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GUIDELINE #15-05-2011:  PURCHASE OF CATERING SERVICES  

 
I. Purpose:  

The purpose of this guideline is to clearly define the process, approval flow and required 

documentation to be used for ensuring that catering expenses are appropriate, budgeted, 

received in accordance with the catering confirmed order, and that such catering services 

meet the mission of the University while providing appropriate controls and enhancing the use 

of the Purchasing Card (PCard) program resulting in increased administrative efficiency for the 

University and effective use of the PCard with the catering program.  This guideline will also 

ensure prompt payment of the catering contract vendor. 
 

II.
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b) Authorized personnel shall complete the order on Catertrax.  Order form must 

be printed and obtain authorized signature.  Completed order form is to be 

returned to Aramark Catering via fax or email.   Department maintains the 

catering form in the department’s file to be attached to the associated PCard 

reconciliation report.    

c) Aramark shall confirm catering order via email.   

d) Aramark provides services as detailed on approved ordering form.  

e) 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.  

f) If charges are within the cardholder’s per transaction limit department shall 

make payment via PCard within five (5) business days of receipt of services.   

g) Aramark should notify Contract Administrator and Department of invoices not 

paid within seven to ten (7-10) business days of receipt of services.  

h) Aramark shall provide ordering departmental representative (Cardholder) with 

a receipt.  

i) The Cardholder shall electronically reconcile catering charges in WORKS and 

shall upload into WORKS (i)Aramark receipt(s), (ii) confirmed Catertrax 

order(s) and Monarch Catering Form(s), and (iii) other related catering event 

documents, as applicable.    

2. Non-Cardholders: 
a) Complete catering order in Catertrax, to include appropriate budget code  

and authorized signature.  

b) Submit purchase requisition in eVA, selecting PO Category X02.   

c) eVA purchase requisition should be submitted with the quantity listed as a  

number equal to the total dollar quote provided by Aramark, and a unit price 

equal to $1.  

d) Electronically attach signed catering request form to purchase requisition.   

Upon approval, Department shall provide Aramark with the purchase order 

number.  

e) Upon receipt of service from Aramark, departmental representative shall  
enter an electronic receiver in Banner.  

f) Aramark shall submit a proper invoice to invoice@odu.edu with copy to the  

department, which shall include the eVA purchase order number. 
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B. Transaction Processing – >$4,999.99: 
1. All University Departments are required to follow this process for Aramark  

 catering services >$4,999.99. 

2. Complete catering order in Catertrax, to include appropriate budget code and 

 authorized signature.  

3. Submit purchase requisition in eVA, selecting PO Category X02.   

4. eVA purchase requisition should be submitted with the quantity listed as a number 

equal to the total dollar quote provided by Aramark, and a unit price equal to $1.  

5. Electronically attach signed catering request form to purchase requisition.  Upon 
approval, Department shall provide Aramark with the purchase order number.  

6. Upon receipt of service from Aramark, departmental representative shall enter an 

electronic receiver in Banner.  

7. Aramark shall submit a proper invoice to invoice@odu.edu with copy to the 

department, which shall include the eVA purchase order number. 

 
C. Documentation:  

1. Cardholders:  
Aramark receipt(s), confirmed Catertrax order(s) and signed Monarch Catering 

Form(s) shall be attached to the PCard ODU Reconciliation Report and 

centrally maintained by the Department for audit purposes. 

2. Non-Cardholders:  
Aramark confirmed Catertrax order(s), signed Monarch Catering Form(s) and 

the purchase order(s) or PA01 form shall be centrally maintained by the 
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2. The “Outside Caterer Application” must also include: 

a) A completed Outside Caterer/Restaurant Waiver Policy (Outside Caterer Waiver 

Policy), attached herein as Exhibit B; and 

b) The Outside Caterer/Restaurant Guidelines (Outside Caterer Guidelines), 

attached herein as Exhibit C. 

3. Upon approval from Auxiliary Business Services to use an ‘Outside Caterer’ for any 

event held on campus, Department shall Aramark with the associated 

file://admin1.ts.odu.edu/data/cps/cps%20everyone/FILE%20CENTRAL/PROCEDURES/Campus%20Catering/Contract%20Modification%20#4%20-%203-24-2009.docx
file://admin1.ts.odu.edu/data/cps/cps%20everyone/FILE%20CENTRAL/PROCEDURES/Campus%20Catering/Contract%20Modification%20#4%20-%203-24-2009.docx
https://olddominion.campusdish.com/-/media/Local/Higher-EuaMpS2n/Grou/>272ildDminion./Fle:s/applcation%.ash


 Old Dominion University 
2101 Webb Center 
Norfolk, VA 23529 

OUTSIDE CATERER/RESTAURANT APPLICATION 

Any group desiring to use an outside caterer/restaurant for an event in Webb Center (or any 
academic building) can submit an application to the Monarch Dining office at 2101 Webb 
Center. Applications are available online via the Catering tab at www.odu.edu/monarchdining, 
in the Monarch Dining office (2101 Webb Center) and in the Catering office located directly 
behind the Webb Center’s Information Desk.   

Applications will be reviewed on a first come, first served basis.  Groups granted the right to 
bring in a caterer/restaurant for an event will be notified upon selection.  All applications need 
to be in by the first Friday of every month for events scheduled in the next month or 
subsequent months. They will be reviewed at the DAG meeting which is held the 2nd Tuesday 
of every month. 

DAG can declare up to one outside caterer/restaurant per month from groups that have 
completed any packets. Any group granted an outside caterer/restaurant in Webb Center will 
be required to pay all expenses associated with catering such an event to include setup and 
cleanup.  

 The application packet should include the Outside Caterer/Restaurant Application, the
Outside Caterer/Restaurant Waiver Policy as well as the Outside Caterer/Restaurant
Guidelines. Any application that does not have these components will be rejected and

http://www.odu.edu/monarchdining










C . OPER ATI ON AL  REQUI REM ENTS

C.1 Prior to the function all food is to be stored and prepared at theoutside caterer’s permitted food 
establishment or other approved food facility. 

C.2 Outside caterers are restricted from providing any and all home prepared foods. 

C.3 On-site kitchen facilities are not available. All food provided by  




