Putting Health on the Agenda Meeting Planner Checklist
Meeting/Event :

Date of Meeting/Event:

Breakfast
Special Dietary Requirements:




AM Snack

Number of participants:

Lunch





Peanut Allergy
Gluten Intolerance
Lactose Intolerance

Supper

PM Snack

Vegetarian
Vegan
Other allergy or intolerance:
Other:

*If you find out that one of your participants has a food allergy or intolerance, do not make assumptions. Talk to the person
directly to make sure your instructions to the chef or caterer are clear and correct.

For this meeting, event of conference, I have:
Asked participants about any food allergies or dietary restrictions
Chosen foods based on Eating Well with Canada’s Food Guide.
Ensured at least 3 food groups for meals and 2 food groups for snacks:
Vegetables and Fruit
Grain Products
Milk and Alternatives
Meat and Alternatives
Confirmed menus and delivery details with the caterer
Ensured that the majority of items are healthy choices:
 Vegetables and fruit at every meal and snack
 Wholegrain and multi grain breads, cereals and pastas
 Protein rich foods such as lean meat, fish, eggs, legumes (beans and lentils), etc.
 Lower fat dairy products or dairy alternatives such as yogurt, cheese, or soy beverages.
Asked for smaller portion sizes such as half or mini-sized muffins, smaller entree sizes.

Fresh and local food

Physical Activity

Order locally produced health foods and beverages when
possible
Ask caterers what local healthy foods they can supply

Greener Options

Build physical activity breaks into the agenda
Ensure that the environment is safe for the activity

Facilities

Use reusable utensils and dishes, whenever possible
Use recyclable name tags
Serve water in pitchers
Provide blue recycle boxes to collect glass, cans, paper

Smoke-free and fragrance-free
Accessible

Food Safety
Identify where to store and serve the food safely
Ask for food to be delivered just prior to serving
Ensure that foods are purchased from food premises that are licensed and inspected for food safety
Ask participants about food allergies and special diets.

Please refer to Putting Health on the Agenda. A Model policy for Healthy Meetings and Events for more
information.
Catering Checklist/Information
Caterer:
Delivery Date:

Additional Notes:

Tel:
Delivery Time:

Cell:
Delivery Location:

Price Estimate:

The following are a list of options for meals and snacks. Remember to ask your caterer if they can
provide locally produced foods and beverages.
Food Category
Beverages
Water (Water in pitcher preferred)
2% or less milk or milk alternative
 White
 Chocolate
 Fortified soy beverage and/or other milk alternative
 Assorted
100% fruit juice (maximum 250 ML servings)
 Orange
 Apple
 Grapefruit
 Assorted
100% Vegetable juice (maximum 250 ML servings)
 Low sodium tomato
 Assorted
Coffee and tea
 Regular and decaf coffee
 Regular and herbal tea
 2% or less milk and/or milk alternatives
 Sugar and/or honey, and sugar substitute
Breakfast Made sure to include at least 3 of the 4 food groups
Fruit
 Whole
 Sliced/skewers
 Salad
 2% or less yogurt dip
Wholegrain muffins (mini or cut in half)
Wholegrain bagels(mini or cut in half)
 Peanut butter
 Low-fat cream cheese
 Jam/jelly or fruit spread
2% or less yogurt
 Plain
 Flavoured
Granola
Hot or cold whole grain cereals with skim, 1%, or 2% milk
Eggs
 Scrambled
 Boiled
 Frittata (with vegetables)
 Omelet (with vegetables)
Snacks - Made sure snacks include at least 2 of the 4 food groups
Fruit
 Whole
 Sliced/skewers
 Salad
 2% or less yogurt dip
Vegetable tray
 Low-fat dip
 Hummus
Lower fat cheese tray (less than 20% milk fat)
 Wholegrain crackers
Wholegrain muffins (mini or cut in half)

Quantity Ordered

Wholegrain bagels(mini or cut in half)
 Peanut butter
 Low-fat cream cheese
 Jam/jelly or fruit spread
Yogurt (2% milk fat or less)
Tortilla chips
 Salsa
 Black bean dip
Low fat yogurt parfaits
Lunch/supper Made sure to include at least 3 of the 4 food groups
Wholegrain Sandwiches, Pitas or Wraps

Sliced chicken breast

Sliced turkey breast

Lean beef

Lean ham

Salmon (with low-fat mayo)

Tuna(with low-fat mayo)

Egg (with low-fat mayo)

Low fat cheese

Vegetables (tomato, lettuce, onion, etc.)
Salad

Mixed greens

Spinach

Nuts

Fruit

Cheese (less than 20% milk fat)

Low-fat dressing on the side
Vegetable tray

Low-fat dip

Hummus
Main Dish/Entrees (prepared with little or no added fat or salt)
Steamed poached, baked or broiled:

Lean mat

Chicken

Turkey

Fish

Vegetarian

Two vegetables
Soups
 Tomato
 Broth based
 Vegetable soup
Desserts
Fruit
 Whole
 Sliced/skewers
 Salad with 2% or less yogurt dip
Fruit crumbles or bread _____________________
Small cookies made with whole grains and/or fruit ____________________
Low fat yogurt parfaits ______________________

