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A DINING EXPERIENCE





	(Double click on boxes, and select checked under default value to place X by your selection)

	Today’s date:
	Coordinator’s Name:

	Contact INFORMATION

	Contact name:
	Phone #:
	Fax #:

	Department:

	Mailing Address:

	[image: image1]P.O. box:
	City:
	State:
	ZIP Code:

	Email:

	Mail Code:
	
	

	Billing INFORMATION

	Name of Business Mgr:
	Phone#:
	Fax #:

	Form of Payment
	       FORMCHECKBOX 
 Purchase Order
	 FORMCHECKBOX 
 Check                           FORMCHECKBOX 
 Purchase Voucher

	 FORMCHECKBOX 
 Credit Card (or) P-Card:       Account #:                                                             Exp. Date:

	If you are paying with a Purchase Order please submit signed contract, PO (Purchase Order) and BMF (Business Meal Form) to Catering office via fax (480-727-1442) or email (srandolp2@mainex1.asu.edu).

	Event INFORMATION

	Name of Event:

	Date of Event:
	Number of Guest:
	Event Location:

	Set-up Time: 
	 Start Time:
	End Time:
	Drop Off Time:

Pick-up Time:



	Is the location locked?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	If so, how can we gain access?

	What is the earliest time that we can arrive?

	Type of Event:                                                                                                                                   Budget: $

	 FORMCHECKBOX 
 Breakfast
	 FORMCHECKBOX 
 Lunch
	 FORMCHECKBOX 
 Dinner
	 FORMCHECKBOX 
 Reception
	 FORMCHECKBOX 
 Break
	 FORMCHECKBOX 
 Refreshments

	 FORMCHECKBOX 
 Coffee Break
	 FORMCHECKBOX 
 Linen Order
	 FORMCHECKBOX 
 Other
	List Other:

	 FORMCHECKBOX 
 Disposable
	 FORMCHECKBOX 
 China
	 FORMCHECKBOX 
 Buffet
	 FORMCHECKBOX 
 Plated

	Linen: (Events hosted in the Student Annex and Cooley Ballrooms require linens for all dining tables)

	 FORMCHECKBOX 
 Linen for Dining Tables
	Qty: 
	Color:

	 FORMCHECKBOX 
 Napkins
	Qty:
	Color:

	 FORMCHECKBOX 
 Flowers
	Qty:
	Type:
	Budget: $

	Menu: (select the menu your ordering from)

	 FORMCHECKBOX 
 Simple Take Away
	             FORMCHECKBOX 
 On-the-Go
	             FORMCHECKBOX 
 Everyday
	 FORMCHECKBOX 
 Premiere

	 FORMCHECKBOX 
 Custom Menu
	
	
	

	Please select below if your are requesting vegetarian or vegan options 

	 FORMCHECKBOX 
 Vegetarian 
	How many: 
	 FORMCHECKBOX 
 Vegan
	How Many:

	Menu Selection:












