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 A. Applicant

Name of organisation:      
ABN:      
Responsible person/Guarantor:      
Postal address: 
Telephone: [work]
(    )      
[mob]
      
Fax: (    )      
Name of function:      
B. Function details (one application per function)

Day:      
Date:      
Time of catering delivery:      
Finish/clearing time:      
Location:      
Number:      
Final numbers for catering must be provided seven (7) days before function.

	  Meal type

 FORMCHECKBOX 
 Breakfast
 FORMCHECKBOX 
 Morning tea 
 FORMCHECKBOX 
 Lunch
 FORMCHECKBOX 
 Afternoon tea
 FORMCHECKBOX 
 Dinner
 FORMCHECKBOX 
 Supper
 FORMCHECKBOX 
 Tea/coffee on registration

 FORMCHECKBOX 
 Other (please specify)     
	  Alcohol

Are you serving alcohol?

 FORMCHECKBOX 
 Yes, please attach a copy of Manager’s approval

 FORMCHECKBOX 
 No

	  Account code to be charged (internal bookings only)

410 /       /       /           


C. Catering requirements

     
     
     
     
     
Special dietary requirements/other instructions – must be advised seven (7) days in advance with final numbers.
Late notice may incur additional charges. Special diets may incur additional charges.

 D. Application

I/We 
I/We recognise and accept my/our responsibilities and obligations pursuant to the University’s statutes, rules and the conditions. 

My/Our cheque for A$ 
In consideration of the University accepting this application, I/we 
Signature of Applicant:
Date:


Signature of Guarantor:
Date: 


 E. Events and Catering Manager’s approval

The University accepts this application for catering services.

Signature of Manager, Events and Catering: 
Date: 


 F. Office use 
Costs

	Date invoiced: 

	Security deposit/payment held: 

	Entered:

	Invoice no: 

	Credit to account codes: 

	

	Return to:
	Events and Catering, University of the Sunshine Coast, Locked Bag 4, Maroochydore DC Qld 4558 

Email: eventbookings@usc.edu.au
Tel: +61 7 5430 1173
Fax: +61 7 5430 1232
	


 Conditions of Hire — Catering Services

1. Services provided by the University: The University will provide the catering services requested and all utensils, cutlery and glassware necessary to facilitate the catering of the function described in this application.

2. Indemnity: The Applicant indemnifies the University against all claims, demands, liability, accidents, costs and expenses it may incur or for which it may become liable arising out of or in connection with the provision of catering services pursuant to this application or the presence of the Applicant or any associated persons or patrons or guests on University land. The Events and Catering Manager may require the Applicant to effect appropriate insurance cover to protect the University.

3. Guarantee: The Guarantor guarantees to the University the due and punctual performance and observance of all of the Applicant’s obligations pursuant to this application and indemnifies the University against any liability or loss howsoever arising as a consequence of the Applicant’s use of the catering service.

4. Breakages/Damage: The Applicant shall reimburse the University for any breakages and/or damage to any utensils, cutlery and glassware or other equipment associated with the catering of the function.

5. Number of people attending: It is very important that the University knows the exact number of persons attending the function for which catering is required. The Applicant will notify the University of the final number not later than 11am on the day, seven days before the function date and will pay the University for provision of catering services in respect of that number of persons (regardless of whether a lesser number of people attend the function). No increases in the number of people attending the function will be possible after that date unless by approval from the Events and Catering Manager. Decreases in numbers after the cut-off date will be charged for.

6. Security deposit: The Applicant will pay a security deposit with this application of 25 percent of the estimated total cost. The security deposit may be used by the University to re-instate any breakages or repair any damage to utensils, cutlery and glassware or other equipment provided to facilitate the catering of the function. Any balance of the security deposit will be refunded within 30 days of the function. Any monies expended in excess of the security deposit will be payable by the Applicant and recoverable as a debt due to the University.
7. Payment: The Applicant will pay the University the confirmed total cost (calculated at the cost per head for the confirmed number of persons attending the function) by no later than 3pm on the day three working days prior to the function date. A final invoice will be issued within seven days after the event, containing incidental charges and late changes. This invoice is due within seven days unless confirmed in writing stating otherwise.
8. Changes to services required: The Events and Catering Manager may authorise changes to the catering requirements for this Application (but not the number of persons attending the function) up until 3pm on the day, three working days prior to the function date. All changes must be in writing, approved by the Events and Catering Manager and noted on the foot of the application.

9. Cancellation: Any cancellation of the application for catering services (in whole or in part) must be advised in writing. If cancellation is received six working days prior to the function date, the Applicant will pay 25 percent of the estimated total cost or A$500 (whichever is greater). If cancellation is received less than six working days prior to the function date, the Applicant will pay the whole of the estimated total cost or A$1,000 (whichever is greater). The University may cancel the provision of catering services at any time if circumstances beyond its control make provision of such services impractical or inappropriate.

10. Consumption of alcohol: Alcohol must not be sold and/or consumed on University land without the Events and Catering Manager’s approval. If the Applicant intends alcohol to be sold or consumed, it must strictly comply with the Conditions of Hire relevant to its hire of the University’s facilities/equipment and if internal, attach a copy of the Department Manager/Head of Faculty’s approval to this application. The University reserves the right to impose a fee for liquor licence at the Hirer’s expense. The Applicant will ensure that all alcohol is consumed only within the location and during the times nominated by the University and the licence. The Events and Catering Manager’s approval may be withdrawn at any time if he/she considers circumstances beyond their control make service of alcohol impractical or inappropriate. Refer to the Hire application for further conditions.

11. Catering: The University reserves the exclusive right to catering on the campus. Any exceptions to this rule must be in writing only from the Events and Catering Manager.
12. Smoking: Smoking is prohibited inside and within 10 metres of all University buildings and facilities.

13. Animals: BEWARE – the animals on campus are wild. Extreme care should be taken when near the animals. Do not feed the animals. Domestic animals are not permitted on campus.

14. Privacy: The University of the Sunshine Coast is collecting the information on this form to carry out its functions under the University of the Sunshine Coast Act 1998. The University of the Sunshine Coast may disclose some or all of this information to appropriate agencies if required including but not limited to the Commonwealth Department of Education, Science and Training and the Australian Taxation Office. For more information, the University’s Privacy Plan is available online <www.usc.edu.au/privacyplan>.

Hirer’s Initials: 
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