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0.3 Distribution / Circulation
This Standard Operating procedure is availablelavant function for authorized
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1.0 Purpose
This procedure is to ensure timely and efficieriivéey of catering services during
internal and external meetings, conferences, semaral workshops at CUEA.

2.0 Scope
This procedure applies to catering for internal artérnal meetings, conferences and
workshops at CUEA.

3.0 Terms and definitions
3.1 CAT: Catering
3.2CS: Catering section

4.0 References
4.1 CUEA Quality Management Manual

5.0 Principal Responsibilities
The Cateress has the overall responsibility of enguhat this procedure is adequate
for its intended purpose and is effectively applied

6.0 Method

6.1 The customer shall write a letter requestinteraeg services to the DVC
Administration at least five working days before #vent.
6.1.1 If the request is not approved, the DVC Adstmtion shall
communicate the same to the customer.
6.1.2 If the DVC Administration approves the reguésshall be forwarded to
the Cateress.

6.2 The Cateress shall plan for the event baseteorequest information.
6.3 The cateress shall prepare menu as per thenceiss request.

6.4 The cooks shall prepare the food as per thaimen
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6.5 The Cateress shall supervise the work and erbat the kitchen assistants clean
the serving place, arrange it as required and geréime food at the serving point.

6.6 The cooks shall serve the food to the guests.

6.7 The Cateress shall liaise with the Credit Garitr invoicing the customer for the
service(s) rendered.

7.0  Appendices
7.1 Appendix A: process map
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Appendix A: Process Map

Players Activities
Meeting
organizer/client Effects recommendation
Write a request letter
DVC Admin y
Approves? < No

Cateress Vs

Plan for the event Plans the menu Supervises the Invoice

according to the » and assigns duties work duties client

A
Cooks I
Prepare food for that occasion » Serve the food
7'y

Kitchen helper

Clean the dining hall » Sets up the dining hall
Servers

Serve the soft and dry drinks plus any beverages
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