

Catering Order Form

“Submit via e-mail someemail@somedomain.com, fax x9999, or give to cafeteria cashier”

“Please use one sheet per day”

	Date:
	     
	   Room:
	     

	Ordered By:
	     
	Ext:
	    


	Morning Catering
	Number of Guests:
	   
	      Time:
	     

	   menu

	Price
	     
	X
	# of Guest
	0 FORMTEXT 

0

	=
	0 FORMTEXT 

0



	Lunch Catering
	Number of Guests:
	   
	      Time:
	     

	   menu

	Price
	     
	X
	# of Guest
	0 FORMTEXT 

0

	=
	0 FORMTEXT 

$0.00



	Afternoon Catering
	Number of Guests:
	   
	      Time:
	     

	   menu

	Price
	     
	X
	# of Guest
	0 FORMTEXT 

0

	=
	0 FORMTEXT 

$0.00



	Special Instructions:
	

	     


METHOD OF PAYMENT


 FORMCHECKBOX 
  P-Card Visa Purchase                                       

	Card # (last 10 digits only):
	     
	
	Exp. Date:
	     

	Name on Card:
	     
	
	Ext. #:
	    

	Total Price
	0 FORMTEXT 

0

	+
	6% (tax)
	=
	0.0 FORMTEXT 

$0.00

	OK by Concise Broiler
	   


 FORMCHECKBOX 
  Purchase Order – Please be sure to complete all information below.

	Dept. #:
	    
	
	Contract #:
	     
	
	WBS #:
	     


	Authorized By:
	     


	Brief Description of Business Function/Event:
	

	     


# of Attendees:

	Employees:
	   
	Government:
	   
	Business Guests:
	   

	Community Relations:
	   
	Customers:
	   
	Spouses:
	   


                 
NOTE:
24 HOUR NOTICE OF CANCELLATION


2-WEEK NOTICE REQUIRED FOR SPECIAL HOT BUFFET CATERINGS
CF-56 (2/01)


