THE UNIVERSITY OF ALABAMA IN HUNTSVILLE

Procedures for Requesting Catering Services from the Bevill Center or Charger Café

The following guidelines are to be used in requesting on-campus catering services through either the Bevill Center or the Charger Café.  Contact information for scheduling a catered event in either of these locations is listed at the bottom of this page.  Please read and follow these instructions carefully. If you have any questions please contact your sales representative or the University liaison assigned the facility in which you are requesting the service. 
1. The event requestor is to contact the Bevill Center sales office/Charger Café Manager to verify schedule availability for event and establish the menu.

2. The Bevill Center/UC staff will complete and email to the event requestor a Banquet Event Order (BEO) within 24 hours of order to review, print, and sign (copy attached).  

3. Upon receiving the BEO, the event requestor must fill out a “Pre-Approved Request for Bevill Center/University Cafeteria Services” form (request form) and submit it along with a copy of the signed BEO to the UAH Accounting Office.  This form is available on-line on the UAHuntsville website under “finance and administration forms”.
4. The UAHuntsville Accounting Office will review the documents and take the following action:

A. Assure that there is adequate funding to cover the event 

B. Verify that the event falls within the guidelines of those that can be paid through state funds

5. The Accounting Office staff will contact the event requestor if there are any questions or discrepancies on the request form

6. Upon approving the form the Accounting Office will forward the request form and BEO copy to the appropriate location (Bevill Center/UC) for processing.  

7. At the conclusion of the event the Bevill Center/UC staff will make whatever adjustments are necessary to the Pre-Approved Request form (if any) and return to the UAH Accounting Office for payment.  Additionally the Bevill Center/UC staff is to contact the event requestor of the changes and follow up with a copy of the adjusted Pre-Approved Request form.
8. If a billing discrepancy occurs, the event requestor is to contact the appropriate catering sales rep. to discuss. If further adjustments are to be made after the processing of payment this shall be done through a UAHuntsville transfer authorization form.    

Contact Information:  Bevill Center Sales Office            Phone: 721-9428   Fax: 824-6679

                                    Charger Café Manager                Phone 824-6813    Fax: 824-6684 


          Accounting Office                         Phone  824-2244   Fax:  8246287          
University Liaison       Bevill Center  -  John Maxon        Phone: 824-6108  email: maxonj@uah.edu  


          Charger Café -Doug Saunders    Phone: 824-2719  email: saundejd@uah.edu

Effective 11/01/2008                                         

