Microsoft Global Community Initiative – How to request catering quotes

To organize a successful Community Days event, you’ll need to procure breakfast and lunch catering services. Here’s how to proceed:
1. Identify Local Caterers
Start by researching catering services in your area. Look for caterers that specialize in event catering and offer a variety of menu options, including breakfast and lunch. Some common types of caterers include:
· Full-Service Caterers: Provide setup, service, and cleanup.
· Drop-Off Caterers: Deliver pre-prepared meals for self-service.
· Specialty Caterers: Focus on specific cuisines or dietary needs.
Check local reviews, websites, and social media for popular and well-rated options.
Ask the event and local office to give information and links to approved catering, business, etc... and any restrictions. 
2.	 Verify Caterer Approval
If your event is hosted in a venue or organized by a specific company or institution, verify the approval status of the caterers:
· Venue Requirements: Check if the venue has a list of approved caterers or restrictions on outside vendors.
· Organizational Policies: If working with an institution (e.g., Microsoft or another corporation), confirm if they have preferred vendors or specific policies.

3.	Request Quotes
Contact potential caterers to request quotes. Provide the following details to help them create accurate proposals:
· Event Date & Time: Specify the duration of your event.
· Number of Guests: Include a headcount for accurate portioning.
· Meal Preferences: Highlight menu requirements, such as breakfast, lunch, or snacks.
· Dietary Restrictions: Note any allergies or special diets (e.g., vegetarian, gluten-free).
· Service Type: Indicate whether you need delivery, setup, or full service. 
4. Coordinate with Businesses (e.g., Corporate Offices)
If collaborating with corporate partners, such as a local Microsoft office or similar organization:
· Obtain Guidance: Reach out to the office's event team or administrative staff for catering policies or recommendations.
· Preferred Vendors: Ask if they have contracts with specific caterers or guidelines for meal services.
· Logistics: Coordinate delivery times, access requirements, and setup locations to align with event schedules.

5. Finalize and Confirm
Once you’ve gathered quotes and selected a caterer:
· Negotiate Contracts: Confirm pricing, service details, and cancellation policies.
· Arrange a Tasting (Optional): Test menu items to ensure quality and suitability.
· Confirm Details: Provide final attendee numbers and logistics at least a week before the event.
By following these steps, you’ll be able to secure reliable breakfast and lunch catering for your Community Days event.

