	
	[image: University of Aberdeen | Scotland.org]




	DELIVERED CATERING 
Campus Services 
Room 105 – AUSA Union Building
Elphinstone Road 
Aberdeen AB24 3TU
01224 273959
Email: hospitality@abdn.ac.uk
Web: Delivered Catering | About | The University of Aberdeen



Please read the following information before placing an order.
Please complete one order form per delivery day. Forms that include multiple days will not be accepted.
VAT applies to all external orders.
Minimum Order Quantities and Notice Times
· Tea/Coffee with any accompaniment (Minimum number of 10 with 24 hours’ notice)
· Classic and Finger & Fork Buffets (Minimum number of 10 with 72 hours’ notice)
· Desserts and Fruit (72 hours’ notice)
· Soup (minimum of 10) and Sandwiches (72 hours’ notice)
· Weekend, out-of-hours, or off-campus delivery (72 hours’ notice)
· Waiting Staff (72 hours’ notice)

Tea & Coffee Policy
For tea and coffee orders under 50, at least one food item must also be ordered. Orders over 50 can be delivered without any accompanying food item.
Sustainability
Our water is freshly filtered and bottled on-site. In support of the University of Aberdeen’s sustainability commitments, these bottles are reusable. Please help us by returning all bottles at the end of your event.
Delivery, Setup and Tidy Up
If a table is provided, our delivery team will lay out your catering. If you would not like your meeting disturbed, please let us know and the kit will be left outside the room. Once you receive your confirmation email, please reply with a time your kit can be picked up after your event finishes. 
After your event, please tidy up your catering and return items to the kit box provided for our team to collect. 
Crockery & Glassware
Disposables are supplied as standard for all delivered catering. You may upgrade to non-disposable crockery and glassware for an additional £0.60 per person (incl VAT), per delivery. Please add this to your order form.
Waiting Staff
If you require waiting staff to assist with service, there is a minimum charge of 3 hours per staff member. Please allow for approximately 30 minutes before and after service for setup and clearing.
Delivery Charges
Deliveries outside standard operating hours are subject to additional delivery fees.
Overseas Bookers
Overseas customers will receive an invoice prior to delivery. Payment must be made to confirm your order.

We look forward to receiving your order and thank you for choosing our services.

DELIVERED CATERING ORDER FORM – EXTERNAL CUSTOMER
	
First time buyer:      Enter here. 
Customer Number: Enter here. 



	Date of Delivery: Enter here. 
Time of Delivery: Enter here. 
Location of Delivery: Enter here. 



	Booking Contact Name: Enter here. 
Telephone: Enter here. 
Email Address: Enter here. 



	PO Number: If a PO number is required, please provide this before date of delivery



	Billing Company: Enter here. 
Billing Name: Enter here. 
Billing Address: Enter here. 
Post Code: Enter here. 
Telephone: Enter here. 
Billing Email Address: Enter here. 



	Registration Number: Enter here. 
VAT Number: Enter here. 




	Delivery Time
	Quantity
	Product
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