Selwyn College Function and Event Request Form:
Please complete the following form at the earliest convenience and fax to (03)477 9926 or Email kitchen.selwyn@otago.ac.nz.
For your complete satisfaction, it is to your advantage to confirm the event booking and details at the earliest convenience. This will secure your desired event date and any special arrangments.
The Food Services Manager will schedule a meeting with the client to customize desired menus & finalize pricing structures. 

	Contact Details:

	Title
	

	First Name
	

	Surname
	

	Organisation
	

	Internal Department Name
(if applicable)
	

	University Charge Code
	

	Address
	

	Daytime Phone 
	

	Email
	

	Mobile 
	


	Function Details:

	Type of function
	

	Date of function
	

	Time of function
	

	Timeframe of function
	

	Expected numbers
	

	Budgetary Requirements     (If any)
	


	Venue:

Please select:

	Function Venue
	Venue Set Up

	□
	Brother’s Hall Dining Room
	□ Cocktail Style
	

	□
	 Cats Common Room
	□ Banquet Style                 

	□
	Quad Area(Outside, weather permitting)
	

	
	Mobility Requirements, please specify


	

	Dining Room Set
Please select:

	□
	Original Wooden Benches
	
	

	□
	Chairs
	
	

	
	Other, please specify:
	
	


	Catering Details:
Please select:

	Beverages Menu:
	Comments/Notes

	□
	Tea & Coffee                              
	

	□
	Orange Juice
	

	□ 
	Sparkling Fruit Juice
	□ Grape:

□ Apple:

	□
	Soft Drinks                              
	

	□
	Wine
	□ White

□ Red

	Food Menus:

	□
	Breakfast
	□ Chef’s Choice                Specify:                      
□ Continental                       

□ Buffet

	□
	Morning/Afternoon Tea Delights
	□ Chef’s Choice                                     
□ Savoury Item                Specify:
□ Sweet Item                   Specify:

	□
	Finger Foods
	□ Finger Food Package

□ Own Selection

	□
	Lunch
	□ Chef’s Choice

□ Chosen Item                   Specify:

	□
	Dinner
	□ A la Carte               □ Buffet          □ BBQ
□ 3 Course
□ 2 Course

□ Options Chosen         □  Menu to be designed             

	□
	Meal Times, please specify exact times

	

	□
	Dietary Requirements

Please select:
	□ Vegetarian

□ Other

Specify:


	


	Bookings and Enquiries should be directed to:

	Catering Requirements:
Adele Spies

Food Services Manager

Selwyn College

560 Castle Street, Dunedin North

Phone: (03) 477 8332

Fax: (03) 477 9926

Kitchen.selwyn@otago.ac.nz



	Terms and Conditions:

	Please observe the following Terms and Conditions regarding your function. Please sign the bottom of this page and return to Selwyn College to confirm your booking.

	Bookings:

We require that all functions are booked at least 3 weeks prior to the event. 

	Guest Count: 

We require a final guest count 7 business days prior to the function and your billing is based on that final count. The guarantee is not subject to the reduction after the deadline. If the number of guests is higher than the final count guaranteed, you will be charged accordingly. 

	Deposit:

We require a Deposit of 10% at the time the Documentation is signed. If this Deposit is not received, it will be deemed that your function has been cancelled.

	Prices:
Menu prices as at February 2010, prices may vary and is indicative only.

	Payment:
Internal Departments: A journal will be processed during the same period the event occurred.
 External Organisations: Payment terms are strictly the 20th of the month, following date of invoice.

	Cancellation:

We require any cancellations at least 7 days prior to the function. Failure to cancel your function outside that period may result in costs up to and including the full amount of the function.

	Smoking Policy: Selwyn College is a smoke-free premise. An external smoking area is provided. Please ask staff for directions.

	Catering:

Final Food & Drink and Dietary requirements are to be confirmed at least 14 days prior to the function.
No food or beverages may be brought onto the premises, with the exception of alcoholic beverages by prior arrangement.

Due to Health and Safety requirements, no food or beverages are to be removed from the premises.

	Disclaimer:

The Management and Staff of Selwyn College accept no responsibility for any personal injury, property loss or damage from any cause while you are on Selwyn College Premises. Selwyn College reserves the right to alter prices or cancel bookings due to unforeseen circumstances beyond our control.

	Enquiries are welcome and you are invited to visit our premises for further information:

(If you have any problems meeting the above Terms & Conditions, please do not hesitate to contact the Selwyn College Catering Department to make alternative arrangements, suitable to both parties).

	I accept the above Terms & Conditions as set out by Selwyn College.
Name:
Signature:
Date:




------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

