
Project Budget Guidelines 
These guidelines govern how purchases can be made for your project and must be adhered to at all 

times in order to guarantee that campus and state policies are being followed. 
 

 
Printing Guidelines: 

 All documents that are to be printed for your project must be submitted as a PDF to GSEC@cofc.edu 
3-4 business days before they are to be needed. 

 A Copy Center Request Form must also be completed for all printing requests and submitted to 
GSEC@cofc.edu along with the PDF copy of the document: 
(http://copycenter.cofc.edu/documents/CopyCenterRequestForm.pdf). You can email 
CopyCenter@cofc.edu to get estimates for different types of print jobs. 

 A notification will be sent to you when the printing is ready to be picked up via email. 
 
Food Purchasing Guidelines: 

 The College of Charleston requires that all food purchases be processed through Aramark (Campus 
Catering Services). Please review their website for a complete listing of available food items and 
their prices (http://charleston.campusdish.com/Catering.aspx) and include that information on your 
Intake Form. 

 You must include a pickup time and date for all food orders. Not doing so may result in a delay in 
your purchases. Remember to include the cost of tax (10.5%) when considering how much funds 
from your mini-grant can be used on food. 

 For any project requiring food purchases, a completed sign-up sheet (names and email addresses 
required) for your event must be submitted for all attendees. It must be dropped off or emailed no 
later than the next business day after the completion of your event. 

 
Supplies 

 All other purchases (excluding printing and food orders) will be coordinated through the listed 
staff/faculty member indicated on your intake form. 

 Once your budget items are approved, GSEC will work directly with your respective departmental 
representative to organize purchases. You will need to contact that representative to organize a 
pickup time and date for your supply orders 

 Please keep in mind that certain supplies can take 2-3 weeks for delivery, depending on the vendor 
and shipping guidelines 

http://copycenter.cofc.edu/documents/CopyCenterRequestForm.pdf
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