· PLEASE CONFIRM RECEIPT

To: 



Sodexo Campus Services




Attn: Brett Wheat-Simms 208-6062
From:

Name and number.  Address and email if off-campus: All NON-OCU events MUST have a billing address.  Payment is due 72 hours before every NON-OCU event



OCU events:  please include contact name and phone number on EACH event




Today’s  SEQ CHAPTER \h \r 1Date:




Re: 



Organization/Event

Account #:  

Account # for all ON-campus events: (on-campus events will not be booked with out charge account #)
Details of Event
Event Date:
Date of Event




Event:  
Name of Event
Event Location:
Location of Event
Event Type:
Drop off, Pick up, Buffet, Seated/Served, ect

Serving Time:
Time that you are planning on serving
Ending Time:
Time that we may clean up
Attendees:
Estimated Guest Count.  
Table Cloths: 

Linen or disposable (if disposable, please provide these yourself or call for prices)
Napkins:

Linen or disposable 
Dishes:
China or Disposable.  There is a $1.50/guest charge for china.

 

Menu:
If you are unsure, menus can be emailed to you upon your request for you to select from. 

Drinks: 


Delivery/set-up fee 
Mon-Fri 8-5 $20.00, after 5:00p.m. and on weekends $50.00
Special Requests:
     
Tables Requirements:  (It is YOUR responsibility to SEND all requests to Schooldude for on-campus groups.  For ALL OFF-CAMPUS groups, please contact Debra Smith at 208-6251 or Ruth Sutter at 208-6250)

A/V Requirements: (It is YOUR responsibility to SEND all requests to Daniel Haun, 208-5159 av@okcu.edu)

Please be sure to inform OCU Police Department of your event at ocupd@okcu.edu or 208-5001
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