PAGE  

	CATERING: University of Illinois


When your budget allows, you may want to provide food for your event. There are a number of things to consider related to catering. 
Working with outside food vendors

We have a number of caterers in town with whom we work to provide food for events. The key when dealing with catering is to make sure that the caterer is working with an accurate count of people in attendance and enough time to prepare the food.

Christine Hopper can help you arrange for catering. Giving Christine a description of the event, including the attendees, will let her make food suggestions tailored to the actual group. Please allow for a reasonable amount of time to plan the menu and place the order and the process will go smoothly.

Here is a general timeline that gives lead times for different catering situations:

If you need a hot buffet: Order 6-8 weeks in advance
If you need a cold buffet: Order 4-6 weeks in advance
If you need a box lunch: Order 1-2 weeks in advance

In most instances, final head count is needed for the caterer one week before the event. However, if you are hosting a very large event, the caterer will need final RSVPs two weeks in advance.

Smaller events

In lieu of formal catering, you may want to provide a table with a fruit tray, veggie tray, and some beverages for a small event. Or you may want to serve cookies and coffee. If you would like to order from a local vendor who can deliver, you can ask Christine to help you make those arrangements. The main office can't place orders with vendors that do not deliver, but you are free to make those arrangements yourself.

Alcohol

If you would like to serve alcohol at your event, and especially if it is held in a campus building, you will need to fill out a form with the University. For University rules about alcohol at campus events, read the relevant Policies and Regulations. To serve alcoholic beverages at your event, fill out Form B. To sell alcoholic beverages at your event fill out Form A. Please hand in your forms to Christine Hopper, as Dean Unsworth has to sign off on your request. 

Essential things to consider

Make sure that you ask attendees to RSVP with their food choices well ahead of the date you must give the caterer a final headcount. An extra week or two will accommodate attendees who reply late or people you invite in the final weeks before the event.

Bring any food allergies or restrictions to the attention of the caterer as soon as possible. It may take them extra time to find ingredients or prepare special meals.

IMPORTANT: Whether you are using a space in the LIS building or elsewhere on campus, it is important that you arrange for that room to be cleaned and returned to its original state. Depending on the size of the event, you can choose to handle this yourself or with the help of students. If you are hosting a large event, you can call Facilities and Services to arrange for cleaning the room. Please contact F&S two weeks before the event to assure they can schedule someone for your event. Our contact at F&S is Tracy Osby at 333-1490.

