Executive Restaurant Expense Policy for Supply Chain Consulting Firm
1. Purpose
· To provide clear guidelines for restaurant expenses incurred by executives during business operations.
2. Scope
· Applicable to all executives within the company.
3. Policy Details
3.1 Meal Eligibility

· Meals are eligible for reimbursement when they are for business purposes, including meetings with clients, partners, or team dinners.

3.2 Expense Limits

· Breakfast: up to $25 per person.
· Lunch: up to $50 per person.
· Dinner: up to $100 per person.
· Alcoholic beverages: limited to 2 drinks per person, not exceeding $15 per drink.

3.3 Receipt Requirements

· Original, itemized receipts must be submitted for all meal expenses.
· Credit card slips are not sufficient unless they provide detailed itemization.

3.4 Guest Policy

· Expenses can include meals for non-employees if the primary purpose is business.
· The name and affiliation of all guests must be documented.

3.5 Frequency of Meals

· Meal expenses are limited to one breakfast, one lunch, and one dinner per day, per executive.

3.6 Non-Reimbursable Items

· Excessive alcohol, luxury items, or personal meals are not reimbursable.
· Tips exceeding 20% of the total bill.

3.7 Special Events

· Meals during special events or conferences may exceed standard limits with prior approval from the Finance Department.
4. Approval Process
· All restaurant expenses must be submitted within 30 days of the expense.
· Expenses must be approved by the direct supervisor or the Finance Department.
5. Compliance
· Non-compliance with these guidelines may result in non-reimbursement of the expenses and possible disciplinary action.
6. Exceptions
· Any exceptions to this policy must be pre-approved by the Finance Department.
7. Policy Review and Amendment
· This policy is subject to review and amendment annually or as needed.
Implementation
· Training: Ensure all executives are briefed on this policy.
· Expense Reporting Tool: Utilize an expense reporting tool to streamline submissions and approvals.
· Auditing: Regular audits should be conducted to ensure compliance.

This policy is designed to be clear and straightforward, allowing for easy analysis of expense receipts with minimal context. It balances the need for reasonable accommodation of business needs with fiscal responsibility.

Audit Manual for Executive Restaurant Expense Policy
Introduction
The purpose of this manual is to provide a structured approach for auditing the restaurant expense policy of our supply chain consulting firm's executives. This ensures adherence to the set guidelines and financial prudence in the firm's operations.

Audit Objective
The primary objective is to verify compliance with the restaurant expense policy, identify any deviations, and recommend corrective actions.

Scope
The audit will cover all restaurant expenses incurred by the firm's executives within the specified fiscal year.

Audit Team
The audit will be conducted by the internal audit department, composed of experienced auditors familiar with the company's policies and procedures.

Pre-Audit Preparation
1. Understanding the Policy: Auditors must thoroughly understand the restaurant expense policy, including permissible limits, eligibility criteria, and documentation requirements.
2. Data Collection: Gather all expense reports and receipts submitted by the executives within the audit period.
3. Sampling Methodology: Determine a statistically significant sample size for the audit, ensuring a mix of various types of expenses (breakfast, lunch, dinner, special events).
4. Audit Tools: Prepare audit checklists and data analysis tools to facilitate the audit process.
Execution
1. Verification of Receipts: Check the authenticity of receipts, ensuring they are original, itemized, and correspond to the claimed expenses.
2. Compliance with Limits: Compare each expense with the policy limits for breakfast, lunch, dinner, and alcoholic beverages.
3. Guest Documentation: Verify that all guests are documented with their names and affiliations when applicable.
4. Frequency of Meals: Ensure that the frequency of meals adheres to the policy (one breakfast, one lunch, and one dinner per day, per executive).
5. Non-Reimbursable Items: Identify any expenses for non-reimbursable items, such as excessive alcohol or luxury items.
6. Special Events: Review approvals for expenses exceeding standard limits during special events or conferences.
7. Approval Process Compliance: Confirm that all expenses have been appropriately approved by supervisors or the Finance Department.
Analytical Procedures
1. Trend Analysis: Analyze expense trends over time to identify unusual patterns or spikes in spending.
2. Benchmarking: Compare expenses against industry standards or past company data.
3. Ratio Analysis: Utilize ratios like expense-to-sales to gauge the reasonableness of expenses.
Reporting
1. Draft Report: Prepare a draft audit report highlighting findings, including instances of non-compliance and areas of concern.
2. Management Review: Present the draft report to management for review and feedback.
3. Final Report: Incorporate management's feedback and issue the final audit report, including recommendations for improvement.
4. Follow-up Actions: Outline necessary follow-up actions and a timeline for implementation.
Post-Audit Activities
1. Monitoring Compliance: Ensure that corrective actions are implemented and monitor ongoing compliance with the policy.
2. Policy Review: Recommend policy updates or revisions based on audit findings.
3. Training and Communication: Enhance training and communication regarding the policy to prevent future non-compliance.
Conclusion
The audit of the restaurant expense policy is crucial for maintaining financial integrity and accountability within the firm. This manual serves as a guide to conduct effective audits and ensure policy adherence.

Appendices
1. Audit Checklists
2. Sample Audit Forms
3. Relevant Financial Ratios and Benchmarking Data
4. List of Common Red Flags in Expense Reporting

