

Process for Ordering Catering Services from Sodexho

Client (person ordering catering services) reviews catering menu on Sodexho website for preliminary planning @ http://csucidiningservices.com/catering.html
Client accesses the catering order form template (from the Sodexho website http://csucidiningservices.com/catering.html or Accounts Payable website http://www.csuci.edu/accountspayable/forms.htm) and provides all the requested information in the section titled “To Be Completed by Client.”   
Client emails catering order form template to Sodexho @ Sodexho@csuci.edu
- If the email is sent prior to 10:00 am, Sodexho will follow-up via phone to clarify details prior to 5:00 pm the same day.  

- If the email is sent after 10:00 am, Sodexho will follow-up via phone no later than 5 pm of the following work day (Mon.-Thurs.)

Within 24 hours of the phone conversation, Sodexho will email the client a quote for the catering event including a recap of all detail information and with a proposed set-up time and any special arrangements/deadlines noted.     

In order to confirm the event, the client must respond and accept the quote via email to Sodexho and provide a valid ProCard number.  Please make sure the card has available funds on it to cover the cost of the catering*.  (If the name on the ProCard is different than that of the client, the name on the ProCard must also be supplied.)  If Foundation funding will be used to pay for the event, please coordinate with Dianne Wei in Foundation to ensure Foundation’s procard will be used to pay for this event.
- Payments for catering services will be charged to the client’s ProCard shortly after the day of the event and a receipt for charges will be provided to the event contact within a week after the event. 

- Any disputes or adjustments for charges must be addressed or confirmed and submitted to the other party via email within 48 hours of the event, weekends excepted.  

In the event of cancellation, client must send a cancellation in writing to Sodexho@csuci.edu.

For events involving catered meals for 5 or more people, cancellations will be honored up to 72 hours of the event.

For events involving fewer than 5 people, a cancellation will be honored up to 48 hours of the event.

All documentation related to catering services must be attached to the ProCard Reconciliation, i.e., Business Meal Approval Form and supporting documentation for the business meal.

……………………………………………………………………………………………………………….
General Guidelines – Time Requirements for Ordering Catered Services

Full Service Catering 

Minimum time requested is one week prior to the event.

For catered events occurring on a Monday:  the catering form must be emailed to Sodexho by 10:00 am the Wednesday prior to the event.   


Within 72 hours of event – service may be possible – check with Sodexho 

Grab & Go 

72 hours prior to event 

*NOTE:  If budget for event exceeds the ProCard holders limit a one time limit increase from the ProCard Administrator is required.   The Account Maintenance form is used to request a temporary increase; it is located on the Budget web page at:  http://www.csuci.edu/budget/Procurement_Card_.htm.  Please contact the Budget & Reporting office for assistance.  
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