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Event and Meeting Services and SORC  

Arizona State University, Tempe, AZ 85287-0901   http://www.asu.edu/clubs
Phone (480) 965-3406

FAX (480) 965-5834

1.  VENDOR REGISTRATION:  Arizona Board of Regents Policy 5-107 states: “Solicitors, salespersons, and vendors are prohibited from conducting their business on the campus of any institution except under contract with the University.”  All vendors wishing to sell or solicit on the Tempe campus of Arizona State University in the zones facilitated by the Memorial Union (MU) as part of a vendor booking or as part of an event on one of the larger spaces must register with the Event and Meeting Services office in the MU.

2. STUDENT ORGANIZATION SPONSORSHIP:  
Student Organizations may contact vendors they would like to bring to campus and give them a list of the required documents.  AFTER insurance and tax forms are on file with Event & Meeting Services (EMS), the student organization may complete a vendor agreement and mall space request on behalf of the vendor.   

· Each vendor will be allowed 10 days per semester per student organization
· Each student organization is permitted 10 days of vendor sponsorship per semester

· Associated Students of Arizona State University Undergraduate Student Government passed a resolution (SB 63, 2003) encouraging the Student Organization Resource Center not to approve credit card vendors.  Please keep this in mind when partnering with mall vendors.

3.COMPLETE A VENDOR AGREEMENT BEFORE BOOKING SPACE:

a. ORGANIZATIONS SHOULD NOT SIGN THE AGREEMENT UNTIL the vendor has completed their portion of the agreement, signed it, and returned it to the student organization.

b. Make a copy of the agreement to keep for the student organization/advisor file.

c. Make arrangements with the vendor to collect the minimum fee of $75 per day BEFORE the scheduled vending date to ensure payment.  

4.COMPLETE AN OUTDOOR EVENT & SALES AREA REQUEST FORM:  List the proposed date(s) and indicate your vending activity.  Each student organization is permitted ten (10) days of vendor sponsorship per semester.
5.SUBMIT the 1) Outdoor Request Form and 2) Signed Vendor Agreement to: Event & Meeting Services, Room 182 of the Memorial Union (next to the Information Desk) at least one (1) week prior to the event.
6.PICK-UP YOUR CONFIRMATION SHEET from Event & Meeting Services prior to your event.  
7.FOLLOW ALL MALL VENDOR POLICIES.  

· Vendor spaces are clearly marked 10’ x 15’ spaces in designated areas.  

· Vehicles cannot park in the vendor spaces.  If vendors must drive on the mall to drop off goods, ASU Parking (480-965-6209) will need to be contacted for a mall access permit.  Vehicles must unload before 7:30am and remain off the common mall areas until 3:00pm.

· Vendors must supply their own tables, chairs, tents and any other equipment.
· Student organizations should check-in with the vendor throughout the day and display banners/signs identifying the sponsoring organization.
�





REQUIRED DOCUMENTS AND FEES FROM VENDOR


The following must be submitted to the Event & Meeting Services office, ASU, PO Box 870901, Tempe, AZ 85287-0901 or Fax (480) 965-5834


1.   City of Tempe Privilege License   (If selling items.  To obtain a license, call 480.350-2955 for information.)


State of Arizona Sales Tax License  (If selling items.  Call 602-542-4576 for information, or visit the State’s office at 1600 W. Monroe in Phoenix or on the web at � HYPERLINK "http://www.aztaxes.com" ��www.aztaxes.com�.)


Proof of Insurance   A certificate of insurance including endorsement displaying appropriate insurance coverage as described in the required Insurance Indemnification form available online at � HYPERLINK "http://www.asu.edu/clubs" ��www.asu.edu/clubs� under “Mall and Vendor Information.”  Contractor/vendor shall indemnify, defend, save and hold harmless the “State of Arizona, Arizona Board of Regents, Arizona State University shall be named as additional insureds with respect to liability arising out of insureds activity or event by or at Arizona State University or any location leased by, licensed by or within control of ASU.”





4.   Fees to become a Registered Vendor:


Vendors:							$100.00 per semester


Non-Profits							$ 50.00 per semester


Tour Groups/Traveling Displays				$300.00 per event


Daily Fees


Welcome week and first two weeks of each semester	$200 per day


All other dates						$75 per day minimum














Welcome Week and First two weeks of Fall	$200.00 per day














 STUDENT CLUB VENDOR CHECKLIST CHECKLIST











