

[image: ]CATERING PLANNERScheduling/Catering
(405) 945-3387
(405) 945-3238
campusevents@osuokc.edu


Catering orders are requested in writing 10 business days prior to your event. 
Beverage only orders may be placed 3 business days prior to your event.



	[bookmark: _GoBack]Name of Event:      
	Date of Event:      

	Name of Representative and Title:      
	Phone Number:      
	Fax Number:      

	Name of Organization:      
	Email Address:      

	Address/Billing Address:      
	City:      
	State:      
	Zip Code:      

	Event Location:      
	|_| Inside 	|_| Outside
	Setup Time:      
	Serving Starts:      
	Serving Stops:      

	May tables be cleared during program?  	
|_| Yes 	|_| No
	What time will event end?      
	Clean-up Time:      
	# Expected      
	# Guaranteed      




	Menu:
     

	Type of Service:
	|_| Buffet
	|_| Beverages
	|_| Served
	|_| Snacks
	|_| Boxed Lunch




	Extra Service Requested:

	|_| Linen Service
	|_| Beverage Attendant
	|_| China
	|_| Additional Attendants
	|_| Head Table
	|_| Seat & Serve

	|_| Weekend Charge $35
	|_| After 6 p.m. setup charge
	|_| NA
	|_| Decoration
	|_| Food Allergy/Diet Restriction
	




	Deposit Amount $      
	Billing Address:      
	City:      
	State:      
	Zip Code:      

	OSU-OKC/Club Account Number AF-     -     
	OSU Food Service Representative:     
	Date:      




	Requested by:      

	Approved by Division Head:      

	Approved by Vice President:      

	Approved by President:      
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