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Process Overview

Meeting/Event Requirements

Establish if the event requires a hospitality provision to be 
provided following the guidance found in the Travel and Other 

Expenses, Benefits, Hospitality and Gifts Policy

Please note it may be necessary to submit an event notification 
to gain approval by the University to proceed with your event.

Visit the Event Notification Portal to submit at least 28 days 
before your event. 

Please contact event.notification@reading.ac.uk with any 
queries.

Identify Allergen & Dietary 
Requirements

Guests need to be asked if they have any allergen or dietary 
requirements to ensure their needs are adequately catered for. 

A Microsoft form template is available which asks for the 
necessary information. Organisers can adapt this template to 
meet their needs but the default questions cannot be altered. 

Attendee Information Form

Share the Hospitality Wellness Portal link with guests at this 
stage.

Place Initial Catering Order

To secure the desired delivery slot place your initial order via 
the Online Booking Service. This can be updated later to include 

items for guests who have declared allergen or dietary 
requirements.

More information can be found on the Internal Hospitality
page.

Collate Responses & Update 
Catering Order

Once you have received the allergen and dietary information 
from guests use the Online Booking Service in conjunction with 
the Hospitality Wellness Portal to select suitable items from the 

Delivered To You menu. If there is the requirement to label 
selected items with the individuals name, this should be added 

in the catering notes section.

If you are unable to find something suitable or are seeking 
additional guidance, please contact 

hospitality@venuereading.com

Booking Confirmation

Once the order is placed and each time it is updated, a booking 
confirmation will be received via email. Carefully review this 

and if anything is not correct amend this via the Online Booking 
Service or contact hospitality@venuereading.com.

If the person arranging the catering order is not attending the 
meeting / event the booking confirmation should be shared 

with the lead representative so they are fully aware of what has 
been arranged and who to contact should they have any 

questions on the day. 

Meeting / Event Day

On the day of the meeting/event the delivery team will deliver 
all food with labels detailing the dietary suitability and allergen 

information. If items are served  in their original packaging, 
additional labels will not be provided as this could cause 
confusion due to the ingredient and allergen information 

already being including on that packaging.  

If there has been a request to label items for specific 
individuals, these will be labelled as per the information 

provided and displayed separately to the other items delivered.

https://www.reading.ac.uk/finance/-/media/project/functions/finance/documents/expenses-policy.pdf?la=en&hash=3FB91A6C9D4A6F7E408E4B7BEE98A07A
https://www.reading.ac.uk/finance/-/media/project/functions/finance/documents/expenses-policy.pdf?la=en&hash=3FB91A6C9D4A6F7E408E4B7BEE98A07A
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=&cad=rja&uact=8&ved=2ahUKEwiY2Zfgw5mEAxWvUkEAHQ4yCqQQFnoECBgQAQ&url=https%3A%2F%2Feventnotificationportal.reading.ac.uk%2F&usg=AOvVaw2XgXltJyxTM1449CjPhr2A&opi=89978449
mailto:event.notification@reading.ac.uk
https://forms.office.com/Pages/ShareFormPage.aspx?id=xDv6T_zswEiQgPXkP_kOX9kiCV0Ea2BGonX7LWZ6A2BUOUY0QUFNVEI1QllZT0lUTjBFTUpCNUlYTyQlQCN0PWcu&sharetoken=rAOCq27UQLjxK6HoNP5G
https://allergen.hospitalityuor.co.uk/
https://webcatering.reading.ac.uk/
https://www.reading.ac.uk/hospitality/closed/internal-hospitality
https://webcatering.reading.ac.uk/
https://allergen.hospitalityuor.co.uk/
mailto:hospitality@venuereading.com
https://webcatering.reading.ac.uk/
https://webcatering.reading.ac.uk/
mailto:hospitality@venuereading.com


Meeting/Event Requirements

In order to align your activities with the 
University's policies, please visit the events guide 
page and follow these important steps:

1. Visit the Event Notification Process page, to 
qualify whether your activity will require 
approval

2. If your activity requires approval, ensure you 
submit an Event Notification at least 28 days 
in advance (longer is recommended)

3. Establish if the event requires a hospitality 
provision to be provided following the 
guidance found in the Travel and Other 
Expenses, Benefits, Hospitality and Gifts 
Policy 

4. Visit the Internal Hospitality page to review 
the available menus and service styles and 
select the appropriate offer. If you are unable 
to find something suitable or are seeking 
additional guidance, please contact 
hospitality@venuereading.com
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Identify Allergen & Dietary Requirements

To assist you in gathering dietary 
requirement information from your guests 
and to make it easier for event organisers 
we have created a Microsoft form template 
that can be downloaded, edited and shared 
with your attendees to complete.  

This will improve the accuracy of the 
information received prior to you selecting 
your catering by separating questions for 
dietary and allergen needs.

The Hospitality Wellness Portal is accessible 
to University students, staff and guests. 
Dietary, allergen and ingredient information 
can be found here for all items in the 
Hospitality menus.  

This should be shared with guests in 
advance of the event and can be used to 
help identify suitable items to meet their 
requirements. 

https://forms.office.com/Pages/ShareFormPage.aspx?id=xDv6T_zswEiQgPXkP_kOX9kiCV0Ea2BGonX7LWZ6A2BUOUY0QUFNVEI1QllZT0lUTjBFTUpCNUlYTyQlQCN0PWcu&sharetoken=rAOCq27UQLjxK6HoNP5G
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Place Initial Catering Order

You will find a selection of food & drink items on 
our delivered menu. Deliver To You is our standard 
drop and go delivery service across Reading 
campuses for informal meetings.  

The easiest way for you to place your order is on 
our online booking portal. This service allows you 
to manage your bookings by making new orders, 
editing and cancelling them and means you do not 
have to wait for us to respond to you.

To secure the desired delivery slot place your 
initial order via the Online Booking Service. This 
can be updated later to include items for guests 
who have declared allergen or dietary 
requirements

More information can be found on the Internal 
Hospitality website. 
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Collate Responses & Update Catering Order

The responses received via the Microsoft form can be exported to excel which make the process of reviewing this information easier. 

The Online Booking Service should be used in conjunction with the Hospitality Wellness Portal to select suitable items from the Delivered To You 
menu. If there is the requirement to label selected items with the individuals name, this should be added in the catering notes section.

If you are unable to find something suitable or are seeking additional guidance, please contact hospitality@venuereading.com. 
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Booking Confirmation

Once the order is placed and each time it is updated a booking 
confirmation will be received via email. Carefully review this and 
if anything is not correct amend this via the Online Booking 
Service or contact hospitality@venuereading.com. 

If you contact hospitality@venuereading.com to amend your 
order you will receive a pdf booking confirmation via email 
instead of the standard booking confirmation email. 

If the person arranging the catering order is not attending the 
meeting / event the booking confirmation should be shared with 
the lead representative so they are fully aware of what has been 
arranged and who to contact should they have any questions on 
the day. 
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Meeting / Event Day

On the day of the meeting/event the delivery team will deliver 
all food with labels detailing the dietary suitability and allergen 
information. If items are served  in their original packaging, 
additional labels will not be provided as this could cause 
confusion due to the ingredient and allergen information 
already being included on that packaging. 

Guests should be advised to read this information carefully to 
ensure they eat and drink items that are safe for them. The 
labels also include a QR code which can be scanned to give 
access to the full ingredient information. 

If there has been a request to label items for specific 
individuals, these will be labelled as per the information 
provided and displayed separately to the other items 
delivered.
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