Vendor Chosen: Yr Log # $
Originator: Division Name:

Event Planning for Catering

and Food Purchases

All catered events and food purchases for campus events must have signature PRE-approval of the Vice President
or the Assoc. VP of Business Services. This form must be completed with all items checked and each piece of
documentation attached before submission. All food purchases must follow the Purchasing & DCCCD-Related
Functions & Expenditures Guidelines in the Business Procedures Manual, Sections 4 and 36. *

Keep a copy of this page and all supporting documents for your records.
Please Print

Name of Event/Date: /
Division Name/Originator: /
GL# to be charged: Office Ext:
Event Planner Name: / /
Signature & Date
Budget Manager: / /
Signature & Date
TOLI Authorization: / /
If applicable Signature & Date
Division VP: /
Signature Date
Business Services: /
VP or Assoc. VP  Signature Date

[J Pre-approval must be given before you confirm an order with preferred/chosen vendor.

[J Write memo of proposal to describe event and its purpose, detailing dates & times, location,
expected attendees, and expected/budgeted costs.

[ If event is over $499, there must be 3 bids and 3 rating sheets for each vendor. The only

exception is when using Subway or littery Joe’s, Richland’s contracted Food Service providers.

If event is over $499 — and campus Food Services are not chosen vendors - the memo must also

include the reasons for not selecting the other two vendors.

Attach event agenda or event flyer.

Attach copy of ACBL for the GL # to be charged.

Attach vendor screen-printout from Colleague or provide W9 from vendor.

Attach a list of names of expected attendees, or name of group, before the event.

If using sign-in sheets or if there is a roster for an event, please include with NPO. See Page 2.

Attach a copy of the caterer/restaurant Health Department operating certificate. Some

certificates are available in Business Services. Please call Terry at X3880 to get an available

copy. If there is none, the event planner must obtain a copy to include with this checklist.
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*see link to DCCCD Business Procedures Manual on the Business Services home page
http://www.richlandcollege.edu/businessoffice/forms.ph


http://www.richlandcollege.edu/businessoffice/forms.php

Page 2 Campus Catered Events

Payment Process: The event planner is responsible for obtaining the final invoice and completing
the NPO Check Request for processing payment to the vendor or for requesting reimbursement for
purchases. The NPO and final invoice should be turned in as soon as possible after the event has
taken place. All invoices/receipts must include the name of the vendor and must be dated and
itemized. Original receipts are needed for individual reimbursement. If available, include list of
attendees or sign-in sheets from the event. Please keep copies for your own records.

Important:

e Plan events in plenty of time to obtain all pre-approval signatures and gather required
documentation. Consider holidays, vacations, illness, or delays in dealing with vendors.

e Events that take place without pre-approval will be considered the responsibility of the event
planner. Section 4.1.1B

e No payments can be made in advance of an event.

e The District operates on a “net 30 days” payment policy (30 days from date of receipt of
invoice), although every effort is made to get payment as quickly as possible once the
completed NPO is received and all documents are in order.

e Individual purchases can be reimbursed on the NPO Check Request with completed, pre-
approval checklist, and all necessary documents.

e Many circumstances can affect the payment process, such as an inaccurate or incomplete W9,
or conflicting or missing documentation.

e Take into consideration the extra time required to set up a new vendor in Colleague with a new
W9. This could take several or more days if there is any problem with the information provided
by the vendor. Staff is NOT ALLOWED to complete any portion of the W9. This is a legal
government document.

e If the cost of an event should exceed the approved amount, it may be necessary to submit a
memo of explanation with the NPO and final invoice.

e The District does not pay sales tax or reimburse sales tax. Some vendors are already aware of
our tax exempt status. If needed, the Business Office can provide a Tax Exemption Certificate
to the event planner for individual purchases or to send to vendors as events are pre-approved.

e DO NOT put gratuity in writing to the vendor or give the vendor a verbal promise of gratuity at
any time. The gratuity is optional and may not be approved in all instances.

e Gratuities may be included on the NPO Check Request, limited to 5% or 10% of the total
amount of the bill. For questions about gratuities, please call Terry at ext. 3880.

If there are any other questions or if assistance is needed at any time,
please contact Terry Lefler in Business Services at 214-890-3880, in A249.

Checklist for Catered Events September 1, 2011
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