The Admin’s Guide to
Food at the Office
Loaded with insider tips and tricks to make
ordering food for work easier and boost your hero
status with the team. Includes advice from veteran
Executive Assistants, Admins, and Office Managers.
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FOOD FOR WORK

ADMINS

The Flexible, Multi-tasking,
Miracle-working Heart of
the Office
As an administrative professional, you have always had a lot on your plate, but
the last year pushed everyone way beyond their comfort zones, even pros like
you. When COVID hit, you had to transition from the comparatively simple task of
running at a thousand miles per hour in seventeen different directions to doing
that while juggling all the technological and logistical challenges of keeping the
office up and running without being able to be in the actual office. We salute you.
Now, as vaccination efforts are really ramping up and businesses are creating
return-to-office plans, you need to be ready to shift again. Some things will go
back to running more-or-less the way they always did. Other things will change.
How you handle food for the office is one of the things that will change. And we
all know how important it is to get food — whether for a meeting, an event, or just
an in-office celebration — right.

In our recent survey, 83% of catering decision makers agree that
providing for food at work is a critical piece of their company’s return-tooffice strategy.
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What you need is a way to make that very important job easier. “85% of
administrative professionals say they plan events on a regular basis, and ordering
food is a big part of that task. Any tool that allows them to shine while simplifying
a task and reducing hassle is something they need,” says Judy Geller, Executive
Director of the American Society of Administrative Professionals (ASAP).

That’s where ezCater comes in.
We understand what your day is like — everything from ordering office supplies
to managing busy calendars to getting the new freelancer situated. You’re busy
— no time to slow down. We get it. And, while we may not be able to jump in
and help you juggle multiple executive schedules or prep the conference room
for that really important client, we can make the task of ordering food for your
office a whole lot easier and more efficient. We’ve already helped millions of other
businesspeople do exactly that. Why not you?
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We will help you navigate the changing
rules and best practices of post-COVID
office meals in a way that will save
you time, save your company money,
and — most importantly — help your
teammates see you as the hero you are.

“

I don’t have a typical day, every day is a little bit different.
I’m in the office, but I’m in the field too, constantly
pulling permits for jobs, and also ordering lunch for the
company. We order food here a lot for very important
meetings with clients... we also order food for some of
our weekly meetings, and sometimes I order food for
summer parties, holiday parties, or random
get-togethers that we have here.

Becca, Office Manager
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Why Providing
Food at Work is
Good for Business
While keeping the office kitchen well stocked with snacks and providing inoffice catering for team lunches and client meetings might seem like a nice-tohave perk or even a frivolous expense, studies show that these benefits actually
provide a substantial return on investment.
This really shouldn’t come as a surprise since we all know there’s truth in the old
adage that the way to a person’s heart is through his stomach. Turns out that the
same rule applies to your employees. And in a post-COVID world, office catering
stands to become an even more valuable employee benefit. As ezCater’s Head
of Marketplace, Diane Swint, says, “It really helps to show your employees that
they matter, and that you’re willing to help them out by keeping them safe and
making sure their food is safe.”
Here are just just a few of the many ways that your business benefits when you
provide meals and snacks for employees:

Improve Team Morale
Food is a way to show appreciation. And, let’s be honest, lunch is often the
highlight of the day.
Having a selection of snacks can give an employee a much-needed mid-morning
or late-afternoon boost. Providing a catered meal is a surefire way to motivate
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participation in a 12 PM meeting. You can even get people to happily attend an
early morning meeting if you promise them a delicious breakfast and coffee.
Working late on a deadline that’s got everyone a little cranky? No problem. Just
bring in dinner, and all is well.
The bottom line: Food makes people happy. It makes meetings bearable. And it
creates a sense of camaraderie that’s great for morale.

85%

65%

81%

7 in 10

of business leaders
say that lunchtime is
when team members
have the greatest
opportunity to bond

of those in manager
level roles or
above agree that
socialization during
lunch break is critical
to team building

of those in leadership
positions agree that
offering free meals and
snacks to employees is
the best way to
incentivize workplace
attendance

employees say that
their employer
offering free meals
would make them
more likely to work
on location

ezCater Return to Office Survey, April 2021

Increase Employee Productivity
Providing food at work is a proven way to keep employees productive and
engaged. It can even contribute to positive business outcomes including better
employee retention and happier clients.
Ordering in helps employees maximize their efficiency by eliminating the need
to run out for lunch. On Safari Foods breaks it down like this: “Given that
employees tend to eat multiple times throughout the work day, 15-minute coffee
breaks and 60-minute lunches away from the office can add up to considerable
productive work-time losses over the course of a year. By providing your
employees with free lunches and snacks at work, you save 30 minutes of time,
five days a week, for 50 weeks a year; that adds up to 125 hours of downtime
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avoided, the equivalent of about three weeks of full-time work. When you
multiply that by the number of employees, the time saved by providing free
meals becomes even more eye-opening.”
Catering breakfast or lunch is also a great way to improve meeting attendance
and facilitate more effective collaboration. Providing free food at work can even
help with recruiting and retention. According to a survey by Peapod, the grocery
delivery service, 48% of respondents said that the free-food perk would be a
deciding factor in choosing a new job.
Surveys also consistently show that food contributes to positive experiences not
only with employees, but also with customers and prospects. 80% of respondents
to one such survey agree that offering food makes it easier to secure a meeting,
and nearly two-thirds (61%) agree that bringing food to a meeting makes it easier
to close a deal.

“

As a CFO, I actually like buying people food. If somebody
goes out for lunch, and I’m paying them $50 an hour,
and they were gone for half an hour, I wish I just bought
them lunch. Because lunch would have cost me $15, and
at best I will lose half an hour over $25.

Russell, CFO
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Feeding Your Team:
Start with the Basics
What should I order?
Start by asking yourself a few questions. What is your team in the mood
for — comfort food, something light, or maybe something with a little
kick? What have they had recently that they might be tired of? If it’s been
sandwiches in the last couple meetings, it might be time to mix things up with
Mediterranean dishes, pasta, or a sweet spread of BBQ. Will the meeting be
formal or less formal? You may want to avoid potentially messy foods like BBQ
or spaghetti if you’re trying to impress a high-level prospect, or if there may be
a lot of printouts on the table.

To help get the ball rolling, here are the most popular types
of food according to ezCater customers:
1. S
 andwiches Tons of variety, portable, and easy to manage while you’re
taking notes in a meeting
2. Mexican Flavorful crowd pleaser that makes work feel like a party
3. Italian Hearty and homey comfort food
4. BBQ Spicy, savory, finger-lickin’ sauces and rubs that add a little extra zip
to the day
5. M
 editerranean Healthy fare that’s also delicious and makes a beautiful
presentation
6. B
 reakfast The most important meal of the day and one of the tastiest
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7. C
 hicken One of the most versatile entrees ever, dress it up a dozen
different ways
8. American Including both innovative and traditional options, something for
every palate
9. P
 izza A perennial favorite that comes in so many styles and flavors and
never fails to please
10. B
 urgers Individually packaged or as a “burger bar,” always a hit with a
hungry crew

Where should I order from?
We work with national chains, independent restaurants, and local food trucks
to bring you a wide variety of catering options. Some of our top brands include:
•

Olive Garden

•

Chick-fil-A

•

On The Border

•

Carrabba’s Italian Grill

•

IHOP

•

Zoes Kitchen

•

Dickey’s Barbecue Pit

•

Firehouse Subs

•

Moe’s Southwest Grill

•

Jersey Mike’s Subs

•

McAlister’s Deli

•

Honey Baked Ham

•

Potbelly Sandwich Shop

•

Panda Express

•

Denny’s

To browse restaurant delivering near you, simply visit ezcater.com and
enter your zip code.
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How should I serve it?
There are a variety of serving options for office catering. Selecting the best
option depends on the nature of your event, the type of food you’re serving,
and other considerations.

Individually Packaged Meals
Demand for individually packaged meals has increased during COVID. Over
the last year, more than half of all ezCater orders have included individually
packaged meals. The appeal is obvious. Not only does this option offer a
COVID-smart serving solution, it’s also very convenient and makes for easy and
fast meal distribution.

Bar Options
Taco bars, burger bars, and sundae bars offer a flexible build-your-own
solution. Employees can customize their meals and portions, as well as
manage their own dietary needs. Burger bars are the most popular way
ezCater customers order burgers on our platform!

Tray Catering
While individually packaged meals have definitely surged ahead in popularity
for safety reasons, traditional tray catering is still the go-to option for many
organizations. Tray catering tends to be an economical choice because of
its family-style approach. It also allows employees to customize their meal
according to their individual preferences. And, even during the pandemic, you
can provide COVID-smart tray catering by spacing out stations, having one
person handle the serving of each item, and regulating traffic flow.
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How much do I need?
One of the most important aspects of ordering food for work is figuring out
how much food is enough. You never want anyone to be left hungry. You also
don’t want to end up with twenty pounds of leftovers. You need to figure out
how to get the numbers just right. Our restaurant partners will usually include
information on how many people a given side or entree is meant to serve, but
we’ve included other useful guidelines below.
There are three main considerations that determine the right quantity or
volume for your order:

The Type of Event:
Attendees at a seated lunch-and-learn or a social event that includes 		
mingling will usually eat more than folks at a board meeting. Think about
the dynamics of your event and whether food will play a starring or 		
supporting role.

The Length of the Event:
The longer the event, the more of a chance people will go back for 		
seconds, or even thirds. A lengthier meeting or training might simply 		
require a greater volume of food, or you might consider offering a couple
of different courses to refresh what’s on offer.

The Type of Cuisine:
	
It won’t surprise anyone that guests will fill up more quickly on hearty
cuisines like Italian or Mexican than they will on, for instance, salads
or other vegetarian dishes. Knowing this, you can adjust not only the
volume of food, but also the number of side dishes.
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In addition to these three considerations, there are a few other rules of
thumb that you can use to establish a baseline for your order:
In General: Order 1 lb of an entree dish for every three to four people, and
then add 4 oz servings of side dishes or appetizers per person to complete
the spread.

• Proteins like pulled pork or brisket: 4-5 ounces per person
• Fried chicken, ribs, or similar dishes: 3 pieces per person
• Skewers and kebabs: 2 per person
• Burritos: 1 per person
• Tacos: 2 per person
• Sushi: 8-10 pieces per person
• Side dishes: 4 ounces per person
• Salads: 3-4 ounces per person
• Sandwiches: if ordered as an assortment, sandwich platter, or
buffet, plan for 12 sandwiches for every 10 people.
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How Food Improves
Office Life
There are many opportunities for food to improve daily life at the office. Here
are just a few occasions to keep in mind:

Internal Meetings
Offering food at an internal meeting boosts attendance and helps keep
everyone happy. For a breakfast meeting, you might provide bagels, breakfast
burritos, pancakes, or açaí bowls. Keeping things safe as we recover from the
pandemic is easy with individually packaged catering and boxed lunches.

Client Meetings
It’s always important to put your best foot forward with prospects and clients.
Having crowd-pleasing catering options in your back pocket is a crucial part of
being the host with the most. Just like with employees, good food can boost a
client’s mood, strengthen relationships, and generally help create good vibes.

Everyday Snacks
While COVID has made it inadvisable to stock kitchens and break rooms with
communal boxes of donuts and other office favorites, there are a lot of ways to
safely provide everyday snacks for your employees. You can further reduce the
risk of passing along any unwanted germs by displaying treats so they’re easy
to see and select (meaning people don’t have to dig through and touch every
single item.)
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Everyday Lunches
As larger numbers of people return to the office, it will be increasingly
important to provide simple and convenient access to in-office meals.
For some forward-thinking organizations, ordering in isn’t just for special
occasions, it’s a routine part of the work day. We designed our Relish service to
meet this exact need, providing an easy way to coordinate recurring employee
meals that are flexible enough to accommodate hybrid office schedules and
varying levels of company subsidy.

Rewards and Recognition
Everyone loves a good pizza party for a job well done, and that includes
employees. Food incentives are also a fun way to motivate friendly internal
competition among teams. From sushi to cupcakes, curry to tacos, and
everything in between, there are hundreds of options to choose from, whether
you want a meal or want to make a meal of dessert.

Trainings, Special Projects, and
Presentations
Offering a meal is a great way to encourage employees to attend training
sessions. The same goes for special projects and presentations. Maybe you’re
trying to recruit folks for an internal task force, or maybe you’re presenting
to the sales team. Whatever the event, adding food will make your invitation
more appealing.

Employee Celebrations
From birthdays to baby showers and retirement send-offs to work
anniversaries, there’s always someone celebrating something. And what’s a
celebration without food? These personal events are an excellent opportunity
to show how much you care — not just about the work your employees do, but
about their personal lives, too.
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Holiday Parties
When the holidays arrive, everyone loves a little extra cheer. Acknowledging
holidays is a wonderful way to build team camaraderie, and there are COVIDsmart ways to host such gatherings. And while Thanksgiving and Christmas
are the most commonly celebrated holidays at the office, there’s no rule that
says you have to stop there. Expand your options by recognizing holidays that
reflect the traditions of your staff, and consider having some fun throughout
the year - everyone loves a Halloween party or a Summer Kickoff BBQ.

Weekly Office Food Days
While we all learned at school that Friday is “pizza day” and many of us (thanks
to “Anthony!”) think of Wednesday as “spaghetti day,” there are plenty of other
ways to create your own special weekly food customs. Maybe Monday is donut
day or Thursday is cookie day. And, in addition to giving people something to
look forward to, establishing these kinds of traditions is a great way to nurture
company culture.

Plus, in a recent return to office survey conducted by ezCater, 93% of
managers observed that more employees show up to the office on days
when free food is offered.

Food-related Holidays
If you need a little inspiration (or just an excuse to make the team smile), you
can have some fun with the many national food holidays like bagel day, burrito
day, and pretzel day, just to name a few. We’ve put together a full calendar of
food holidays that you can download as a printable PDF or integrate with your
Google or iCal calendar. Get the ezCater Food Holidays Calendar and never
miss another chance to celebrate food!
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Pro Tips and Tricks:
Because the Devil
is in the Details
Everyone who’s ever been in charge of ordering food for the office has
war stories to tell. Because we’ve worked with so many administrative
professionals at so many companies, we’ve heard them all. Here are the most
important details you need to handle to help ensure that your office catering
comes off perfectly.

Dietary Needs and Preferences
More than 9 million Americans have a food allergy — to gluten, dairy,
soy, nuts, shellfish, etc. Many popular diet choices such as Paleo, Keto,
and Mediterranean exclude specific foods. 8 million American adults are
vegetarian, while 6% of Americans follow a vegan diet. You also need to
consider religious restrictions around certain foods or holidays. Balancing all
these needs and preferences can be overwhelming if you don’t plan ahead.
If possible, don’t leave collecting dietary information from employees until
the day of an event. Making it part of your employee onboarding process (and
keeping a record in a master list) saves a lot of time later on. In addition, make
sure to advise your caterer of any food allergies or preferences when you place
your order. Caterers can often provide customized options to meet various
dietary needs and preferences.
When ordering buffet catering for a group with mixed dietary needs, resist
the urge to order a different entree for every need. For example, say you’re
ordering for 30 people and your main entree is pork. If not everyone in your
party can eat pork, consider ordering pork for 24 and chicken for 8, which gives
you a 10% overage. This should cover anyone who cannot eat pork without
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creating a two-entree situation that would encourage people to try a little of
both (and require you to order much more overall).
Finally, when your order includes meals for people with special dietary needs
and preferences, don’t just “check the box.” Think about what makes sense. For
example, simply ordering green salad for the vegetarians in your group won’t
leave them very satisfied. If salad is the main entree, look for hearty options that
include nuts, sunflower seeds, beans, chickpeas, or tofu (which is a welcome
change from the usual cheese, and also vegan-friendly). Quiches, casseroles,
and pasta dishes also often come in vegetarian options. ezCater offers filters to
search for restaurants that can fill specific dietary needs.

“

We have a really diverse population, vegetarians, vegans,
gluten-free, and having the ability to search by those
requirements is really, really awesome and makes my life easier.

Virginia, Human Resources Project Manager

Learn more about how to navigate dietary needs when planning office catering.

Catering on a Budget
When you’re trying to stick to a budget, there are lots of tips and tricks you can
use, like serving breakfast for lunch and choosing less expensive types of cuisine.
There are also plenty of cost-cutting strategies that apply no matter what you’re
serving. For instance, stick to one entree. If you offer two, most people will want
to try a little of both, meaning you’ll need to order more food overall.
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Here are a few other guidelines that can help you keep spending
under control:

Side Salads

Chips

Other Sides

Desserts

When accompanied
by entrees, order a side
garden salad for just ½ to
⅔ of your headcount. If the
entree is large or already
includes sides, reduce the
side salad even further.
Of course, if some people
are vegetarians, adjust
accordingly.

When ordering pasta/
broccoli/potato salads by
the pound, remember
that some foods are much
more dense than others. A
pound of potato salad will
look much smaller than a
pound of pasta salad, and it
will not stretch as far.

Not everyone eats chips,
but some people eat two
bags. Order for at least 85%
of your headcount. Pretzels
or baked chips are often
appreciated, but be aware
that they can cost more.

Most guests appreciate a
treat, and many will thank
you for offering smaller
portions. Request that
brownies, bars, or cookies
be cut in half, and order
half as many. For cakes
and pies that serve “X-Y
people,” calculate based on
the higher number.

Drinks

A gallon of tea or lemonade serves 10 people at lunch, except on the
hottest summer days. At breakfast, a gallon of juice can serve 12 to 15
people.

Note: ezCater makes it easy to set a per-headcount or total budget for your catering order,
with the flexibility to include delivery fee and tip in the calculation. Learn more in our full
walkthrough, Catering on a Budget: How to Set Spending Limits on Your ezCater Order.
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Remember: Food Affects Mood
Food is fuel for the body, but it can also affect emotions. Think about the whole
concept of comfort foods. On a cold or rainy day, we tend to go for soup, chicken
pot pie, lasagna, and other hearty choices that make us feel warm and cozy. We
also associate certain foods with certain seasons or moods. Summertime picnics,
for instance, often feature burgers and dogs or fried chicken and potato salad. The
point: your menu can help create a particular vibe.
You may also want to consider the effects of various foods on behavior. You’d never
want to run a morning meeting without plenty of coffee to jump start everyone’s
engines. But also consider how an afternoon snack that’s more protein based than
sugar based can help increase energy levels and focus (and avoid a crash-and-burn
situation).

Appearances Matter
You don’t need lobsters and caviar for every meeting, but you do always want to
make a nice presentation, especially when clients or prospects are involved. It’s
always important to make a good impression.
In addition to ordering great food that is beautifully presented, take care to
maintain appearances by “dressing up” the table throughout your event.
Consolidate or otherwise refresh items as needed. Remove empty containers and
clear used plates, utensils, cups, and napkins. In general, keep everything looking
neat, tidy, and appetizing.

Temperature Control
When you’re feeding a large group over a longer period of time, you need to
have a plan to keep hot foods warm for the duration. On a buffet table or other
serving area, sternos and chafing dishes keep food warm for 30 to 60 minutes. This
approach is especially effective if you select foods that hold their heat well,
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such as casserole-type dishes. Other types of cuisine (Chinese, for instance),
reheat really well in a microwave. Alternatively, if your guests will be eating in
shifts over several hours, you may want to opt for menu choices that don’t require
temperature control.

Utensils, Cups, and More
Always double check that you have all the serving and dining accessories you need.
While many meals — like boxed lunch sandwiches — don’t require any utensils,
others may require both serving utensils and individual cutlery. If you’re ordering
buffet or bar-style catering, do you have enough plates and/or bowls? If you’re
ordering beverages by the gallon instead of individual cans or bottles, do you have
cups? Your caterer can usually provide whatever you need if you don’t have it on
hand. You just need to ask!

Order Locally and Seasonally
For the freshest meals possible, consider ordering from caterers close to your
delivery location since that cuts down on travel time and the risk of traffic delays,
meaning your food will arrive faster and in the best possible condition. In addition,
many caterers offer seasonal specials depending on which types of produce and
other ingredients are available.

Tipping Demystified
The first thing to know about tipping for office catering is that the delivery fee
and the tip are two different things. Delivery fees are typically standardized fees to
cover the business costs of gas, insurance, and other driver-related expenses. These
fees go to the caterer, not the driver. Tips, on the other hand, are paid directly to the
driver the same way you would tip your server at a restaurant.
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These two fees can affect each other. A general rule of thumb is that if the
delivery fee is less than $1 per mile, the driver is relying on tips, especially with
today’s gas prices. In these cases, a tip of at least $1 per mile is tremendously
appreciated.

While there are no hard-and-fast rules about how much to tip your
delivery driver, there are some useful guidelines:
For orders under $50, tip 15 to 20%
For orders of $100 or more, tip 10%
And, no matter the dollar value of your order, many people believe that
tipping anything less than $5 is poor etiquette.

Learn more about how to calculate the most appropriate tip. It’s not only the
right thing to do, it will also ensure you get the best service.
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Be a Hero Today and
a Hero Tomorrow
The catering for your office lunch or other event went off without a hitch.
Everyone loved the food, the service was excellent, and there was plenty to go
around. You are the hero of the day. Nice job!
But, don’t stop there. Set yourself up for continued success by doing a little
post-mortem analysis of the event. Even if you’re getting kudos from the team,
there are likely at least a few things you can improve upon to make the next
event even better. While the experience is still fresh in your mind, jot down
a few notes about what people liked, didn’t like, and truly loved. Review the
ordering and delivery process to see if there’s anything you could have done
differently or anything you could automate for future orders.
Finally, be proactive about staying up to date on how office catering is
evolving and adapting. With more and more offices reopening and more
employees returning to onsite work, there is a lot of transition underway and a
fair amount of lingering uncertainty about best practices in all kinds of areas,
including office catering.
At ezCater, we always have our finger on the pulse of the industry, and we’re
always working with customers and caterers to provide the safest, most
convenient solutions. Make sure to visit our Lunch Rush blog for regular
updates on the latest catering ideas and trends.
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About ezCater
ezCater is the largest national marketplace for business
catering with 80,000+ restaurants and caterers and 155+
million people served. ezCater provides companies of all
sizes, anywhere in the country, with flexible and scalable
food solutions for work. Nationwide, restaurants and
caterers use ezCater’s platform to grow and manage
their catering business.
For more information or to place a catering order,
visit www.ezcater.com.

www.ezcater.com | support@ezcater.com | 1-800-488-1803
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