinner with a $140 
allocation per job candidate. 

 
2. Suggest revising Section 13.08 to rescind the university’s prohibition on the 

purchase of alcoholic beverages with state funds (any money deposited in 
university accounts). 

 
3. Develop a training session to introduce the new process to those employees 

involved in preparing and submitting official hospitality reimbursement requests. 
 
The circumstances giving rise to these actions follow next.  
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Action Step 1 
 
Replace the $20/$40/$80 meal limits for breakfast, lunch and dinner with a $140 
allocation per job candidate. 
 
As mentioned previously, though the dollar limits per meal were the same for both 
Academic Affairs and Administration and Finance, their respective processes for funding 
departments and/or reimbursing employees differed, so I’ll address each separately. 
 
Jeanne Patton, budget analyst in the Office of the Vice President for Academic Affairs, is 
responsible for processing official hospitality requests related to candidate searches in 
Academic Affairs, while Phyllis Petty, executive assistant in the Office of the Vice 
President for Administration and Finance, is responsible for processing official 
hospitality requests related to candidate searches for the rest of the university. Ms. Patton 
and Ms. Petty have been in their respective positions for only the past few years, and both 
inherited the process and responsibilities from their predecessors. Both were quite 
amenable in my conversations with them regarding how to improve the process. 
 
Academic Affairs 
 
Of the 200 official hospitality reimbursements related to hosting job candidates, 180 were 
in Academic Affairs. As mentioned previously, Academic Affairs uses the $20/$40/$80 
limits as a means for capping the assistance it provides to departments for candidate 
meals. In addition to the dollar limits, Academic Affairs also limits its assistance to three 
candidates per search, i.e. costs of bringing more than three candidates are borne by the 
department. In effect, the maximum assistance per search is $420. 
 
An important attribute of Academic Affairs’ process is that it is typically not paying 
reimbursements out of its own department. Rather, after Ms. Patton analyzes the request 
by completing an electronic spreadsheet template that applies the $20/$40/$80 limits to 
meals, she initiates a budget adjustment that transfers spending authority from Academic 
Affairs to the department. In some cases, either because Academic Affairs’ general use 
budget for official hospitality is depleted (or near depletion) or at the department’s 
request, Ms. Patton will instead transfer restricted use dollars to the department. 
 
My examination of reimbursements paid suggests there are misunderstandings regarding 
the process by department chairs and staff. Of the 180 reimbursements processed in 
Academic Affairs, departments first reduced the reimbursement request of 77 to comply 
with the dollar limits for meals. In most cases2 departments would then submit a second 
reimbursement request to the WSU Foundation for amounts expended in excess of the 
dollar limits so that the employee could be reimbursed in full, i.e. two separate 
reimbursement requests were required to reimburse the employee in full.   
 
2 There were six instances where the employee did not receive reimbursement for amounts expended 
beyond the $20/$40/$80 limits for meals, all in the College of Engineering. 
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Alternatively, there were 47 reimbursements paid in full (with a combination of 
Academic Affairs and departmental funds) even though the dollar limits for meals were 
exceeded. This is how the process works best, in my opinion. The department first 
submits a single request for the employee incurring the expenses seeking full 
reimbursement, Academic Affairs initiates a budget adjustment up to its allowable 
maximum, and the difference is covered by the department.   
 
Rescinding the dollar limits for individual meals makes Ms. Patton’s time-consuming 
review of individual meal expenditures unnecessary and reduces the likelihood that 
departments will need to make a second supplemental reimbursement request from the 
WSU Foundation to fully reimburse the employee. Ms. Patton estimated that the average 
budget adjustment to departments using the $20/$40/$80 limits for meals was $350 (not 
all candidates required three meals and departments did not always interview three 
candidates). The budget impact of $140 per candidate for meals is expected to be 
comparable.  
 
Administration and Finance 
 
Though Administration and Finance uses the same $20/$40/$80 limits for reimbursing 
meals, its process is different in that its payments are made directly from a department it 
oversees, General Expense (Org 101602).  
 
The volume of reimbursement requests in Administration and Finance is markedly less 
than it is in Academic Affairs with only 20 processed in fiscal year 2013 (15 of those 
pertained to searches conducted for Campus Recreation positions). Nevertheless, I 
observed the same inefficiencies in Administration and Finance; too much attention given 
to ensuring the dollar limits for meals are adhered to accompanied by the departments’ 
need to submit a second request to the WSU Foundation to reimburse the employee in 
full. 
 
To make the process work most efficiently, Administration and Finance needs to model 
its process after Academic Affairs, i.e. fund the departments through budget adjustments 
rather than reimbursing employees from General Expense. In most cases, this will allow 
the employees to be paid in full by their home departments, with the department covering 
any excess beyond the funds provided by Administration and Finance. 
 
Rescinding the dollar limits for individual meals with a $140 allocation per candidate 
(coupled with the budget adjustments described in the previous paragraph) makes Ms. 
Petty’s review of individual meal expenditures unnecessary. It will also reduce the 
likelihood that departments will need to submit a second supplemental reimbursement 
request to the WSU Foundation to fully reimburse the employee. 
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Action Step 2 
 
Suggest revising Section 13.08 to rescind the university’s prohibition on the 
purchase of alcoholic beverages with state funds (any money deposited in university 
accounts). 
 
The alcoholic beverage prohibition requires that official hospitality expenditures be given 
extra scrutiny during processing to ensure compliance. In regard to official hospitality 
reimbursements, an employee would sometimes fail to mark and exclude alcoholic 
beverages from the reimbursement request. In Academic Affairs, Ms. Patton would 
provide the first review for alcoholic beverages, sending the request back to the 
department for correction when necessary. When Ms. Patton overlooked an alcoholic 
beverage purchase (generally because she didn’t recognize the code or abbreviation on 
the receipt), Director of Purchasing Steve White would catch the oversight and follow up 
with the department. In addition to the increased scrutiny required, official hospitality 
that includes the purchase of alcoholic beverages requires submission of a second 
separate request to the WSU Foundation to fully reimburse the employee.      
 
When conferring about the alcoholic beverage prohibition with Ms. Patton, she explained 
that, beginning in fiscal year 2014, she instructed the departments in Academic Affairs to 
have alcoholic beverages receipted separately with good results. A separate receipt for 
alcoholic beverages does not eliminate the need to review official hospitality 
reimbursements, but it does simplify the review and reduces the number of receipts 
necessary for submission to the WSU Foundation to fully reimburse the employee.  
 
When I discussed the alcoholic beverage prohibition with Lois Tatro, Director of 
Financial Operations and Business Technology, Ms. Tatro explained that the State of 
Kansas does not specifically have a policy forbidding the purchase of alcoholic beverages 
with state funds. Rather, representatives of the Kansas Department of Administration 
(DOA) Division of Accounts and Reports have advised that the purchase of alcoholic 
beverages is strictly an agency decision.  
 
With DOA’s position that the purchase of alcoholic beverages is an agency matter, I 
suggest revisiting the university’s prohibition against alcoholic beverage purchases. A 
proposed revision to Section 13.08 to accomplish this has been submitted to the 
President’s Executive Team and is under consideration as of this writing. 
 
In addition to the key provisions delineated in the introduction to this report, Section 
13.08 also specifies that all expenditures for official hospitality be documented with “a 
statement that no state employees receiving meals under this policy are claiming 
subsistence or the name of each state employee who received meals and is also claiming 
subsistence.” I saw no evidence during the audit that this was being done and the 
language appeared to be superfluous. I enquired of Ms. Tatro about the requirement, who 
replied that the language is not a DOA requirement and agreed it was superfluous. In my 
opinion, the requirement to provide the specified statement can be stricken from Section 
13.08, and can be done in concert with rescinding the alcoholic beverage prohibition.      
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Action Step 3 
 
Develop a training session to introduce the new process to those employees involved 
in preparing and submitting official hospitality reimbursement requests. 
 
As I noted under Action Step 1, my examination of reimbursements paid suggests there 
are misunderstandings regarding the process by department chairs and staff. When 
conferring with Ms. Patton, I shared my observations in this regard. Ms. Patton replied 
that because of the differences in the way forms are completed and the types of questions 
that arise, she had been considering how best to develop a training session to address the 
topic. I expressed my willingness to assist Ms. Patton in this endeavor. Ms. Patton and I 
subsequently developed a one-hour training session that focused on three principal 
objectives pertaining to official hospitality: 
 

 Review the reimbursement process and forms 
 Highlight changes to the process 
 Provide important reminders 

 
Ms. Patton and I conducted a one-hour training session on Wednesday, May 21, 2014. 
The session was well-attended with 30 persons enrolled including representatives from 
Financial Operations, Human Resources and Purchasing in addition to administrative 
support personnel from several academic departments. Feedback from participants was 
quite positive and an encore session will be scheduled in July.  

 
Statement on Auditing Standards 
 
I conducted my audit in accordance with the International Standards for the Professional 
Practice of Internal Auditing promulgated by the Institute of Internal Auditors.  
 

 
Chris Cavanaugh 
Director of Internal Audit 
 
 
 
 


