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Catering Guidelines


PURCHASE OF CATERING SERVICES


A. Purpose:
The purpose of this guideline is to define the process, approval flow and required documentation for Aramark services. This guideline will also ensure prompt payment to the catering contract vendor.

B. Background:
Aramark is the University’s competitively selected contract vendor to  provide catering services for the University’s Norfolk main campus location, the Chartway Arena and the VHS Medical campus. 

C. Definitions:
1. Aramark is Old Dominion University’s Catering Services contract vendor.
2. Catering is food, beverage and/or related services provided by Aramark for University sponsored events and programs on property owned or leased by the University and funded by University accounts.
3. Catertrax is the online program used to electronically order and confirm catering service requests.
4. Department is the University agency, college, department, office or school ordering catering services.
5. Per Diem is the meal rate established by the Commonwealth Department of Accounts.
6. Works is Bank of America’s electronic PCard reconciliation system.

D. Guidance for All Catering Purchases:
1. Catering purchases using Ledger 1 funds shall be within the Department of Accounts (DOA) established per diem rates. Any charges over 150% of the per diem rate must be allocated to discretionary funds. 
2. DOA per diem rates can be located on the University Travel page.
3. No alcohol can be charged to the PCard. All alcohol charges must be processed via eVA PO or PA01 Form.  eVA PO or PA01 Form must be provided to Aramark in advance of the event so that the PO number or PA01 number can be included on the resulting invoice. 
4. To the extent feasible, all Aramark catering services paid from University funds (including discretionary funds) must be processed via the PCard up to the Cardholder’s transaction limit.
5. Signature on the catering request form by the Authorized Budget Authority certifies that meal expenses were business-related, involved a substantive business discussion, are appropriate, budgeted for and meet the mission of the University. Authorized signature must be on the Master Signature Authority List maintained by Data Control. Confirming order executed by authorized signer must be provided prior to an event. 
6. Allow sufficient time for processing by planning ahead. Aramark orders placed and confirmed* at least 7 days prior to the event date with no changes qualify for a 15% discount. (Not eligible: Foreman Field and Chartway Arena orders) *Confirmed includes execution on Order Confirmation by authorized signature and confirmation billing information (PCard, PA01 or PO) provided at least 7 business days prior to the event.

E. PCard Ordering Process:
1. Cardholder shall save their pcard information to their Catertrax account.
2. Cardholder shall submit orders through the Aramark Catertrax system.
3. Aramark shall send Catertrax confirmation pending form to Cardholder for signature via email.
4. Cardholder must sign and return the Catertrax confirmation pending form  to Aramark via email. 
5. The requesting department maintains the signed form in the department’s file to be attached to the associated PCard transaction in BOA Works. 
6. Aramark provides services as detailed on approved Catertrax form.
7. Department shall have five (5) business days after receipt of services to contact Aramark with any disputes that would change the amount to be charged from that of the confirmed order. Any department disputing a charge should contact Aramark directly to resolve.
8. Aramark will process payment using card saved in Cardholder’s Catertrax wallet.
9. Aramark shall provide Cardholder with a receipt.
10. Aramark should notify Contract Administrator and Department of invoices not paid within seven to ten (7-10) business days of receipt services. 
a. Department shall be responsible for providing Aramark with timely payment information to ensure payment meets prompt payment requirements.  
11. Cardholder shall electronically reconcile catering charges in Works and shall upload into Works: Aramark receipt, confirmed and signed catertrax orders, list of attendees, and business purpose of the event. 

F. eVA Ordering Process (Required prior to any event greater than $5,000, may be used as payment method for less than $5,000 if individual requesting catering service is not a Cardholder):
1. Department shall submit the order through Aramark Catertrax system. 
2. Aramark shall send the Catertrax confirmation pending form to department for signature via email.
3. Department representative shall obtain authorized signature on Catertrax confirmation pending form. Signed form is to be returned to Aramark.
4. Department shall submit purchase requisition in eVA with signed order confirmation attached. Select PO Category X02. 
5. Submit in eVA with quantity listed as a number equal to the total dollar quote provided by Aramark and a unit price of $1.
6.  Attach signed Catertrax confirmation pending form to purchase requisition. Upon approval, Department shall provide Aramark with the PO number prior to the event.
7. No later than three days following receipt of service from Aramark, the requesting departmental representative shall complete an eReceiver in Banner.
8. Aramark shall submit a proper invoice to invoice@odu.edu which shall include the PO number and copy department.
9. Department shall maintain documentation in departmental files for audit purposes, to include: Aramark receipt, confirmed and signed Catertrax orders, list of attendees and business purpose of the event.

G. Alternate Catering Vendors Approved for VHS Campus:
1. Alternate catering vendors have been approved for the VHS Campus. These alternate vendors have provided appropriate business license, health permit, and certificate of insurance to VHS Procurement Services.
2. Alternate vendors are: Gourmet Gang, Taste, Jimmy John’s, Baker’s Crust, Orapax, Moe’s and Granby Street Pizza.
3. PCard Process for Alternate Catering Vendors: 
a. Please plan ahead to ensure sufficient time to process exception requests (at least three business days prior to event). Multiple requests may be submitted at the same time.
b. Cardholder submits Restaurant Exception Request form to pcardadmin@odu.edu. 
c. PCard Administrators process temporary exception in BOA Works system and notify via email approved Restaurant Exception Request to Cardholder. 
d. Vendor provides catering services and sends final invoice.
e. Cardholder initiates payment.
f. Vendor shall provide payment receipt.
g. Cardholder shall electronically reconcile catering charges in Works and shall upload into Works: catering quote/invoice, paid receipt, approved Restaurant Exception Request signed by PCard Administrator, list of attendees, and business purpose of the event. 

H. Outside Caterers/Restaurants:
1. If Aramark is unable to provide any requested catering services and/or the Department wants to use an Outside Caterer, the Department must submit the Outside Caterer/Restaurant Application and Outside Caterer/Restaurant Waiver Policy forms to Campus Life Services for review and approval. Forms are available on the Campus Dining Services Catering website here.
2. If approved by Campus Life Services and Aramark, submit a Restaurant Exception Request form to PCardadmin@odu.edu so the restaurant table restriction can be lifted.  
3. All approved Outside Caterers that provide on-campus catering must have the following included with their Bank of America Works document upload or eVA documentation (as appropriate).    
a. A current business license,
b. A current Commonwealth of Virginia Department of Health permit, and
c. A current Certificate of Insurance issued by a company authorized to do business in Virginia, and the insurance certificate must:	
i. Name the Commonwealth and Old Dominion University as ‘additional insureds’.
ii. Meet the following insurance coverage and limits:
1. Worker’s Compensation – Statutory requirements and benefits;
2. Employer’s Liability - $2,000,000 per occurrence,
3. Commercial/Comprehensive General Liability - $1,000,000 combined single limit,
4. Umbrella/Excell Liability - $5,000,000, and 
5. Automobile Liability - $500,000 combined single limit

I. All Department of Procurement Services purchasing guidelines, policies and procedures shall apply to all Vendors that may provide Outside Catering Services, specifically those guidelines, policies and procedures related to the eVA business plan, SWaM program, and PCard program.

J. Requesting campus departments shall be responsible for: 

a. Ensuring that all required billing information is submitted to Aramark prior to an event (PCard, Purchase Order number, signed confirming order). 
b. If using a Purchase Order, ensuring that eReceiver is completed within three days of the event. 
c. Ensuring charges are properly allocated in accordance with University Policy 3001 and Commnwealth per diem requirements. 
d. Ensuring that appropriate documentation is maintained.  
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