MISSISSIPPI DEPARTMENT OF EDUCATION - OFFICE OF PROCUREMENT

               Revised  6/4/10

REQUEST TO PURCHASE FOOD AND/OR SPACE FOR BUSINESS MEETINGS
	For Procurement Use Only

	Date Received by Procurement
	
	Procurement Control Number
	


	Requesting Office
	

	Office Contact(s)
	

	Name of Meeting
	

	Location
	

	Date(s) of Meeting
	

	Time Frame (Ex. 8 a.m. - 5 p.m.)
	

	Purpose of Meeting
	

	Is work to be conducted during meals?  
	
	Yes (List type of work)
	
	
	No (Attach Justification Memo)


	Type of Request:  
(Check all that apply)
	Required Attachments:
	Budget Codes:

	
	Meal for Business Meeting
	
	Agenda
	Budget Year
	

	
	Refreshments for Business Meeting
	
	List of Attendees & No.
	
	Fund
	

	
	Space for Business Meeting
	
	Proposed Contract for Space
	Agency Code
	

	
	Other:
Specify ____________________
	
	Proposed Contract for Food
	Reporting Category
	

	
	
	
	Function Sheet/Banquet Event Order Sheet (if applicable)
	Organization Code
	

	
	
	Justification of  how  MDE goals are met
	Activity Code
	

	
	
	Sub-Organization Code
	


Source of Funds (Check all that apply):

	State
	
	Federal
	
	ARRA
	
	Other
	


Cost (Include service fees for each category):

	Cost of Meal(s)
	
	Cost of Space Rental
	
	Other Cost
	
	Total
	


TO BE COMPLETED BY REQUESTING OFFICE 

I have reviewed this request to purchase food and/or space for business meetings and have determined that the request complies with the Mississippi Board of Education policies and procedures.

Authorized Signature _____________________________________________________ Date _______________
(Bureau Director or Above)

TO BE COMPLETED BY THE OFFICE OF PROCUREMENT

I have reviewed this request to purchase food and/or space for business meetings and have determined  that the request complies with the Mississippi Board of Education policies and procedures.

Contract Officer Signature ___________________________________________________ Date ________________

Procurement Director Signature ______________________________________________ Date ________________
