
 
 

FOOD PURCHASE 
 

DATE OF EVENT:  _____________________________   PURCHASE ORDER #:  ______________________________ 
 
REQUESTING INDIVIDUAL:  ______________________________________  CONTACT NAME: _______________________________ 
 
DEPARTMENT:  __________________________________________________  CONTACT PHONE #:  ____________________________ 
 
RESTAURANT/VENDOR:  ___________________________________________________________________________________________ 
 
LOCATION OF EVENT:  ____________________________________________________________________________________________ 
 
  NAMES OF PARTICIPANTS**                                         TITLE/AFFILIATION 
 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

______________________________________________________  _____________________________________________________________ 

 
GROUP ATTENDING: ____________________________________________________________________________________________ 

   ____________________________________________________________________________________________ 

   ____________________________________________________________________________________________ 

 
PURPOSE OF EVENT: ____________________________________________________________________________________________ 

   ____________________________________________________________________________________________ 

   ____________________________________________________________________________________________ 

**  If more than 10 people were present, give a general description of who attended the event with the name or names of the people leading the event. 
 

 
 _________________________________________________________________  _______________ 
    Signature of Requesting Individual (Employee)        Date 
 
 
 
 _________________________________________________________________________________________________  _______________________ 
   Signature of Approving Department Head/Next Higher Administrator        Date 
 
 
 
 
 MAY 2007               Office of Procurement and Contracts 
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