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PLANNING NOTES & POLICIES

We present the following planning notes and policies to assist you in your event planning process.
Please familiarize yourselfwith them and let your Event Planner know if you have any questions or
have a situation that is not addressed below. We are always here to help you!

MENU PLANNING

To ensure we are able to provide you with the best product and services, please provide your order
with a minimum of fourteen (14) days notice. Any request made less than fourteen (14) days in
advance of your event date will be subject to availability of staff and product and may incur additional
charges.

The guest count guarantee is due a minimum of three (3) business days prior to the event date,
including ALL allergy, vegetarian, vegan, gluten-sensitive and/or special needs requirements. Once
the guarantee is given, the count cannot be reduced. Requests for increases after count is given will
be handled on an individual bases based on product requests.

Please note Arizona Catering Company prepares for the guest count only. No additional product will be
provided unless ordered. Final billing will be based on the guarantee or actual guest attendance, whichever
is higher. Changes to guest count or food order placed less than 3 days prior to event date may be subject to
additional fees or an adjusted menu based on product availability and costs.

All menus and pricing are subject to change in the event of unforeseen market changes. Arizona Catering
Company reserves the right to adjust prices as needed. If this occurs, your Event Planner will provide you
with new menu pricing as well as options to adjust the menu to keep the original menu pricing.

Please plan your event timeline with consideration for the set up of your catering order(s). If your event is
outside of the Student Union Memorial Center, please ensure the room reservation allows for set up and
clean up times for the Catering staff. For plated meals that take place in venues other than the Student
Union Memorial Center, please work with your Event Planner to ensure that enough space is reserved in a
convenient location for Catering to prepare your meal.

Perishable items may stay out for a maximum of 90 minutes per industry safety guidelines and any
food leftover on a buffet, plated meal, or packaged menu is the property of the Arizona Catering
Company. A la carte non-perishable items may be kept after the end of an event if arrangements are
made with your Event Planner prior to the event date. Arizona Catering Company does not provide
any type of to-go containers and clients are not permitted to remove our equipment from any event
(missing equipment will be billed to the client). All leftover perishable a la carte items and all items
from buffets and plated meals will be removed by Catering at the appropriate time; we do not allow
clients to remove any a la carte perishable items or any items from buffets and plated meals after an
event. It is solely up to the Arizona Catering Company to determine which items are perishable.

The Menu Planning section is continued on the next page.



PLANNING NOTES & POLICIES

MENU PLANNING (con’t)

Please discuss any special dietary needs for your guests with your Event Planner, including vegan,
vegetarian, gluten-sensitive, and food allergy requests. Arizona Catering Company can produce items
without a specified allergen as an ingredient but we do not have an allergen-free kitchen and cross-
contact is a possibility. It is the client's responsibility to notify their guests of this in case their
intolerance level is a
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