


(CLICK ON EACH CATEGORY TO GO DIRECTLY TO THE TOPIC)

Log In

Creating a Catering Exception Request

Pending Requests Review

Completed Requests Review

Adding an Outside Caterer

Completed Request Downloads and Cloning

Frequently Asked Questions

Contact Information



• HTTPS://PRD-
CHALLENGER.ERP.TEMPLE.EDU/FINCC/
CES/

•

Home

https://prd-challenger.erp.temple.edu/FINCC/CES/


Home



•

NOTE: YOU CANNOT SELECT MULTIPLE DATES ON A SINGLE
REQUEST FORM.  YOU MUST SUBMIT EACH EVENT INDIVIDUALLY
THROUGH THE “CLONE REQUEST” OPTION (KEEP READING!)

•

•

•

•

•

DON’T FORGET TO ATTACH YOUR ADDITIONAL SUPPORTING
DOCUMENTATION! Home



•

•

•

•

Home



•

•

Home



•

•

•

Home



•

•

Home



•

Home



Home

Questions Answers

1. What is a catering exception form (CEF)?
The catering exception form must be completed if a department or student
organization is hosting an event whose food/drink will NOT be provided by Temple’s
preferred catering company, Aramark/Cherry & White Catering.

2. How can I access the online version catering exception form?
Go to the Catering Exception System website and sign in using your Temple username
and password.

3. How can I access the catering exception form if I am a group/organization
outside of Temple University?

A paper version of the exception form will be available on the Business Services
website under the “Catering Exception Policy” campus link. It can be emailed to
catering.exception@temple.edu or faxed to (215) 204-7193.

4. How much notice does Business Services require to review/approve a CEF? At least two weeks prior to the event date.

5. How long does it take for an approval? Approximately 1 to 3 days, depending on how quickly approvers review/approve
each submission.

6. Is a CEF required for Potlucks, Bake Sales and Brown Bag Luncheons?
Yes, provided you are using university funds to purchase your items and are seeking
reimbursement.

7. Can I complete one form for multiple dates of events? We ask that you complete one form for each event date.

8. What is a Certificate of Liability Insurance (COI)?

Any food product that is brought onto the university campus for events, conferences,
seminars, etc., requires the off-campus caterer to provide (1) a copy of
their Certificate of Liability Insurance, which must reflect a minimum of $1 million in
liability coverage, and (2) the certificate must list Temple university as an Additional
Insured and Certificate Holder. The COI must be obtained directly from your caterer.

9. Do I need an exception approval and COI for an off-campus event using an
off-campus caterer?

Yes. Catered off-campus events do require a CEF and vendor COI.

10. What qualifies as a catered off-campus event?
Events not hosted on Temple’s domestic campuses that use a non-Aramark 
caterer/vendor, with expenses to be reimbursed with university funds. 
NOTE: Please review Temple’s Travel and Expense Reimbursement Policy (T&E) to 
determine if your event instead falls under the University T&E Policy.

11. How long are COIs on file at the Office of Business Services? COIs expire according to the policy effective & expiration dates.

12. Is a CEF required for donated food items? Yes, a letter must be attached from the donor detailing what is being donated.

https://prd-challenger.erp.temple.edu/fincc/ces/
https://www.temple.edu/about/faculty-staff/business-services
mailto:catering.exception@temple.edu
https://finance.temple.edu/sites/finance/files/Travel%20and%20Expense%20Reimbursement%20Policy.pdf
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