Requesting Food Services

This process illustrates the steps when requesting Full-Service Catering at a UC/UC Irvine controlled location.
All Carve Out requests must be submitted at least two (2) weeks prior to the event to allow for timely review and processing. A separate Carve Out request must be submitted for each vendor and event date.

( START )

Does your
event need on-
site full-service
catering??

Is your event being
held at a UC/UCI
controlled location'?

YES

YES T

NO

¢ rNO

Covered Services does
not apply. Proceed with

Email UCI Catering at
catering@uci.edu for
availability (regardless of
online Catertrax calendar

Is your event
being held at
the Student
Center?

status).

approved vendor of
choice.

Use an approved off-campus food
vendor for catering drop-offe.
OR
UC employee picks up food from
vendor to bring back to campus.

UCI Catering will
generate an invoice,
and requestor will
be asked to submit
an entertainment
reimbursement
through KFS.

YES

Can UCI
Catering fulfill
the request?

UCI Catering is the
exclusive and only
caterer for the Student
Center and will prioritize
Student Center requests.
If UCI Catering cannot
accommodate your event,
please contact UCI

Dining at food@uci.edu

for alternate options.

Contact UCI Dining at food@uci.edu to
request a list of approved food vendors that
can be used for full-service catering on
campus. Once an approved off-campus
vendor has been chosen for your event, go to
UCIBuy+ and complete a non-catalog
Purchasing Request Form, indicate that the
request falls under Covered Services, and
submit a requisition. When filling out the
Purchasing Request Form, please save and
attach UCI Catering’s refusal email along with
the invoice from your chosen off-campus
vendor. The requisition will automatically
route to Workforce Relations for review and
approval after submission. Click here for
instructions on how to submit a non-catalog
order.

Is your event
being held in a
state-funded

building?

If your event is being held on campus and in a state-funded
facility — a contracting out request cannot be approved. Please
consider using the alternate options available or adjusting your
event location to a non-state funded building.

Options
Use an approved off-campus food vendor for catering drop-off3.

OR
UC employee picks up food from vendor to bring back to campus.

Notes:

Email Workforce Relations at
contractingout@uci.edu for
further guidance.

NO

All vendors that are hired for
covered services (full-service
catering) are required to be paid via
PO. Once approved by WR, the
requisition will continue through its
workflow, and a PO will be
generated.

Has WR
approved the
requisition?

YES

"Locations not controlled by UC: Beckman Center, Irvine Barclay Theater, Research Park, University Club, and University Hills Community Center. Please reach out to Workforce Relations at contractingout@uci.edu if you are

unsure if your event location is UC/UC Irvine controlled.
2Full-Service Catering: A food vendor cooks, sets up, and/or serves food to guests.

3Catering drop-off: A food vendor only drops off food on campus for UC Irvine team to set up and serve. Vendor cannot set up or serve delivered food to guests. Delivery must include all disposable materials. No equipment that
needs to be set up and/or picked up by vendor is permitted. Contact UCI Dining at food@uci.edu if you have questions regarding off campus food vendor approval.
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