
Student Organization 
Guide to Catering



CREATING 
A NEW ACCOUNT

Student Organization: Only list 
the organization(s) that you typically 
order catering for. Do not include every 
organization you’re involved with. 
Department: Student Development



Still Can’t Find What You Need?
Contact Chartwells if you can’t find the items you’d like after 
searching through both menus OR if you are interested in 

designing a custom menu.
Chartwells - 609-652-4772

CATERED EVENT OPTIONS

PICK UP OPTIONS



Estimated Guest Count & Menu Selection
Be sure include your anticipated attendance and 
select your menu options

Dietary Restrictions
Indicate if there are any special/dietary needs, 
such as gluten free, vegan, food allergies, etc.

Review Total Cost
Make sure the total cost fits within your club 

budget, and adjust if necessary.



On-Campus Event Set Up Pick Up Order

Select a Method: Delivery/Catered Event vs. Pick Up Order
Contact Name/Phone should be the point of contact for the day of your event

Leave blank; Chartwells
will adjust and 
communicate pick up 
location as they process 
your order.



MUST INCLUDE 
Organization Name 

& Event Name 
(Ex: Please write “Literature Club Open Mic Night” 
instead of “Open Mic Night” so we know which club 

is sponsoring the event)

Review Your Order
Review all event 

information details 
and menu selection to 

ensure accuracy



Check-Out:
1) Payment Method is STUDENT DEVELOPMENT
2) Approval E-mail Address is your Student 

Development Advisor:
Shedia.Christopher@stockton.edu
Dianne.Stalling@stockton.edu
Joseph.Thompson@stockton.edu
Jeff.Wakemen@stockton.edu
Lauren.Wilson@stockton.edu

3) You will receive an e-mail with your order and 
another e-mail once it’s been approved by your 
advisor. 

mailto:Joseph.Thompson@stockton.edu


Need Assistance?
Visit the Resource Room

Talk with Your Student Development Advisor
Call Chartwells - 609-652-4772
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