
Catering/Food Service: Request Processing:  Please fax this completed form to the Faculty Student Association,  

(716) 673-3376, attention Catering Office, or telephone your request to the Catering Office, (716) 673-3417 Ext. 6227. 

Review the Catering &Special Events Manual and complete the table below.   Choose all boxes that apply.  

Morning Refreshments  Serving Time:  _________AM/PM  Full Service 

Luncheon   Serving Time:  _________AM/PM  Delivery Only 

Afternoon Refreshments  Serving Time:  _________AM/PM  Delivery/Clean-Up 

Dinner     Serving Time:  _________AM/PM  Pick-Up 

Reception   Serving Time:  _________AM/PM 

Other: ________________ Serving Time:  _________AM/PM 

Podium/Microphone 

Television/VCR 

Internet Access 

Registration Tables 

Alcoholic Beverages 
[One (1) Month Prior Notification] 
 
Other: ___________ 

FSA Office Report  

Date Received:     /      / 

Received By:  ___________________ 

Telephone Follow-up: Y N 

Caterease Contract #:  E0 

Catering Office Clerk 

(716) 673-3417 Ext. 6227 

fsa.catering@fredonia.edu 

Jeffrey Walter, Catering Manager 

(716) 673-3417 Ext. 6274 

jeffrey.walter@fredonia.edu 

Katie Thies, Special Programs Coordinator 

(716) 673-3417 Ext. 6273 

Katie.thies@fredonia.edu 

Banquets 

Weddings 

SA Organizations 

Conference 

Workshops/Seminars 

Special Events 

Catering/Food Service: Client Information   

Please fill out the information requested below:       See Reverse for Terms and Conditions of Catering/Food Service Requests 

Client/Organization Name:  _______________________________________________________    SA Affiliation 

Client/Organization Billing Address:  _______________________________________________ 

Business Telephone Number:  ____________________________ Business Fax Number:  _______________________ 

 

Booking Contact Information: (Individual placing this order) 

Name:  _______________________________________________ Telephone Number:  _________________________ 

Primary On-site Event Contact (if different):  _________________ Telephone Number:  _________________________ 

Catering/Food Service:  Event Information  
Event Date:  ______/______/______ Event Location:  _____________________ Event Type:  __________________ 

Event Start Time:  _______________AM/PM         Event End Time:  _______________AM/PM  
   

*Estimated Number of Guests:  _________________            *Guaranteed number required (1) one week prior to event date. 

Catering Manual Details:  Menu Selections, Quantities, Event Themes, etc.   

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

______________________________________________________________________________________________________________

Meetings 

Alumni House 

College Lodge 

FACULTY STUDENT ASSOCIATION OF  

STATE UNIVERSITY COLLEGE AT FREDONIA, N.Y. INC. 

PHONE: (716) 673-3417 

WEB SITE: fsa.fredonia.edu 

E-MAIL: fsa@fredonia.edu 



TERMS OF AGREEMENT 
 

1. The person or persons who make reservations for a catered function with FSA should do the following: 

 

One month prior to the event: 

Contact the FSA Catering Service at (716) 673-3417 Ext. 6227. 

Provide the following information: group name, contact individual, phone number, billing information, NY State tax 

exemption certificate if applicable.  (7.75% sales tax added to the total bill unless tax exempt.) 

Select a menu from our catering choices. 

Indicate the anticipated number of guests, date, event start and end times, facility needs and financial considerations. 

Confirm physical arrangement, special requests, desired alcohol service. 

Based upon information provided, a catering contract will be sent to the customer for review and signature. 

 

Seven days prior to event: 

Customer will submit a guarantee number of guests. 

FSA will prepare food and settings for 5% above the guarantee number of guests.  The customer will receive a final 

invoice for the actual number of guests served or 100% of the guarantee number, whichever is greater. 

 

2. Functions scheduled at times other than normal serving hours or at off-premise locations may require a surcharge. 

 

3. FSA is the sole, authorized and exclusive vendor of food service and alcoholic beverages on campus property, including 

 the  College Lodge and Alumni House.  All functions with alcoholic beverages will adhere to the established SUNY  

 Fredonia Alcohol Review Committee Guidelines.  Bar service is restricted to a minimum charge of $250.00 for each event.  

 The client is responsible for paying the difference if this minimum is not met. 

 

4. Delivery charges are applied to locations other than FSA food service facilities: 

$20.00 minimum delivery, $10.00 minimum pickup charge. 

Delivery and pickup charges may be avoided by self-service. 

 

5. Additional information: 

FSA assumes no responsibility for lost or stolen personal articles. 

Food or beverages that are unconsumed cannot be removed from the premises. 

FSA adheres to the smoking policy of the college, which prohibits smoking in any campus building. 

Functions exceeding prearranged times may be surcharged. 

Prices exclude NY State sales tax; no additional gratuity is charged. 

Prices subject to change, please verify current price information. 

Individuals not affiliated with SUNY Fredonia must pay approximately ½ of the projected total invoice amount 30 

days prior to the event, and an additional ½ of their projected total invoice amount seven (7) days prior to the event.  

The remaining amount will be invoiced to the customer. The projected total is determined to be 100% of the final  

 guarantee. 

A $2.00 per person surcharge will be applied to any served meal requiring more than one entrée; not applicable to 

vegetarian alternatives. 

 

6. We would be glad to design customized menus for your special function requirements. 

 

7. The FSA reserves the right to cancel this Agreement when in its reasonable judgment an emergency or other condition 

 occurs beyond its control that requires participants to vacate the premises.  If such incident occurs, the FSA will 

 refund deposits. 

 

8. The FSA reserves the right to cancel this Agreement for default if the customer violates any of the terms of this 

Agreement, including, but not limited to failure to return this signed Agreement by the date 

specified, or if the customer fails to pay the charges in accordance with the Agreement.  
 

faculty student association  


