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2400 Tom L. Wilson Blvd.
Galesburg, IL  61401
309-341-5284
						
Catering Procedures
Catering Agreements:
The BoxCar Express Catering Menu and Catering Agreement are located on the Carl Sandburg College website under General Information-Business Services-Food Services.  Fill out the BoxCar Express Catering Agreement document. Send completed document to boxcarexpress@yahoo.com.  Please be specific as to the food, tableware, plated or self-service, and drinks. Keep in mind the Catering Menu is not all inclusive.  If there is something you would like to order that is not on the menu, please go ahead and request that on the agreement.  If it is something BoxCar Express cannot provide we will ensure the contact person is aware of that, and offer suggestions for similar items that are available. If table linens are requested, please be specific as to size of the table, and whether tables are rectangle, round, or both.  Room reservations must be done thru Astra. Other specific requests such as p.a., number of tables, etc. must be done thru a work order to the physical plant. Quotes for catering orders will be returned within 24 hours of receipt to the contact email address. Contact person will then review the quote and ensure all information is correct and if agreeable, sign and date the agreement, and send back to boxcarexpress@yahoo.com or fax to 309-343-4626. By signing the Catering Agreement you acknowledge the quoted price, date, time, and order are accurate and agreeable. All Catering orders must be received and confirmed at least 7 business days prior to the event.

Guest Count:
When a Catering Order is placed, please provide an estimated guest count to be served.  Final number of guests must be confirmed 7 business days prior to the scheduled event.

Cancellations:
Cancellations of the entire event or menu items must be made at least 4 business days prior to the scheduled event.

Additional Labor Charges:
Events scheduled after 5:00 p.m. will be charged an additional $1.50 person for the preparation, service and cleanup of the event.

Pricing:
Full meal catering pricing is based on serving buffet style and serving on foam plates and cups with plasticware and paper napkins unless otherwise noted.

Additional costs:
$1.25 per person for regular china and silverware
$2.50 per person to serve plated style
$4.85 per table for cloth table linens (new pricing effective 1/4/16)
$1.40 per person for cloth napkins (new pricing effective 1/4/16)
$3.00 per person for off campus catering
$.20 per person for foam plates, cups and napkins for non-full meal catering

