Full Food and Beverage Service — a service that provides set up of equipment or labor to serve
food and beverages. Labor or setup may or may not have an itemized line item charge.

A Drop-off Food and Beverage Service — Food is delivered/ dropped off or picked up and the
department lays out the food e.g. Pizza, ready-packaged meals, etc.

Moffitt can cater you
event and you are
happy with that.
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MUST Seek quote from
Moffitt Cafe

2

Will the food need
setting up or served?
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Moffitt cannot cater
your event.
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The department
planner has been
asked to create an

event with food and

AMERICA
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MUST go through ATG or provide
areason in the comment section
in MyExpense or BearBuy why
you want to use a non ATG vendor
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Will the food just be
dropped off? E.g. Pizza
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Send to SCM/ AP if not exceptional
per UCOP BUS-79 policy °
[ ]
6
[ ]

SOM Dean'’s Office

If the food and beverage per person cost exceeds the non-
exceptional meal limit, or the event is classed as morale or
spouses attended the event please send the packet to
Simon Schuster and include the Catering Charge Form.

o

Send to SCM/ AP if not
exceptional per UCOP BUS-79

policy
4

SOM Dean'’s Office

If the food and beverage per
person cost exceeds the non-
exceptional meal limit, the
event is classed as morale or
spouses attended the event
please send the packet to
Simon Schuster and include
the Catering Charge Form.

4

You need to obtain approval from
covered Services to not use Moffitt.
Once obtained move onto #5.
Please provide the information
below to coveredservices@ucsf.edu

Department's name.

Planner’s contact info and title.

Date of Event.

Name of the event.

Event Location — campus/ building/ room.
The number of expected attendees and
affiliations with UCSF.

Total estimated cost.

Have Moffitt confirmed they can cater
your event?

Departments should make every attempt
to use Moffitt, but if Moffittis not
appropriate for your needs please explain
in detail and provide the name of your
alternative vendor. ATG should be used at
this point but leave comment in BearBuy
why ATG is not being used.


https://campuslifeservices.ucsf.edu/upload/retail/files/CateringChargeForm.pdf
https://campuslifeservices.ucsf.edu/upload/retail/files/CateringChargeForm.pdf
https://campuslifeservices.ucsf.edu/upload/retail/files/CateringChargeForm.pdf
https://campuslifeservices.ucsf.edu/upload/retail/files/CateringChargeForm.pdf
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