" FOODATCLUB
MEETINGS + EVENTS

MC Student Activities Office | Fall 2021



FROM WHERES
THIS INFORMATION E”
DERIVED?

VC Environmental Health

has specific guidelines regarding
food safety, mobile food facilities,
temporary food facilities, and more.

Moorpark College/VCCCD

establishes additional guidelines
and procedures, particularly
regarding payment of food.



During a regular student

01 club/org. meeting

At a club-organized

0 2 campus event

WHEN AND WHERE CAN
CLUBS SERVE FOOD?

When tabling for

03 outreach purposes




SERVING FOOD AT MEETINGS

Club meetings are considered to be private events,
meaning you have a specific guest list in which only those
individuals on the list are invited to attend.

01 You do not need any 0 2 At a private event, you can 0 3 If foc:d and drinks are
additional sort of permit if serve food prepared at being donated and there is
the event is not widely home (potluck style) or no cost to the“club, then
advertised to the public. purchased at an eatery. no permit is required.



PEI I Y CASH VENTURA COUNTY COMMUNITY REQUISITION

(] cHECK REQUEST COLLEGE DISTRICT R 0205024

[[] DATE CHECK NEEDED

[] PO REQUEST DELIVERY INSTRUCTIONS:

Q] MAIL CHECK/PURCHASE ORDER
; : T, b L_|RETURN CHECK/PURCHASE ORDER TO DEPT.
Easiest way to purchase food for a meeting Vancer coc; __Ye ¥y _Congh
. . Mikyle M e lente Requisition Date: __Jeptember 27, 201%
IS W|th petty CaSh (Treaswirer , Natwre s Fﬁ_ﬂfJ’+> Order Delivery Date: __ Pt »H"*? Cay b
1075 Cotnvppas ol Requested By:_K o9 ¢e v VU tiaam / Advisor
g
Phone/Fax: Moor "2 i e . CA 93c ] Phone ext.. Bldg./Room #:

Maximum amount you can withdraw from
your club's account is $200.

DOCUMENT TEXT

Pedby Cashr MEUed + Natwye's Finest Club  Hrtasjurey, Mikyla
| ']

Meaalen42 e '!,,::?m‘tf'_r.’.]*"]f’l-"'{f {focd o club }ﬂ..-..,-c-g_-f—”-,nr-.l [ jfiﬂ.}_g,p-...lbfm
v 1 i, ¥
Don't be too specific on the type of food 27, 2018
1 . . . 1 COMMODITY DESCRIPTION and ITEM TEXT QUANTITY | UNIT | UNIT PRICE TOTAL
you're buying if you think there's a chance f . .
?fl—hﬁ Caslh o M|'p:.u|=]n Mn"ﬁth‘l‘E 'F'D'r H-‘\,E.L‘{"i-ﬂq “H‘ ?D b0
] 7 o %)

you could change your mind.

See "Petty cash processing” section on
Resources for clubs page for more details.



01

02

CATERING A CLOSED/

Make sure the vendor is in
our system (or have them

complete a "New Vendor
Packet").

Obtain a quote from them
and use the information
from it to complete a
requisition requesting a
P.O. with the caterer.

PRIVATE EVENT

Clubs can use their funds to order catered food for a private meeting or closed event.

Be sure to give the caterer
adequate information to find

your event location. A link to the

campus map and a contact's
cell phone number are good
ideas!

03

04

Submit the completed
requisition and quote to the
Student Activities Office for
processing.

If vendor is dropping off food,
then no Certificate of Insurance
is required. If the caterer is
serving the food during the
event, they must provide a COl.



FOOD AT PUBLIC OR
COMMUNITY EVENTS

If your event is being advertised to the broader
community and the general public is invited
(meaning anyone can attend), then the event is to
be regulated and requires a permit.

Public/community events that feature food often
include either a Mobile Food Facility (a permitted
vehicle, like a food truck) or a Temporary Food

Facility (a food booth that sells or gives away food
and drinks).

Within Ventura County, it is much easier to host a
MFF than a TFF. This training will not cover TFFs,
but contact Student Activities if you are considering
this option.




MOBILE FOOD FACILITIES

MFFs are a great way to drive people to events, and they do
not require your club to pay for permits. Steps to hire a MFF:

1.Confirm you have sufficient funds to pay for the food the
truck will give out (assuming you're buying guests food)
2.Submit a Moorpark College Facility Use Form (on the
Resources for clubs page under "Reserving spaces”)
3.Contact the potential food truck vendor:
a.Confirmation they are available for your event day/time
b.Confirm they accept Purchase Orders
c.Verify their quote for the food fits your budget
d.Have them complete a New Vendor Packet
e.Request a copy of their current Ventura county health
permit and their truck or trailer's license plate number
f.Request a Certificate of Insurance




MFFS (CONTINUED)

4. Use that information to complete a MFF Event Organizer
Form.

FOR OFFICE USE ONLY

VENTURA COUNTY ENVIRONMENTAL HEALTH DIVISION (EHD)
800 S0UTH VICTORIA AVE., VENTURA 93009-1730
Pi: BOS-654-2813  FAX: B0%-654-2480
http://ventura.org/rmafenvhealth

MOBILE FOOD FACILITY EVENT ORGANIZER NOTIFICATION
EHD Contact: Paolo Quinto, 805-654-2820, Paolo.Quinto@ventura.org

Event Name: EIMSK{HP}' * mvaﬂ‘"‘k (G”I’#"F Jf!"m""i' EP“’]P 5“‘*’;—(}"’

Event Location: /] o0¥ J’jﬂj‘lk C.r?”fﬁ‘lf. Addres: ‘TI?'I'; thpl/js Eﬂﬂaj ,-'MDQ" for .
Operating Dates and Twries: TWL{,{HMH Mﬂb’? Z, L0l B F}‘FH’T ,";:Wﬂrh "'?:W b

Organization Promoting Event: ﬁﬁﬂﬂﬂ.{/;{f Qﬁhg&nﬂ Df M&FPW#'-.’. Collreg  Phone: !E}m‘-’ﬂ. 3-497

Organizer Mailing Address: 1015 (A Vs [2opad. city: fﬂmpff"' e zip: 2021

Organizer Contact Name(s): )‘(W ‘r:ﬂt o [Ro binsevo

Cell phone: DUS 25 B-19%% rax: _ N[ E-mail: _[<¥olalysom@ Veee A - o4 n

|_' ~ ONLY VENTURA COUNTY PERMITTED MOBILE FOOD FACILITIES (MFFs) MAY PARTICIPATE. |

| Number of days operating: Enter the Number of: Fee: |
ETI (12 [J3 [la LS5 Ventura County Mobile Food Facilities j_ 50

LIST OF PARTICIPATING VENTURA COUNTY MOBILE FOOD FACILITIES (MFFs)
These are vehicles permitted annually in Ventura County. If more than 6, attach a list.

TO BE COMPLETED BY ORGANIZER | EHD STAFF COMPLETE
T

Business name Contact Person Telephone # License Plate MFF Type: 1, 2, 3or 4

L Covfsidy Softee e, | Bobbi Hillrr Bus- 308363 (priwrl
, DBA Migtev Soffee




MFFS (CONTINUED)

4. Use that information to complete a MFF Event Organizer
Form.

5. Using Google maps, create a map showing the exact
placement of food truck as arranged with the Student
Activities Office and Business Services Office (per your
Moorpark College Facility Use Form).

= f h . #
= Restrooms with sinks '-_E] s : - = location of Mister Softee Truck on MC campus



MFFS (CONTINUED)

4. Use that information to complete a MFF Event Organizer
Form.

5. Using Google maps, create a map showing the exact
placement of food truck as arranged with the Student
Activities Office and Business Services Office (per your
Moorpark College Facility Use Form).

6. Submit the aforementioned paperwork (in steps 3,4,5) along
with a completed hard-copy requisition (if paying the food
truck to attend your event and give out food) to the Student
Activities Office for processing.

= h . #
= Restrooms with sinks '-_E] s : - = location of Mister Softee Truck on MC campus



COMMANDER PRINTED PRODLUC T3 }

MFFS(CONTINUED) ¢

VENTURA COUNTY COMMUNITY REQUISITION

| | F:.IF:'GHEEK REQUEST 51’"“% COLLEGE DISTRICT m 021 2&56
If your club is purchasing food from the = foiigibrinec e DELIVERY INSTRUCTIONS:
L_MAIL CHECK/PURCHASE ORDER HL 5{30
food truck for guests, you would need to vendor code: YN 1SSO B i e
complete a requisition form to initiate the m‘;%r %ﬁsﬂﬁf Pﬁ%uﬁfwﬁ}mw i o 5;'{:;:!5! i P [&1rst
request for a Purchase Order, which is a Cimatllg, (A Q%01 % requested By LTI f&amm«,
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fily U [gn ]4!’1"""'- Y- gfﬂlc 47" Mc fhfﬂ’ﬁr{?f: WHPE‘L, Mﬁr nf (M ent
st Z0 ood _on S[9['8 fumn llam- 2pm b vp b 2m

formal agreement between the food truck
owner and the District.

You would complete the requisition form Sevvings -
USing information from the qUOte you COMMODITY DESCRIPTION and ITEM TEXT quanTiTy | unir | unir Price TOTAL
obtained from the food truck. dm-Grede 11y ouawn fﬂ"m’frup A0 2245 | +a-0D

s (7-257) 47.0S
'A\d‘ . —=

Completed requisition and quote go to the i [la, choeolly ov swit
Student Activities Office for processing. Livlon o chocolds ﬁm;rm

— ______,__+__




MFFS (CONTINUED)

Be sure to give the food truck directions on how to get to
campus, reminding them of the COVID screening guidelines.

et Student Activities know once your event has passed so we
can ensure payment is issued to your food truck vendor (if

applicable).




GIVING AWAY FOOD AT
OUTREACH EVENTS

This is permitted so long as the items are store-bought, factory-
sealed items (like granola bars, bags of chips, candy, or other
things that come individually wrapped).

You cannot give away home-made goods or things that are not
individually wrapped or sealed for freshness and safety.

You can use petty cash to purchase these items, following the
same steps as mentioned earlier.







