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Outside Catering Policy – Clubs/Associations 
 

The preferred caterer for the Fuqua School of Business is Bon Appétit (BA). 
 
BA works in partnership with Fuqua to provide meals and catering at the school.  In order to pay their 
workers a living wage and purchase locally-sourced ingredients, BA needs to maximize both café and 
catering sales. We prefer all catering be arranged through BA, however, we recognize there are special 
events and occasions when alternative cuisine is desired.  As such, we’ve incorporated exceptions that 
provide some flexibility. 
 
Catering Definition and Guidelines: 
Catered events can refer to club-sponsored events, symposia, conferences, or other events. 

• Food may be dropped off by a restaurant and served by student volunteers or set up by 
students for self-service.  

• Food may be brought in and served by a caterer (buffet, passed dishes, or plated meal). 
• Regardless of the type of food or event, it is important to adhere to food serving best practices 

to protect health.  
• The caterers (or event organizers if the catering is a drop-off) are required to clean up and 

remove the remaining food/beverages at the conclusion of the event. 
 
CLUBS: For club events, clubs may use BA or an outside caterer for food. If a club decides to use an 
outside caterer, no special approval is needed, however the club is responsible for managing all aspects 
of providing the food – this includes coordinating to provide setup, linens, utensils, replenishment of 
food, and clean up.  Please see Outside Catering Requirements (below) for catering $750 or more. 
 

Fuqua Friday: If a club is co-sponsoring Fuqua Friday with the MBAA, they must comply with the 
MBAA rules and defer to the MBAA on whether or not outside catering will be used. MBAA 
permission is required for outside catering at Fuqua Friday or MBAA-sponsored events 
(otherwise reimbursement may not be approved). 
 

MBAA: MBAA will use BA for Fuqua Fridays, however, outside catering may be used up to 4 times per 
academic year. For Fuqua Friday, MBAA will use BA for all alcohol and beverages. 
 
Additional coordination and support are needed to distribute food when BA is not used, so clubs should 
weigh the benefits and tradeoffs of using BA versus using outside vendors for food.  
 
Outside Catering Requirements $750 or more 
 
A list of Duke-approved caterers may be located at: https://eventservices.duke.edu/catering/caterers. 
Submit the check request 2 weeks prior to the event.  
 
If the desired vendor is not on this list, then the following conditions apply:  
 

1. You must obtain the certificate of liability insurance from the caterer.  Please see an example 
on page 4 of this document. 

2. You must obtain a copy of their current sanitation grade from the health department; the score 
must be an “A”. Scores may be obtained at the following URL: 

https://eventservices.duke.edu/catering/caterers
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https://www.dcopublichealth.org/services/environmental-health/general-
inspections/inspection-grades  

3. Submit the certificate of liability insurance and current sanitation grade along with the check 
request 2 weeks prior to the event. 

 
Contracts: 
Students are not able to sign a contract on behalf of Duke University or any subsidiary, including clubs.  
All contracts must be signed by an authorized employee, such as the Senior Associate Dean for 
Programs, Associate Dean of Finance, or the Associate Dean of Finance & Administration. 
Please submit the contract using the following procedure, which is found on FuquaConnect here. 
 
Outside Catering Questions 
 
Important questions to consider when using an outside vendor: 

• Do your attendees have any dietary restrictions you need to accommodate? 

• Who is delivering the food?  
o Will you be picking it up getting it dropped off, or will the event be catered (restaurant 

delivers and serves the food)? 
o Who will receive dropped-off food and set it up? 
o How will the food be served (passed hors d'oeuvres, seated dinner service, buffet, etc.)? 

• Consider type of food are you serving, the duration of your event, and how the weather or room 
temperature may impact food safety. 

o How will you maintain the temperature of hot food? BA is not able to lend student 
groups chafing dishes, so be sure your caterer is providing chafing dishes and gel fuel, 
warming trays, or heat lamps, and personnel to monitor and replenish as needed.  All 
catering electrical needs for warming ovens, warming trays, etc. must be coordinated 
through the BMO prior to the event date. 

o How will cold food stay cold?  Who will replenish the ice, monitor the food left out, and 
cycle it out when needed? 

o Will your food be compromised by being left out for too long? (e.g., get soggy, moldy, 
bugs (if outside), etc.).  Ensure that someone is responsible for monitoring and 
replenishing or removing food throughout the event’s duration. 

• Will the vendor provide plates, napkins, cutlery, and serving utensils? 
o Ensure that the number of plates, napkins, serving utensils, and cutlery is enough to 

serve all attendees. 
o If the vendor is not providing plates, napkins, serving utensils and cutlery, you must 

purchase these yourself for the event. 

What set-up do you need for food?  
o Ensure that you communicate set-up needs for both your food (e.g., tables you need for 

food/beverages) and event activities (e.g., tables for guests or event activities) to the 
BMO by emailing events-bmo@fuqua.duke.edu  

o Do you need linens or other table coverings for your food service? The BMO can order 
tablecloths for you with two weeks’ notice if you give them a fund code.  

• How can you ensure the room is left clean following your event? 

https://www.dcopublichealth.org/services/environmental-health/general-inspections/inspection-grades
https://www.dcopublichealth.org/services/environmental-health/general-inspections/inspection-grades
https://fuquaconnect.duke.edu/submitter/form/start/622187
mailto:events-bmo@fuqua.duke.edu


3 
 

o Will your food (caterer, event?) leave behind food on the floor or tables, etc.?  Have a 
plan for accidental spills or stains. 

o All catering equipment and excess food must be removed immediately following the 
event.  The caterers (or event organizers if the catering is a drop-off) are required to 
clean up and remove the remaining food/beverages at the conclusion of the event.  
Who in your group or club will stay and clean up? 

o Do you have the proper clean-up equipment? 
 If you are using an outside caterer, you must communicate that to BMO so they 

are aware. Additional trash cans might be required and any extra recycling bins 
must be requested through BMO when reserving your room and sharing set-up 
needs: events-bmo@fuqua.duke.edu. 

 Paper towels, disinfectant spray, etc. may be required to clean up your space. 
You must leave all tables and the event space in clean and tidy condition when 
your event concludes. 

o Use of outside catering is a privilege.  Please ensure the event space is thoroughly 
cleaned to its pre-function state before leaving. 

• Are you serving alcohol? 
o All alcohol ordered, purchased or consumed at The Fuqua School of Business falls under 

the ABC license of Bon Appétit.  
o Do not bring in outside alcohol. BA must serve alcohol with a bartender. 
o What type of food (snacks, appetizers, main dishes, etc.) will you provide? 
o Providing food is MANDATORY when serving alcohol. 
o Note: Whether food will be provided by BA or an outside caterer, the alcohol must be 

purchased through, and served by, BA.  You may have outside vendors providing food 
while BA serves alcohol. 

 
Important Things to Know Regarding Using BA 
 

• If you have concerns about any of the above – BA is your best choice!  
o You can select a setup and cleanup time with them.  
o BA has all materials on hand to keep food hot or cold and to keep it safely for however 

long your event lasts. 
o They provide personnel to ensure food safety. 
o They know the building well and can handle set up needs across Fuqua with little 

oversight on logistics.  
o BA includes napkins, plates and utensils, and service personnel in their price. 
o Clean up is also included. 

• You can review menus and place orders using the online Catertrax system. You can also meet 
with BA to discuss what menu is best for your event: they do have quite a bit of flexibility, if 
advance notice is given (three weeks or more). 

• It can be easier to manage accounting/financials when working with BA, since they can bill 
directly to a fund code and do not require advance billing. This will minimize out-of-pocket 
expenses and reimbursement requests, if that is a concern to your club. 

 
  

mailto:events-bmo@fuqua.duke.edu
https://bonappetitcateringatfuqua.catertrax.com/index.asp?x=0&intOrderID=&intCustomerID=


4 
 

 


