
STUDENT  ACT IV IT IES  ORDER ING PROCESS
H O W  T O  O R D E R  C O K E  P R O D U C T S  F O R  Y O U R  D E P A R T M E N T ' S  S T U D E N T  E V E N T S

S T E P  1 :  
Complete online order form for student event(s) at least TWO weeks prior to event
Make sure to include: 

The name(s) of the person who will receive the delivery and their cell phone number(s)
The location of the delivery (office, suite, closet, etc.)
The date you need the product delivered (we recommend at least 2 business days prior to event)
How many students you expect to attend your event
How many and what type of beverages you wish to order (5 case minimum)

S T E P  2 :  
Receive confirmation that your order has been placed 
You may receive additional questions before your order is confirmed. Expected delivery date and cost will be given
after your order has been placed. It is recommended that you complete a Food Approval Form during this step, if
needed. 

S T E P  3 :  
Upon delivery, sign receipt confirming you received your order

S T E P  4 :  
Let us know if there were any issues with your order or delivery

S T E P  5 :  
Work with your department's business manager to pay the receipt by mailing a check for
the amount listed to the address on the receipt

Form can be found at kennesaw.edu/campus-services/donations.php
Contact Dorothy Gabriel (dgabrie7@kennesaw.edu) for any questions or assistance


