
P R O C U R E M E N T  S E R V I C E S

CATERING AND SELF-CATERING PROTOCOL FLOW CHART

Self-Catering
Food items can either be dropped off or picked up

49 or less people

Can use any Vendor or
any Approved Vendors

50 or more people
Can use an Approved

Vendor or Non-
Approved Vendor

Catering
Vendor is coming on campus and serving the food

No limit to how many people are served

Approved Vendor

No additional 
paperwork is needed

Can be paid with your 
P-Card

Non-Approved Vendor

Must create a 
requisition and follow 

P.O. requirement

Need Purchasing’s 
approval before paying 

with P-Card

Need 20-25 day 
advance noticeFor more information regarding catering, please see Procurement Services 

How to Purchase and Pay page.

https://www.csulb.edu/financial-management/procurement-services/how-to-purchase-and-pay
https://www.csulb.edu/financial-management/procurement-services/how-to-purchase-and-pay

