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Good Afternoon,
 
Organizational Operations is happy to partner with you meet your food and catering needs for your upcoming events or
meetings.
 
We are doing this to leverage the efficiencies within OO specializations of ordering, accounts payables, vendor setup and
management, and to reduce the number of late invoice payments.  

List of Approved Food Vendors
https://www.uta.edu/campus-ops/student-centers/vendors
14 class days before the event lead time
We are able to request establishments to become approved food vendors. There are some caveats to this avenue
that we will go over, if this is the road. A longer lead time is advisable.

Maverick Catering
https://uta.catertrax.com/
2-weeks before the event lead time

Pepsi
Bonnie places a Pepsi order for the upcoming events at the first of the month. Watch for her emails.

20 Cases or $300 Min
Orders come in on Friday of that week ordered, if early in the week, if not the next Friday.
Will order before the first of the month, if you have an event that meets min – chat with us 

 
We will need a couple of items completed by you for catering or food orders and sent to the Libraries Event Space Reservations
lib-eventspaces@UTA.edu

1. A completed food waiver, if you are not using Maverick Catering.

1. https://cdn.web.uta.edu/-/media/project/website/campus-ops/student-centers/dining-vendor-forms/co-cf-
f1_food_waiver_uc-site2.ashx

2. OO will submit the completed Food Waiver for approval.
3. 14 class days before the event

2. A completed Official Occasion Form

1. Disbursement SharePoint The electronic form, if not Maverick Catering or University Club occasions.
2. The paper PDF version, if Maverick Catering or University Club
3. DF-BF-PGS-F5 Official Occasion Expense Form

3. Menu (be mindful of food allergies)
4. Cost Center 

5. An Agenda
6. Delivery location and room number.
7. Contact person, if different than you.

8. The time the order is expected to be delivered. 
*Lead times are important. They help us meet the requirements of our catering partners and our workloads and
unexpected circumstances.  For example, we just changed catering vendor options about four times for one dinner for
various reasons.*

________________________________________________________________________________________________________________
___

 Electronic Official Occasion Form

mailto:LIBRARY-STAFF@LISTSERV.UTA.EDU
mailto:keschuck@uta.edu
mailto:library-staff@listserv.uta.edu
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uta.edu%2Fcampus-ops%2Fstudent-centers%2Fvendors&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022063237%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=2zdQlsRnjeDYYzjwe13mGXIVp0KgsgX3Zoh4dZ9a6Ms%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Futa.catertrax.com%2F&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022073746%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=jkUMOk5w7n%2FC8wq6gkzOxWWNmPbQCsTNGT2Dz20SBnA%3D&reserved=0
mailto:lib-eventspaces@UTA.edu
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcdn.web.uta.edu%2F-%2Fmedia%2Fproject%2Fwebsite%2Fcampus-ops%2Fstudent-centers%2Fdining-vendor-forms%2Fco-cf-f1_food_waiver_uc-site2.ashx&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022080542%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Yox%2B511mhaEMZld298PoViXjNjQ3KVn2qSAGK8u29zo%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcdn.web.uta.edu%2F-%2Fmedia%2Fproject%2Fwebsite%2Fcampus-ops%2Fstudent-centers%2Fdining-vendor-forms%2Fco-cf-f1_food_waiver_uc-site2.ashx&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022080542%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=Yox%2B511mhaEMZld298PoViXjNjQ3KVn2qSAGK8u29zo%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmavsuta.sharepoint.com%2Fsites%2Fforms%2Fbaet%2Ftravel%2FSitePages%2FHome.aspx&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022088031%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=hpwAXXU4E0NKXWGRy73lbybL1GkUgkW6PmFQ9EM%2F2JU%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fresources.uta.edu%2Fbusiness-affairs%2Fforms%2Fpurchase_goods_services%2Fofficial-occasion-expense.pdf&data=05%7C02%7CIverlyn.peng%40uta.edu%7C0dcda9273f4c4ea5963008dc33f644aa%7C5cdc5b43d7be4caa8173729e3b0a62d9%7C0%7C0%7C638442380022094745%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=qoMz%2FI1jkorCqL%2Fln%2F1HTVaQfiQzv0LAzj5nUpTSyoQ%3D&reserved=0



The new electronic form in Disbursement SharePoint is used for non - Maverick Catering or University Club occasions.

Under Certification select only the bottom option, unless you are being reimbursed, then it is only the top option.
Under Approver – Kevin Schuck, unless you are being reimbursed, then it will be your name.

 Link to the job aid for more in depth instructions https://resources.uta.edu/business-affairs/training/files/utshare-
financial/travel-and-expenses/job-aid/Official-Occasion-Expense-Form-Job-Aid.pdf

  

Thanks,
 
Kevin
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