	
	

Example email template – Catering pre-approval 
[bookmark: _Hlk204244568]
Instructions
1. Before placing an order for catering, approval must be obtained from the purchasing officer's supervisor who has appropriate financial delegation.
2. The use of this specific catering pre-approval template is optional however it can help you to include the right information for the approving officer. 
3. Ensure approval is obtained and documented before making catering arrangements.
4. Retain evidence that the catering was reviewed and approved.


Please approve catering as follows:

Section 1: Meeting/Activity Details
· Meeting/Activity Name/Title:	
[Insert meeting or activity name]
· Meeting/Activity Date(s):
[insert date(s)]
· Meeting/Activity Location:
[Insert location, e.g., office meeting room]
· Meeting/Activity Duration:
[Start time] to [End time]
· Purpose of Meeting/Activity:	
[Provide a brief description of the purpose, e.g., team workshop, stakeholder consultation, training session, etc.]
· Number of Attendees: 
[Insert total number of attendees]
· Attendee Details: 
[List the categories of attendees, e.g., staff, external stakeholders, contractors, etc.]

Section 2: Catering Details
· Type of Catering Required: 
[E.g., morning tea, lunch, afternoon tea, beverages only, etc.]
· Total Cost of Catering (GST inclusive):
$[Insert total cost]
· Cost Per Head (GST inclusive):
$[Insert cost per head]
· Catering Provider:	
[Insert name of catering provider]
· Menu Details:
[Provide a brief description of the catering menu, ensuring compliance with the Catering Guidelines. Note: Premium items are not permitted.]

Section 3: Justification for Catering
· Reason Catering is Required:
[Provide a detailed justification for why catering is necessary for this meeting or activity. Include any relevant considerations, such as the meeting duration, timing, or specific needs of attendees.]
· Alternative Options Considered:
[List any alternative options considered (e.g., no catering, attendees bringing their own food) and explain why they were not suitable.]


Section 4: Approval
Approval by Finance delegate
· Finance Delegate’s Name:
[Insert full name]
· Position Title:
[Insert position title]
· Approval Decision:
☐ Approved
☐ Not Approved
· Finance Delegate’s Signature:
[Signature]
· Date of Approval:
[Insert date]
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