
Dining Hall Event Fund
[Committee Name]
Basic Information
	Event Name
	

	Date of Event
	


Seeing as you will be in contact with Sodexo please make sure that you do the following:

1. Contact Pippa (email below) 3 weeks before to set up a meeting with DH if you want anything food wise for your event.

2. Make sure you have a meeting with DH min 2 weeks before.
3. Make sure your event will have min 20 people attending - and have an approximate number before you come to the meeting.

4. Set up a sign up sheet so that DH staff can have a clearer idea for how many to cater for.

5. Already have an idea of what food you would like Sodexo to provide (so that you do most of the thinking).

6. If you want catering too, you will need to fill in an official quote through Sodexo at the UU.

7. Understand that the UCSA will not be paying for a reduction on the total food price through the DH events budget

8. You can move the tables around as much as you like, but be sure to return it all exactly the way you found it afterwards.

Description

[Please describe the nature of the event you are planning. Include topic, logistics, how you will promote the lecture on campus and how you believe the lecture contributes value to attending UCU students. Be as precise as you can!]

Budgets
	Name of Expense
	Size of Expense (in Euro)

	[Expense 1]
	[Xyz euro]

	…
	…

	
	

	
	

	Total
	[Total in euros]


Explanation of Budget
Please elaborate on any items in the above budget, that are not self-explanatory. Bear in mind that this should not be used to simply pay for people’s meals. 
[Delete This section before sending: Send the lecture proposal no later than 2 weeks before the planned date of the event to ucsa@uu.nl and CC: all CAOs concerned (pippa.jones@ucsa.nl , livian.enachescu@ucsa.nl or floris.muller@ucsa.nl ).]

