
p r o v i d e r c a t e r i n g• •

Jennifer Perkins
Director of Catering 

jperkins@calbaptist.edu
951.552.8600cs-event-menu_080621

1

PLANNING YOUR EVENT
Thank you for  inquir ing about our Cater ing & Event Services at  Cal  Bapt ist  Univers i ty.  

To assist  you in planning your event ,  we have included the fol lowing guidel ines:

SECURE THE EVENT LOCATION
Reserve a room by contact ing CBU 

Conference Events at  951-343-4374.  Room 

set-up and any audio v isual  needs should be 

coordinated with Conference and Events  

at  that  t ime.  

 

Once you have reserved your event locat ion, 

here are some guidel ines that  wi l l  assure  

smooth planning:

PROVIDER ONSITE MENU AND  
ORDER FORM
Contact  Provider as soon as you book your 

event thru the Univers i ty.  This needs to be 

done at  least  3 to 4 weeks pr ior  to the event . 

Whi le every decis ion need not be f inal ized in 

the beginning,  the more decis ions you have 

made,  the easier  your event planning  

wi l l  proceed. 

The Cater ing Menu and request  form are 

located on the CBU website.  On the CBU 

homepage:  ht tps: / /calbapt ist .edu/dining/

cater ing/ insidecbu/ .  When you have decided 

on your menu,  please f i l l  out  the Community 

Schools request  form completely (each f ie ld) 

and submit .

FOOD AND BEVERAGE 
Provider Contract  Food Service  has the 

exclusive r ight  to provide food service for  a l l 

organized events on campus v ia our contact . 

Al l  food and beverages purchased through 

Provider must  be consumed on the premise.

PROVIDE FINAL GUEST  
COUNT GUARANTEE 
We require a guest  count ,  pr ic ing and 

menu f inal izat ion at  least  seven working 

days before your event .  This count is  your 

guaranteed number.  I f  no count is  given at

that  t ime,  your or ig inal  booking count or 

actual  number of  guests ,  whichever is  

greater,  wi l l  be charged.

All  counts received after  7 days wi l l  be 

subject to late fees.

REVIEW, SIGN & RETURN CONTRACT 
To Confirm Your Event:

Upon placing your order,  you wi l l  receive a 

contact  of  services requested.  This contact 

must  be s igned,  scanned and emai led  

to jperkins@calbaptist.edu to conf i rm your  

event pr ior  to providing the guarantee.
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PLANNING YOUR EVENT
Thank you for  inquir ing about our Cater ing & Event Services at  Cal  Bapt ist  Univers i ty.  

To assist  you in planning your event ,  we have included the fol lowing guidel ines:

FINALIZE EVENT DETAILS
The Provider Cater ing of f ice wi l l  contact 

you i f  there are any quest ions or  concerns 

about your event .  The Director  of  Cater ing  is 

Jennifer  Perkins  and she can be contacted at 

jperkins@calbaptist.edu and 951-552-8600 .  

 

Feel  f ree to contact  the of f ice between the 

hours of  8:00am and 4:30pm, Monday  

thru Fr iday.

MEAL SERVICE
Al l  meals are served buffet  sty le unless 

otherwise requested.  Pr ice include the buffet 

l inen and décor.  Meals can be arranged to 

be plated and served for  an addit ional  fee, 

including service staf f  and table sett ings. 

Meals served in the Copenbarger Dining 

Room & Innovators include china,  glassware 

and l inen.  Meals served in the Alumni Dining 

Commons  include standard serviceware.  

High qual i ty  disposable ware wi l l  be used  

at  a l l  other campus locat ions unless  

otherwise requested. 

I f  requested,  china and glassware can be 

provided for  an addit ional  fee at  the al ternate 

locat ions.  Addit ional  l inens are avai lable for 

$5.25 per c loth.

CATERING PRICING 
Your cater ing pr ice includes food and 

beverages,  buffet  set-up,  buffet  décor,  buffet/

beverage l inen,  c lean-up and removal . 

Cater ing pr ices are subject  to a locat ion set-

up fee when del ivery and set-up are beyond a 

standard meet ing room environment.  Cater ing 

pr ices are subject  to Cal i fornia State Sales 

Tax.  Menu pr ic ing is  based on events of 

20 guests or  more.  Smal ler  events may be 

subject  to an addit ional  charge.

CANCELATION AND CHANGES 
Any event menu i tem is  canceled or  changed, 

less than 5 business days pr ior  to the event , 

wi l l  resul t  in  a charge of  25% of  the cost  of 

the invoice to cover food & labor invested at 

the t ime of  cancelat ion.

PAYMENT 
Fol lowing your event ,  a  f inal  invoice wi l l  be 

prepared and forwarded to you for  payment 

thru the Univers i ty.  Should the f inal  count 

increase or  any other charges be incurred, 

these wi l l  be ref lected on your f inal  invoice.


