Group Lunch Criteria and Overview
· All KSA sponsored clubs may request Student Affairs to use the procurement card on their behalf, provided their requests are in accord with the following criteria.
· All orders must be placed before 3pm a minimum of two business days in advance of the delivery date. Eligible orders would include food, speaker gifts, tournament fees, club dues, supplies/books/items over the internet, etc.
· Clubs interested in using the card should fill out the Procurement Form (please see previous page: Group Food Order Form) and email it to groupfoodorders@kellogg.northwestern.edu or turn it in to the Student Affairs office. Only fully completed forms will be accepted.

· Wildcat Express Delivery (WED) vendors are marked with an asterisk. An order from these vendors must be $150 in value or greater. Non-asterisked vendor orders should be for amounts above $50 in value. Student Affairs may be able to assist on orders below that amount, but they will be considered on a request-by-request basis. 
· Student Affairs will only accept orders that can be completed over the phone or internet. Student Affairs will not be leaving Jacobs to pick up orders (e.g. Student Affairs will not be going to Jewel to do your shopping). WED offers a delivery service from a variety of vendors which do not normally deliver. Please see the main page for a list of vendors and pricing menus (Wildcat Express Delivery Vendor Pricing Menus).
· The procurement card must be used by a member of the Student Affairs Office and cannot leave Jacobs.
· Please be as specific as possible when placing orders. While the procurement card is meant to relieve some of the administrative burden, it will only be helpful if you provide all the details needed for your order to be fulfilled. Please take this into consideration when completing your order form. 
· Once you submit your order, the office of Student Affairs will confirm receipt and let you know if there are any additional details you should be aware of.

· All orders requiring a tip will include a 10% gratuity charge, inclusive of delivery fees. There is no cost for clubs to request use of the procurement card.

· The procurement card is designed to assist KSA sponsored clubs or approved student conferences. If you are part of an organization that is not KSA-sponsored and would like to use the procurement card, please contact the Student Affairs Office to find out if this is possible.
If there are any questions in regards to these criteria, please contact Wendy Metter, Associate Director of Student Affairs: w-metter@kellogg.northwestern.edu or Sean Twersky, KSA VP of Finance & Clubs: stwersky2011@kellogg.northwestern.edu.






