BASIC FLOWCHART FOR FOOD AND LIGHT REFRESHMENT PROCESS

STEP 1

Department prepare
food form once it
determined the date
and details of event.; if
the event is held on
campus or annex
locations, the primary
source of services
provided should be the
campus food services.

Required Documents:
1. Food Form
2. Tentative Agenda

STEP 2a

STEP 2b

PRE-EVENT

Food form review and
approved by the budget
manager (Adobe e-
signature is acceptable)

Review and approve by
VP (Adobe e-signature is
acceptable)

STEP 3

Food form review and
approved by Business
Office; the original
document will return to
department.
(recommend at least
10days prior to the
schedule event date)

STEP 4
{PST-EVENT

Department will send
the copy of final sign in
sheetsand agenda to
Business Office (original
stays within department
with approved Food
Form); if there is invoice
or elDC to pay for the
service received, please
attach the copy of
approved food form for
further process.

3. If not using the campus food services, please attached why so, such as their response that they are not able to provide their services as you requested.
4. For Step 3, We accept e-signature submission: please send all three documents above to South Business Office email:



