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DESCRIPTION:

Appropriate catering may be provided at meetings, workshops, etc. that involve external people.  Examples include Advisory Committees, Province-Wide Committees, Ministry officials, School District officials, political representatives, College Board and Douglas College Foundation Board (see attached Catering Criteria document for further details).
Routine college meetings or workshops will not be provided with catering.  Examples include Faculty, Department and Divisional meetings, SMT, Education Council, professional development events, or Douglas Development activities.

Catering may be provided for special meetings/events with the approval of the appropriate Excluded Administrator.

When approved by the President or Vice-President, catering may be provided to college-wide events.  Examples include Athletic Banquet, Seasonal Social, the Annual BBQ, Retirement and Recognition Events, and New Employee Orientation.
Individual events such as showers, birthdays, or retirements will not be funded by the College.
STEPS:

1. Using the Catering Request (Catering Request.xls) form, requests can be submitted directly  online as follows: 
· New Westminster campus internal catering requests to Room Bookings at the New Westminster campus (roombookings_nw@douglas.bc.ca 
· David Lam campus internal catering requests to Room Bookings at the David Lam campus (roombookings_dl@douglas.bc.ca).
The following information is required: purpose, date/time required, room number, billing - department name, account to be charged, order placed by (including telephone number), number of expected people and the actual catering order (including quantity).  72 hr. notice is required for food orders.
2. There is a minimum charge of $30 for catering.  
3. When placing a catering order, there is no charge for jugs of ice water.
4. Once the Room Booking staff process the request, an emailed copy will be sent to the originator (indicating the order #).   After the event has taken place, a copy of the invoice will be sent to the originator.  This invoice should be checked thoroughly. If any discrepancies are noted, please contact local 5362.
5. Additional catering and menu information is available from Chartwells (Impressions).  Contact info: local 5497 at NW and local 6256 at DL.
6. Written requests for a “no host bar” must be made at least 1 week in advance.  As Chartwell’s staffing schedule is done a week in advance, they may not be able to supply a staff member if adequate notice is not provided.   For bar sales of less than $400.00 per event, a fee of $68.00 is charged ($17/hr x 4 hr).  A four hour period is as follows: ½ hr for set-up, 3 hrs. bar time, and ½ hr. for clean-up.  Additional fees will apply if more than 4 hours are required for the event.
REFERENCES:

http://www.douglas.bc.ca/services/facilities/catering.html
ATTACHMENTS:
Chartwells  (Impressions) Catering Menu Information and Pricing (effective September 1, 2008)

Sample Catering Request form (Catering Request.xls)

Catering Criteria document (effective April 1, 2006)

