Catering Addendum for HCC departments
Effective October 1, 2007, Highland Community College will not have an on-site caterer operating at Highland Community College.  This will require process changes for all catering requests.  Please read and file for future use.   If you have any questions, please do not hesitate to contact me: Deb Hayenga at 815/599-3481 or Deb.Hayenga@highland.edu. 
· In the past, Highland had the luxury of having an on-site caterer.  This has allowed HCC users “room service” type of access as well as delayed invoicing for their refreshment needs.   Since we will not be replacing C.L.Swanson with another on-site caterer at this time, each department will need to adjust their processes.  Please note that pre-planning will be essential for the success of your event. 

· All current existing rules for budget approval signatures, purchase orders, check requests, etc. still apply and will be followed.
· Prepackaged food & sealed drinks may be purchased & brought in for your event.  Please note: coffee makers may not be brought from home and used for events.
· Each department will be responsible for contacting a caterer/vendor and making the arrangements with the caterers directly.  
· This includes choosing the menu, set up, payment options, etc. 
· Some caterers may require minimum quantity/$ per order, charge delivery or set up fees.
· Some caterers may require a deposit to hold your date.
· Please inform Deb of your choice for caterer.  We must ensure that all paperwork from the caterer is on file prior to your event.
· It is very possible that for some of your events, the caterer/vendor will not stay for the entire event.  They may drop off order, expect payment & leave.   Please make plans accordingly to meet the caterer/vendor, have payment ready, if applicable, and set up the refreshments prior to your event.  Please make arrangements for all plates, napkins, silverware, serving utensils to be provided by the caterer.   HCC bookstore does have available plates, napkins, silverware, & cups that you may purchase against your budget.
· It is your responsibility to make sure that all the trash (pop cans, plates, bottles of water, etc.) is removed from the tables and thrown into the trash receptacle.

· It is your responsibility to make sure all the food is removed from the room at the end of your meeting. HCC will not be able to provide to go boxes, space in coolers/freezers for any left over food. 
· It is your responsibility to make arrangements with caterer as to pickup time for any serving dishes, utensils, etc.  Please note, they cannot be left in the room.  Our rooms are used by other groups throughout the day.

· Please be courteous to your fellow neighbor and pick up after your event. HCC will provide papertowels & cleaner if accidents occur in the room.

· A fee of $50.00 will be assessed to your department if the above is not followed. 

· If you would like to use the buffet area tables for food service, please reserve that area by contacting the conference center.  When the buffet area is used, your department will be charged $30.  Journal Entries will be completed by the conference center for these fees. 

· If your department requests additional tables to be skirted, HCC conference center will provide at $5.00 per tablecloth and $10 per table for skirting, for above delivery orders.
· We are currently working with caterers to secure a list of “authorized licensed caterers”.  This entitles the caterer use of Highland’s kitchen, equipment, china, linen, skirting, etc. for your event.

· If a caterer wishes to use HCC’s kitchen, equipment (except for fryers), china, linen, they must contact Highland Community College to sign and provide appropriate paperwork prior to first event.
· If the caterer remains on site for your event, they will be responsible for clearing the room, cleaning the kitchen, returning all utensils, etc. to their proper location
· If china, linen and skirting are requested for your event, the caterer will be responsible for providing this service.  They will invoice your department for appropriate fees/labor. Please note that prices and fees may vary by caterer.
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