
For questions please email CallCenter.USA@clientPS.com or call 866-368-3472 
No VAR documentation will be accepted or processed directly from vendors. 

 

Cover Sheet for eVAR 
 

Non-Profit Org Vendor Set-Up 
 
 

Send Package to Vendor for Completion 
Documents that are not correctly & fully completed will result in a delay in processing and payments 

Vendor Name: Vendor Contact Name: 

Vendor Remit to Address: Vendor Remit to Address 2: 

Vendor City: Vendor State: 

Vendor Zip Code: Vendor County: 

Vendor Contact Phone Number: Vendor Email: 

Special Instructions: Description of Product/Service: 

Does Former/Current Sodexo Employee have any interest in 
company?          YES             NO 

Does Former/Current Sodexo Employee have a personal 
relationship with company?          YES             NO 

 
   Subcontract Agreement: REQUIRED for all onsite services 

•     Before proceeding contact your segment contract administrator for a required subcontract agreements 
•     MONETARY DONATIONS ONLY: Require eVAR, W-9 and Actual/Sample Invoice 
•     FOOD DONATIONS: Contact Shondra Jenkins at Stop Hunger Foundation 

 
   W-9 Form (Tax Payer Identification Number and Certification): Completed by vendor 

 
   Actual/Sample Invoice:  Invoice must contain the remittance address from vendor 

• If vendor bills by document other than invoice, have vendor submit letter on their letterhead stating 
they only invoice by statement, ticket, etc. 

 
   Certificate of Liability Insurance:  Obtained by vendor. 

• Should match the requirements outlined in the subcontract agreement 
• Sodexo must be listed as Additional Insureds and Certificate Holder (see sample included) 

 
 
 
 
 

Effective July  20, 2017 

mailto:CallCenter.USA@clientPS.com










Sodexo, Inc.
9801 Washingtonian Blvd.
Gaithersburg, MD 20878
Attn: Risk Management – Vendor COI

“Sodexo, Inc., its subsidiaries and Assigns are additional insureds on the commercial general liability 
and the auto liability policies listed  hereon.  Coverage evidenced by this certificate of insurance applies 
to insured’s operations, activities and services for Certificate Holder.”
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HowtoReviewRiskManagementDocuments.02152017 

What to Look for in Risk Management Required Documentation  
Indemnity Agreements & Certificates of Insurance 

 

 

What is an Indemnity Agreement?  An agreement between Sodexo and Vendor that protects Sodexo by having the 
Vendor agree to pay for potential losses or damages caused by the vendor. 

What to Look for in the Indemnity Agreement (IA): 

1. When listed in the “Insurance” section of the IA,  the authorized Supply representative shall assign the following 
items for the vendor based on the insurance criteria by circling the applicable (before sending to the vendor): 

a. Insurance level  
b. Risk category 
c. Project level 

2. Verify that the supplier has completed their information in the signature box of the IA? 
3. Are all pages of the IA included and submitted without edits? 

 

What is a Certificate of Insurance (COI)? A document demonstrating the vendor’s proof of coverages. 

What to Look for in the Certificate of Insurance (COI): 

1. Is the COI provided on the ACORD 25 form (see example attached for reference)? 
2. Review the COI’s policy expiration dates. If the expiration dates are 30 days or less from review date, the 

vendor will need to provide a certificate showing extended coverage. 
3. Supplier’s Company Name on the certificate needs to be listed precisely the same name that is in the 

contract with the Supplier. 
4. The  “Certificate Holder” (see the bottom left of the ACORD 25) needs to be as  follows: 

Sodexo, Inc. 
9801 Washingtonian Blvd. 
Gaithersburg, MD 20878 
Attn: Risk Management – Vendor COI 

5. Is Sodexo named as an Additional Insured (look for a checkmark in the ADDL INSR column) using the 
approved statement: 

“Sodexo, Inc., its subsidiaries and Assigns are additional insureds  
on the commercial general liability and the auto liability policies listed  
hereon.  Coverage evidenced by this certificate of insurance applies to  
insured’s operations, activities and services for Certificate Holder.” 

6. Does the certificate indicate that the right of subrogation has been waived (look for a check-mark in the 
SUBR WVD column)? 

7. Does the sum of the Commercial General Liability and Umbrella Liability (if provided) limits equal to, or 
is greater than, than the Commercial General Liability limit required for this type of Supplier (see 
Schedule 1 in the Indemnity Agreement)? 

8. Are the insurance types and limits of insurance listed on the form the same as or greater than those 
required by Sodexo’s approved insurance guidelines for this type of Supplier? 

9. Are the policy numbers listed on the certificate?  
10. Has the certificate been signed by an authorized insurance agency representative? 
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INDEMNITY AGREEMENT: NON-PROFIT ORGANIZATIONS (NPO) 
 
For and in consideration of the purchase or use by Sodexo, Inc. its subsidiaries, affiliates, and their respective 

franchisors, franchisees, licensors, licensees, customers, clients, successors, and assigns (hereinafter the "BUYERS") 
of goods manufactured or distributed by or for and services rendered by or on behalf of the undersigned its affiliates, 
subcontractors and vendors (hereinafter "CONTRACTOR"), CONTRACTOR does hereby agree for the express benefit 
of BUYERS as follows: 

 
1. Warranty.  CONTRACTOR warrants to BUYERS that the goods to be supplied under this Indemnity Agreement 

are fit and sufficient for the purpose intended; that they are merchantable, of the highest quality, and free from 
defects, whether patent or latent, in material or workmanship; that it has good title to the goods supplied; that the 
goods are free and clear of all liens and encumbrances; and that any services rendered by or on behalf of 
CONTRACTOR shall be performed in a professional and workmanlike manner in conformity with applicable federal 
and state laws and the highest standards of quality in the industry and in a manner so as to ensure the safety of all 
persons and the preservation of property.  The foregoing warranties shall be in addition to all other warranties 
made by CONTRACTOR, express or implied. 
 

2. Indemnity.  CONTRACTOR hereby agrees to indemnify, defend, and hold BUYERS harmless from and against 
any claim, demand, cause of action, liability, loss, damage, cost, or expense which directly or indirectly arises out 
of or is in any way associated with: (a) a breach of the guaranty or warranty set forth above; and/or (b) any goods 
or services heretofore or hereafter received by BUYERS from CONTRACTOR, including but not limited to claims 
of personal injury, death (including injury or death to employees of CONTRACTOR) or property damage caused 
during or a result of the manufacturing, warehousing, sale, delivery, and/or distribution functions of the 
CONTRACTOR and use thereof, to the extent not due to the sole negligence of BUYERS.  
 

3. Insurance.  CONTRACTOR shall, from the time of commencement of Services under this Indemnity Agreement 
for as long as any applicable statute of limitations is in effect, provide, pay for and maintain in effect the types and 
amounts of insurance set forth on the applicable Sodexo Insurance Requirements Guide attached hereto as 
Schedule 1. Such insurance shall be issued by reputable insurers reasonably acceptable to BUYERS.  This 
insurance shall name BUYERS as an additional insured under an "Additional Insured" endorsement, shall be 
primary over any insurance maintained by BUYERS, and shall provide that BUYERS will be given at least thirty 
(30) days' prior written notice of any cancellation or reduction in coverage.  Upon execution of this Indemnity 
agreement, and thereafter ten (10) days prior to any renewals, CONTRACTOR shall provide BUYERS with a 
Certificate of Insurance evidencing the coverages herein required, and identifying the "Certificate Holder" as 
Sodexo, Inc., Risk Management Department, 9801 Washingtonian Boulevard, Gaithersburg, Maryland 20878.  
CONTRACTOR shall cause its insurers to endorse the required insurance hereunder to waive any rights of 
subrogation against Sodexo.  Should CONTRACTOR fail to adhere to the requirements of this Section, BUYERS 
may order any such insurance and charge the cost thereof to CONTRACTOR, which amount shall be due and 
payable by CONTRACTOR upon demand. 

 
4. Costs and Expenses.  CONTRACTOR further agrees to pay all costs and expenses, including any reasonable 

attorneys’ fees, which may be incurred by BUYERS in enforcing any of the provisions of this Indemnity Agreement. 
 

5. Third Party Beneficiaries.  It is the express intention of the Parties that each BUYERS be a third party beneficiary 
of this Indemnity Agreement and that CONTRACTOR’S obligations herein shall be binding upon and inure to the 
benefit of such BUYERS and each BUYER shall be entitled to enforce its rights, promises, responsibilities, 
undertakings and remedies hereunder in its own name and on its own behalf.  The rights of the third party 
beneficiaries shall vest immediately upon execution of this Indemnity Agreement.  The provisions of this Indemnity 
Agreement shall prevail over any conflicting provisions contained in any purchase order, order confirmation, price 
list, invoice or the like used to order or to purchase any goods and services from CONTRACTOR.  

 
6. Ethical Conduct.  CONTRACTOR shall comply with Sodexo’s Supplier Code of  Conduct accessed through the 

“Corporate Responsibility” tab on http://sodexousa.com/usen/default.aspx that sets forth the minimum ethical, 
social and environmental practices that suppliers, licensors, contractors and partners desiring to do business with 
Sodexo must meet. 

 

http://sodexousa.com/usen/default.aspx
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7. Payment Terms.   BUYERS will pay all amounts invoiced by CONTRACTOR under the Indemnity Agreement 
within sixty (60) days from date of invoice.   

8. Electronic Payment.  CONTRACTOR shall configure and maintain the infrastructure to communicate and 
transmit data to Sodexo via Electronic Data Interchange (EDI) format.  CONTRACTOR shall provide all invoice 
data required for electronic invoice processing according to Sodexo content and format 
guidelines.  CONTRACTOR is responsible for all costs associated with complying with these requirements.   
 

9. Continuing Agreement AND Controlling Law. This Indemnity Agreement shall remain in effect for so long as 
CONTRACTOR is supplying any goods or services to BUYERS and, thereafter, for a period equal to any 
applicable statute of limitations. All controversies and disputes arising out of or in connection with this Indemnity 
Agreement shall be determined pursuant to the laws of the State of Maryland, regardless of the laws that might be 
applied under applicable principles of conflicts of laws. The Parties irrevocably submit to the exclusive jurisdiction 
of (i) the Courts of the State of Maryland in Montgomery County, and (ii) if federal jurisdiction exists, to the Federal 
District Court, Maryland District for the purposes of any suit, action, or other proceeding arising out of the 
Agreement. 

 
 
 
Signature:       
 
Printed Name:       
 
Title:          
 
Date:        
 
Contractor’s Name:      
 
Contractor’s Address:      
 
        
 
Phone/Fax Number:      
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SCHEDULE 1 

Sodexo Insurance Requirements Guide 
Non-Profit Organizations (NPO) 

 
Exposure Matrix     

 
Coverage Type Minimum Limit Amounts Additional notes 
Commercial General Liability 
Coverage* (including contractual 
coverage) 

$1,000,000/occurrence Such insurance shall: (i) 
Include products and 
completed operations and 
contractual liability coverage  

Liquor Liability   $1M per occurrence – If serving alcohol is within 
scope of services performed. 

 

Workers Compensation** Statutory Requirements  

Employers Liability** $1,000,000/each accident, $1,000,000 disease 
policy limit, $1,000,000 disease each Employee 

 

Auto Liability–covering “Any Auto”* $1,000,000 each accident For all autos used in 
performance of services 

* If the NPO is sponsored by an organization, such as a school or university, the sponsoring entity may provide coverage on behalf 
of the NPO provided that the above requirements are met. 
 
** If the NPO or its sponsoring entity cannot secure workers’ compensation and employers’ liability insurance, the following 
language must be included in the contract:  

“The parties acknowledge that this Agreement is not intended to be one of hiring under the provisions of  
any Workers' Compensation or any other law, and shall not be so construed. Organization also assumes  
sole responsibility for the settlement of all liability which may arise under any Workers' Compensation law or  
would have arisen had such coverage been in place. [name of NPO or NPO’s sponsor organization] agrees to 
indemnify and defend Sodexo, Inc. and its subsidiaries for any claim, loss, expense (including attorney fees),  
penalty or fine arising out of [name of NPO]’s performance of services in connection with the agreement.”    

 
 
General Provisions: 

1. Sodexo, Inc. and Sodexo’s Client and their respective subsidiaries, agents, affiliates, assigns, and employees 
must be listed as an additional insured on the above listed general liability policy and auto liability policies. 
Respective of the Commercial General Liability coverage, via ISO form CG 20 10 04 13 and CG 20 37 04 13. 
 

2. With the exception of the Owners and Contractors Protective Liability policy, each insurance policy must 
contain a waiver of subrogation in favor of the additional insureds. 
 

3. Limits are expressed as minimum allowable limits. Actual limits maintained shall be assessed by each vendor 
and shall be adequate to cover all potential risk exposures inherent in the services provided by vendor. 
 

4. Sodexo, Inc. must be provided with not less than 30 days prior written notice of cancellation or material 
change of any insurance coverage prior to the expiration date of the policy. 
 

5. All certificate(s) of insurance must: 
a) Show Vendor as the Named Insured 
b) Provide information using the most current standard ACORD 25 Certificate of Liability Insurance form. 

Please do not submit policies.  
c) Include in the “Description of Operations/Locations/Additional Remarks” section: 
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o Sodexo as Additional Insureds using the statement “Sodexo, Inc., its subsidiaries and Assigns are 
additional insureds on the commercial general liability and the auto liability policies listed 
hereon.  Coverage evidenced by this certificate of insurance applies to insured’s operations, 
activities and services for Certificate Holder. Should a policy listed above be cancelled or 
materially changed prior to expiration date, the insurer will provide thirty (30) days prior written 
notice to the certificate holder.”  

o Vendor company’s assigned Sodexo Vendor Number  
d) Show the following as “Certificate Holder”: 

Sodexo, Inc. 
9801 Washingtonian Blvd. 
Gaithersburg, MD 20878 
Attn: Risk Management – Vendor COI 

 
6. Submit certificate(s) of insurance via (1) of the following methods: 

o E-Fax: 1 301 576 8490  
o E-Mail: USAVendorInsuranceCertificateRepository.USA@sodexo.com 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:USAVendorInsuranceCertificateRepository.USA@sodexo.com



