
University of Florida 

Business Services 

Catering Services Agreement 

This Agreement (the "Agreement") is hereby entered into between the University of Florida Board of Trustees ("University") and 

____________________ ("Caterer"), authorized to conduct business in the State of Florida. This 

Agreement commences on. _____ _______ and will continue until June 30, 2025 (the "Term"). 

SECTION A-GENERAL 

A.1 Statement of Objectives 

University desires to: 

i. Provide its departments with an effective process for obtaining Catering Services to be provided in University

Facilities and/or paid for with University funds (including University Concession Fund, University of Florida

Foundation, University Athletic Association, UF Health Shands Hospital, UF Scripps Institute and state

appropriation funds).

ii. Provide an open and fair process with clear guidelines for Caterers to present themselves eligible and available to

provide Catering Services as requested.

iii. Ensure compliance with: (a) University rules and regulations including regulations governing food service,

service of alcohol, and related areas; (b) University's existing agreements including the campus-wide food services

agreement and exclusive beverage/pouring rights agreement; and (c) University expectations and guidelines for

sustainability, including policies and guidelines for waste, recycling, composting, and styrofoam-free events.

A.2 Definitions 

i. "Approved Caterer" means a caterer approved by the Vice President of Business Affairs (or designee), as

evidenced by a fully executed Catering Services Agreement, and compliance with specifications and guidelines as

set forth therein.

ii. "Catering Services" refers to those services associated with the provision and/or service of food (including alcoholic

beverages when applicable) as requested at University Facilities, including product that is dropped off. Services

provided at a venue that is not a University Facility, are not covered under this Agreement.

iii. "University Facilities" means all University of Florida (UF) facilities/buildings in the Florida counties of Alachua and 

Duval, and other facilities owned, leased, occupied or operated by UF including the Research and Academic Center 

at Lake Nona, Whitney Laboratory for Marine Bioscience at Marineland, UF Scripps Institute, and the Clay County

Extension Office. The aforementioned facilities include, but are not limited to, facilities/buildings of main

campus, the University Athletic Association, the Cultural Plaza including Harn Museum of Art and Florida Museum 

of Natural History, East Campus, Human Resource Services, the Health Science Center, Flavet Field, Lake

Wauburg, Emerson Hall, Innovation Hub, UF Health Springhill, and UF Health Shands Hospital.

SECTION 8-CATERER ELIGIBILITY 

To be eligible for Approved Caterer status, Caterer must be in compliance with the following stipulations at all times: 

8.1 Supplier Registration 

Caterer shall be duly registered with UF Procurement Services as a Supplier and possess a UF Vendor ID. More 

information regarding this process can be found at https://procurement.ufl.edu/vendors/. 

8.2 Licenses 
i. Business License -Caterer shall provide University with a copy of its current State of Florida Business License for

Food Services.

ii. If Caterer is to provide alcoholic beverages, Caterer shall provide University a copy of its current State of Florida

Caterer License for Beer, Wine, and Liquor Consumption on Premises (Series 13CT or QUOTA 4COP). Caterer

shall comply with applicable laws and regulations including applicable University regulations.





C.3 Catering Proposal/Statement of Work 

i. Caterer shall provide the University requesting department with a written Catering Proposal/Statement of

Work or other similar written confirmation for each catering order. A Catering Proposal/Statement of Work

shall be deemed accepted and incorporated as part of this Agreement only if signed by Caterer and the authorized

representative of University's requesting department.

ii. Event Schedule - Caterer may accept "Regular" orders up to seventy-two (72) hours prior to time of event.

Orders placed less than 72 hours prior to event may be considered "Rush" and subject to approval by Caterer.

Subject to Caterer's discretion, an additional fee may be assessed by Caterer for "Rush" order. However, the

fee shall be communicated to the University department representative in writing at time of order.

iii. Final Guest-Count - The University requesting department shall provide a final guest-count to Caterer no later

than seventy-two (72) hours prior to the scheduled event.

iv. A reasonable cancellation/change fee may be assessed for orders cancelled/changed less than 72 hours prior

to time of the event.

v. Miscellaneous Charges or Fees - All miscellaneous charges or fees shall be fully disclosed in advance in 

estimates provided to University clients.

C.4 Sustainability 

Caterer shall comply with University policies regarding waste, recycling, composting, and styrofoam-free events 

(policies can be found on University website www.bsd.ufl.edu/catering). 

C.5 Administrative Service Fee 

Caterer shall pay University a service fee in the amount of 3% of the total catering bill (including all fees assessed by 

Caterer) for each event under this Agreement, to cover administrative costs associated with management of the 

Catering Services Program. In accordance with University procedures, University has the right to withhold the service 

fee (including applicable taxes if required by law) from payment to Caterer. Caterer is prohibited from charging 

customers a separate fee to cover the University's service fee. 

C.6 Exclusivity Agreements 

Existing agreements at the University and UF Shands Hospital provide for exclusivity in the sale, service, and 

distribution of food and beverages on University's campus (see Exhibit A). Caterer acknowledges and agrees to comply 

with University's existing exclusivity agreements in providing services under this Agreement, including agreement to 

serve exclusively Pepsi products as defined by the "Definition of Beverages" in Exhibit A(A.2). 

C. 7 Invoice and Payment 

i. Caterer shall submit invoices for compensation for Catering Services provided under this Agreement in detail

sufficient for a proper pre- and post-audit. Invoices shall also indicate the event and/or delivery address. Caterer

understands and agrees to abide by this stated invoicing process and will not solicit or require other forms of 

payment for catering services including payment via credit card, University payment card, or cash. Caterer

understands that University rules prohibit the use of University payment cards for purchase of food.

ii. Invoices shall contain either a University purchase order number or the 8-digit department ID number of the

University department billed (see Exhibit 8).

iii. Caterer is responsible for any taxes due under this Agreement.

iv. Invoices for payment should be submitted to University via:

Email: email a .pdf or .tif file to 
U FL. invoice@trustflowds.com. The 
file must be attached to email and not or 
embedded within. There may be 
multiple files per email, but each file 
should only contain one invoice. 

Mail: 
University of Florida 
Attn: Accounts Payable 
PO Box 3357 
Scranton, PA 18505 
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or 

Fax: 
1-570-496-5411









have all remedies afforded each by said law. The venue in any action or litigation initiated to enforce this Agreement 
shall be in Alachua County, Florida. This Agreement shall not be construed or interpreted as (a) denying 
to either Party any remedy or defense available to such Party under the laws of the State of Florida; (b) the 
consent of University or the State of Florida or their agents and agencies to be sued, or (c) a waiver of either 
University's or the State of Florida's sovereign immunity beyond the limited waiver provided in section 768.28, 
Florida Statutes. 

F.7 Public Records 

This Agreement is subject to the Public Records Law of the State of Florida, Chapter 119, Florida Statutes. Caterer 
agrees and acknowledges that any documents, emails, correspondence, or other records, in any medium, created, 
kept, or obtained by University, or furnished by Caterer to University, in connection with this Agreement or the services 
contemplated herein, are public records subject to inspection and copying by members of the public pursuant to 
Florida law, unless otherwise deemed confidential and/or exempt. For avoidance of doubt, Caterer is not subject to 
Chapter 119, Florida Statutes, under this Agreement. 

If Caterer has questions regarding the application of Chapter 119, Florida Statutes, relative to Caterer's duty to provide 
public records relating to this Agreement, contact University Relations at: 

Telephone: (352) 846-3903 
Email: PR-Request@ufl.edu 

F.8 Exhibits 

Mail: University Relations 
P.O. Box 113156

Gainesville, FL 32611-3156 

The exhibits attached hereto and referred to herein are by such attachment and reference made a part of this 
Agreement for all purposes. 

F.9 Entire Agreement 

This Agreement (including all exhibits and addenda attached hereto) constitutes the entire understanding and 
agreement between the parties hereto and supersedes any and all prior or contemporaneous agreements, whether 
written or oral, with respect to the subject matter hereof. No covenants, agreements, terms, provisions, undertakings, 
statements, representations or warranties, or any part thereof, whether written or oral, made, or executed by any 
party hereto or any employee or agent thereof, with regard to Catering Services, shall be binding upon any party hereto 
unless specifically set forth in this Agreement or in subsequent amendments executed by University and Caterer. 

IN WITNESS WHEREOF, the Parties have caused their duly authorized representative to execute and deliver this Agreement 
effective as of the date first above written. 

UNIVERSITY OF FLORIDA BOARD OF TRUSTEES 

By: ______________ _ 

Brandi Renton, Vice President

Business Affairs

Date:. _________________ _ 
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CATERER 

By: _____________ _

Name: _______________ _ 

Title: _______________ _ 

Date: _______________ _ 









If to University: 

Vice President for Business Affairs  
Business Services
University of Florida 
P.O. Box 112450 
Gainesville, FL 32611-2450 
catering@bsd.ufl.edu 

Exhibit D 

Notices 

If to Caterer: 

Company name ___________ _ 

OBA ______________ _ 

Name of Signee ___________ _ 

Mailing Address ___________ _ 

Telephone number __________ _ 

Email _______________ _ 
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