SOUTHERN NEW HAMPSHIRE SERVICES, INC. - CHILD DEVELOPMENT PROGRAM
EVENT FOOD SERVICES REQUEST FORM

This form is to indicate plans for socializations, parent meetings and other occasions requiring food services. In order to properly prepare a meal/snack which follows all purchasing guidelines this form must be completed and submitted 7 to 10 days prior to your event.
Steps for submitting your request:

1) Complete Event Food Services Request form

2) Submit to your Center Director for approval 

3) Center Director e-mails completed form to the HEALTH & NUTRITION SERVICES SPECIALIST & FOOD SERVICE COORDINATOR
4) Request will be reviewed & then submitted to the appropriate kitchen & the Center Director will be notified of approval.

5) It is a good idea to follow-up with the kitchen prior to your event to make sure they are all set with your request.

PLEASE COMPLETE THE FOLLOWING INFORMATION
	Name of staff member holding the event:


	

	Type of Event:
	


	Date of Event: (MM/DD/YY)
	
	Center/Classroom:
	

	Number of Children:
	
	Number of Adults:
	

	Deliver to:
	
	Delivery time: 
(include am/pm)
	


	What food is required: 

(be specific, attach recipe if necessary)
	Special Instructions?: (ie. will the children be doing the cutting, mixing or preparation? Allergies? Diet Modification? Materials?  Etc.)
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