Tennessee State University
PROCUREMENT AND BUSINESS SERVICES

	REQUEST FOR ON-CAMPUS CATERING



This form must be completed and submitted with the purchase requisition when requesting on-campus catering services.
ON-CAMPUS CATERING
This section must be completed by the requesting department.
	Requesting Department:


	Contact Person:


	Tel: 

	
	
	Fax: 

	Event:


	Date:


	Time:


	Place:


	No. of Attendees:



	Purpose: 


	Discussion/Topic: (attach agenda if available)

	*Non-Employee Guests?   

( Yes  ( No

How Many? ______
	P. R. No.:


	Acct. No.:




LIST OF ATTENDEES

The following individuals will attend the event.  Place an asterisk (*) beside the name(s) of all guests who are non-employees of the University, and add a statement that their presence is necessary to the business discussion. (Add additional sheet, if needed.  If general groups invited, such as events open to all employees and/or students, attach copy of flyer, etc.)
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


REVIEW AND APPROVALS

	Budget Head
	Signature:   ELECTRONIC APPROVAL
	Date:

	Signature:     ELECTRONIC APPROVAL
	Vice President

for Business and Finance
	Date:
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