WADING RIVER FIRE DISTRICT BOARD OF FIRE COMMISSIONERS
3.5 Authorization of Food Purchases for Department Events

OBJECTIVE:

The Wading River Fire District Board of Fire Commissioners will consider the expenditure of
district funds on expenses associated with non- travel related refreshments and meals when the
business and needs of operating a fire district and the fire protection related operations of the fire
department require the furnishing of refreshments or meals during meetings or other functions of
the fire district and fire department.

This policy does not relate to refreshment and meal expenses associated with the travel of district
and department officials, employees and members. Refer to the district travel expense
reimbursement policy on such issues.

POLICY:

Authorization

This policy should not be considered by any fire district officer or employee or by any fire
department personnel as authorization by itself for the ordering of refreshments or meals at
district expense. No refreshments or meals will be considered a district charge until the Board of
Fire Commissioners pre-approves the expenditure or, in special circumstances, ratifies an
expenditure that was incurred.

All purchases that relate to refreshments shall be supported by an itemized bill from the
restaurant and a list of the personnel in attendance at such meals.

Any officer, employee or volunteer incurring expenses associated with refreshments or meals for
the fire district or fire department without prior approval of the Board is hereby advised that he
or she may be held personally liable for such expenses. In the case where he or she has charged
such expenses on a personal charge card or paid cash for such expenses he or she is hereby
notified that the Board may reject a request for reimbursement at its discretion. If such
expenditure is incurred on a fire district credit card, the official, employee or member may be
required to reimburse the fire district for such charges and may have his or her district credit card
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privileges revoked.

To the extent possible, the Board will endeavor to review and approve these expenditures in
advance. When non- pre-approved expenditures are submitted for payment the Board will review
the expenditure at the time it reviews the claim vouchers for the month. Approval of a claim
voucher will mean that the Board approved the event and the expenditure on refreshments and
meals under this policy.

Purpose of Providing Refreshments and Meals

Refreshments and meals will be provided for personnel when the Board of Fire Commissioners
determines that the business demands placed on personnel and the need for such personnel to be
provided with refreshments and meals justifies such expenditure. The best example of this is
when personnel are called upon to perform duties during meal times and when the Board
determines that the productivity of personnel will be enhanced by the provision of refreshments
and meals.

Refreshments and meals may be provided when the Board of Fire Commissioners conducts
meetings between the hours of 7:00 am and 10:00 am (breakfast hours), 12:00 pm and 2:00 pm
(lunch hours) and 5:00 pm and 7:30 pm (dinner hours). This does not mean that the district will
provide refreshments and meals on every such occasion, but it does mean that the Board will
have discretion to approve such expenditures during such occasions.

Many of the personnel involved in conducting this business are volunteers who may come
straight from their regular employment or leave district business in order to report to their
personal employment. If district business prevents personnel from having their meals at regular
meal hours the Board will consider providing refreshments and meals.

Persons Eligible to Partake in District Provided Refreshments and Meals

When the fire district provides refreshments and meals under this policy, such refreshments and
meals may be provided to district and department personnel present to conduct district or
department business, consultants and others present to engage in such work and business and
residents present and observing an official function of the district or department.

Reasonable Costs and Expenses

Refreshments and meals should be ordered in reasonable quantities and every attempt should be
made to make certain that such refreshments and meals are reasonable in the nature of the cost
incurred per the actual or anticipated number of participants. Such expenditures should not be
lavish or extravagant and may not include the purchase of alcohol. In the event that meals or
refreshments are purchased and consumed at a restaurant, personnel will make certain that a
separate check is issued to cover any purchases of alcoholic beverages and that such separate
expense is paid personally by the personnel incurring the alcoholic beverage expenditures.

Types of Events for Which the Purchase of Refreshments and Meals will be Considered
Although this is by no means an exhaustive list of the events that the Board of Fire
Commissioners will consider as events where the Board may approve an expenditure related to
refreshments and meals, the following are examples of events that may be considered by the
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Board:

1. Official meetings of the Board of Fire Commissioners
2. Meetings of Firematic Organizations that the fire district or fire department participates in
when the fire district is hosting the event such as:
"I Brookhaven Town Fire Districts Association
] Suffolk County Fire Districts Association
"1 New York State Fire Districts Association
| Brookhaven Town Chiefs Association
"] Suffolk County Chiefs Association
I New York State Chiefs
] Suffolk County Volunteer Firemen's Association
"1 Southern New York Volunteer Firemen's Association
1 FASNY

3. Training seminars and sessions for fire district personnel

4. Training seminars and sessions for fire department personnel

5. Sanctioned Stand-bys and In house stand-bys, and sleepovers of fire department personnel

6. Emergency calls of the fire department where the call leaves fire department personnel on duty
for an excessive period of time such as major fire or calamity

7. Fire department drills, parades and inspections

8. Fire department funerals relating the death of an active member of the fire department

9. Business meetings conducted off site by fire district officials and consultants of the fire
district.

Again, this list is provided in order to give some examples of the type of events that the Board of
Fire Commissioners will consider for this type of expenditure. It should not be considered as a
complete list of the types of events that can be approved for refreshments and meals.

This list should also not be considered as an approval for all events in a particular category. The
Board must approve each event individually.

Selection of Vendors
The nature of this type of expenditure will require that the Board utilize local restaurants and
vendors in most situations.

District purchasing staff should review past and anticipated expenditures on refreshments and
meals and develop a plan that can provide for the most cost effective method of purchasing
refreshments and meals.

The final decision on approving of expenditures and vendors shall be made by the Board of Fire
Commissioners.

The final decision on all contracts and agreements with vendors shall be made by the Board of
Fire Commissioners.
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It shall be standing policy of the Wading River Fire District to authorize the Chief to arrange for the
purchase of food (and for the Fire District to pay for same) for the following Department events and
activities with the following provisions:

1. General Provisions

The Fire District hereby gives the Chief’s Office approval to purchase food for the following Department
activities, provided that (1) the activity is an official Department event, sanctioned by the Chief’s Office,
(2) the activity is listed, in advance, on the Department’s monthly calendar, which shall be posted at both
houses and distributed to every Department member at the beginning of each month, (3) at least one radio
pager test (signal 19) to announce the activity is done prior to the event taking place, (4) all Department
members are eligible to participate in the activity, (5) an official attendance sheet is submitted for credit
for the activity, (6) that the per-person cost (total cost of food divided by the number of signatures on the
attendance sheet) does not exceed $7 per person, and (7) that a District Voucher form is used properly to
purchase the food.

2. Department Drill

Provided that the department drill meets the criteria outlined in Section 1: General Provisions (above) and
that the drill consists of a single sanctioned activity (or a rotation through smaller activities) where each
participating Department member participates in all the sanctioned activities.

3. County Instruction

Either hands-on field-training evolutions or in-house classroom instruction under the direction of a
County Fire Academy instructor, provided that the county instruction meets the criteria outlined in
Section 1: General Provisions (above) and that it is a Department-wide county instruction and

not a county training class that is attended by an individual or smaller group of Department members. In
the event that there are more than one county instructions in a given month, the Chief may arrange for the
purchase of food for each county instruction provided that each of the county instructions meet the criteria
outlined herein.

4. Sunday Drill

Provided that the drill meets the criteria outlined in Section 1: General Provisions (above) and that the
drill consists of a single sanctioned activity (or a rotation through smaller activities) where each
participating Department member participates in all the sanctioned activities.

5. Officers Meeting

One officers meeting per month, provided that the officers meeting meets the criteria outlined in Section
1: General Provisions (above) and all Department chiefs and officers are eligible to attend the meeting.
(*Officers meetings do not have to be open to all Department members for food to be purchased.)

6. Other Department-Wide Events

Food may be purchased for other firematic events that are not expressly listed above (e.g. EMS, Haz-Mat,
Bloodborne pathogens training, etc.) provided that the event meets the criteria outlined in Section 1:
General Provisions (above) and that the Chief reports the need to purchase food for any event falling
under this category to the Board of Fire Commissioners prior to the event taking place.

RELATED POLICIES:
1.2 Whistle Blower Policy
1.12 Disciplinary Procedure Policy
3.0 Procurement Policy
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3.1 Annual Inspection Policy
3.2 Refreshment Policy

3.3 Sales Tax Procedure Policy
3.4 Credit Card Policy
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Adopted by the Wading River Fire District Board of Fire Commissioners on Monday, _09/26/11 .

Edward Frost, Chairman
Timothy Deveny, Commissioner
Michael Harrigan, Commissioner
Thomas Lateulere, Commissioner
James Meier, Commissioner
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