Bowie State University’s  
 Homecoming Vendor Information 
Saturday, October 19, 2024
Thank you for your interest in being a vendor for the 2024 Bowie State University Homecoming! Bowie State University is committed to ensuring the health and safety of our guests, students, faculty, and staff. Standard protocols for infectious illness will be followed but is subject to change based on CDC guidelines.  Please keep in mind that if the circumstances should force us to make changes to the process and/or cancel vending, you will be immediately notified. If you or your staff are experiencing any type of sickness, we ask that you do not come to campus.
Please complete the enclosed form and return it with your payment and insurance certificate no later than Friday, October 11, 2024 by 5:00 p.m. (no exceptions). 
All vendors will be required to have an insurance certificate (see details attached).  
 There will be two locations which are Holmes Quad for $200.00 (outside) & Student Center $250.00 (inside).  
After receiving your payment and completed registration form, you will receive a phone call to the number listed on your registration form to inform you of your status.  Your receipt for payment will be included in your onsite registration packet on Homecoming day.  Everyone must check-in directly at the Student Center 1st floor lobby before you set up your assigned vending space. 
NOTE: We are anticipating a variety of vendors, so there may be vendors who will be selling the same items as yours.  
· All vendors must provide your own tables and chairs.  You are allowed to provide your own tent (approval needed for any tent larger than a 10 X 10 pop up)
· Due to space restrictions, all vendors are limited to four tables/outside area & two tables inside area per permit. 
· You must remain in your requested/assigned space.
· No one is allowed to solicit around campus.

· Permits are non-transferable. Once you are set-up, you must visibly display your permit. To be in compliance, the permit must remain in place at all times to prevent from being requested to leave the campus.
· Upon arrival, all vendors must check-in between 8:30 am. – 9:00 a.m. (1st floor lobby of the Student Center).
· All vendors must have their items unloaded by 11:00 a.m., please remember to bring your equipment (cart, dolly, etc.) to set up and remove your items.
· Vending hours are from 11:00 a.m. until 7:00 p.m.
· No vehicles are allowed on campus greens or sidewalks.  Outside vendors can park in Lot “Q” and the grass area behind Alex Haley Residence Hall. (See campus map). Inside vendors can park in Lots “N” & “O”. However, you are not limited to park in either lots.
· You must properly dispose of all boxes and bulk trash in the dumpsters or take it with you.
· No vendors are allowed to use Bowie State University licensed materials (University Mascot or bulldog), logos, seal, etc.) on any merchandise being displayed, sold or distributed without approval.  Please contact Ms. Jatina Cooke-Gunn (301-860-3793) in the Auxiliary Services Department for licensing information and approval Monday – Friday from 9:00 a.m. until 4:00 p.m. no later than Friday, October 4, 2024.  You will have to complete a licensing registration form, show all products requesting approval and pay the application fee of $250.00 (cost does not include vendor space fee and you must also complete a vendor registration form).
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· Vending space assignments are based on needs and/or space location; however, Bowie State University reserves the right to re-assign space.

· No vendor is allowed to distribute or sell items that are offered by the University Bookstore. Depending on your items, you may need to receive permission from our Bookstore Manager. You will have to provide pictures and/or show samples in person.

· Payment Options:  Cash, Check, Money Order or Visa/Master card.
Campus Entry

It is important that you have everything that is needed for your space. If you have to leave and return to campus, it might be a major delay getting back on campus and finding a parking space.  You are responsible for your items and must have staff present at all times.
If the University decides to require a pass to enter campus, you will be notified via phone on how to retrieve the pass once your registration is completed.
Vendors/items that are prohibited due to University contracts or rules:

· Including, but not limited to food/drink products/services (except pre-approved vendors), alcoholic products, tobacco/vaping products, credit card products/services, black market items (tapes, clothes, music, etc.), combustible items, firearms/weapons or any unapproved Bowie State University material and/or logo’s.
Face Mask
Currently face mask can be worn at your discretion, we ask that everyone respect the decision of others.  
Keeping Sanitized
· It is recommended that you bring items to sanitize your area throughout the day.

· If possible, prepare to do credit card tranactions instead of cash.

· If you have a tent, limit the amount of people at one time.

· Continue to wipe down your sample items.
Cancellation:

Vendor’s fees are non-refundable and non-transferable.
Disclaimer: 
Please note that any procedures, policies or requirements mentioned in this document are subject to change.
If you have any questions or concerns, you may contact Karen Tyler at 301/860-3814 or ktyler@bowiestate.edu.
Thank you for supporting Bowie State University.
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CAMPUS VENDING REGISTRATION FORM
2024 HOMECOMING
Completed form, payment & insurance due by: Friday, October 11, 2024
Disclaimer: Please note that any procedures, policies or requirements mentioned in this document are subject to change.
Company Name:        











Contact Person:











On-Site Person:











If name is different from the contact, please inform them of the process and guidelines
Address:
           











City, State, Zip:











Telephone No.:











Email Address:











Please list all items being sold, because they all must be approved: 




_____


_______________________________________________ _ ______
_________________________________________________________________________ 
______
_________________________________________________________________________ 

______
_________________________________________________________________________ 

______
_________________________________________________________________________ 

______
_________________________________________________________________________ 

______
_________________________________________________________________________ 
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INSURANCE CERTIFICATE ATTACHED: Yes  (INSURANCE CERTIFICATE IS MANDATORY) If no, then you must send it by the deadline date (Friday, October 11th).  
 No 
Payment enclosed _______
Payment will be sent by due date _______ (October 11th)
I have enclosed a ___*Check___ Money Order___ *Cash/must be paid in person (see Ms. Tyler)

Card Type _____Visa   _____Master Credit Card #__________________________ Exp.___/___
Credit card billing zip code:_____________________________

I authorize Bowie State University to charge my credit card in the amount of $_________________
Print Name:_______________________________ Signature:______________________________

(list name as it appears on the card)

CANCELLATION: Vendor’s fees are non-refundable and non-transferable

*Make checks and money orders payable to Bowie State University. In person payments must be received by the deadline date (10/11/24, 3:00 p.m.)

NOTE: If the University is forced to cancel vending, then you will be reimbursed via a check regardless of how you made payment.  All refund payments come to you via the address given on the registration form unless you provide in writing a different address to be used to process the refund.  Refunds are prepared and sent to you from the State of Maryland Central Office and it could take up to 4 weeks.
Would you like to be invited to future events: _____ Yes
_____ No

Would you like your information to be forwarded to other clients and/or University inquires: _____ Yes
_____ No

Return the completed form to: Bowie State University, Attn: Ms. Karen Tyler, Student Center, Room 3008, 14000 Jericho Park Rd, Bowie, MD, 20715 or ktyler@bowiestate.edu  Due to the delay with the U.S. Postal Services it is not recommended to mail your information but if you do, please allow ten business days.  Any request received after the deadline date will be denied and if a payment is enclosed we will immediately return it. We strongly encourage you to send your completed two (2) page form electronically and then confirm with Ms. Tyler that it has been received.
**************************************************************************************
Office use: Bookstore approval (if applicable) ________________________________________
Any Limitations: No___ Yes___     _________________________________________________

______________________________________________________________________________
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Insurance Information

1. All vendors are required to show proof of insurance by presenting an insurance certificate that carries a minimum coverage of $1,000,000.00 in bodily injury and a minimum coverage of $1,000,000.00 in property loss.  

2. The policy must carry the name Bowie State University as additional insured.  

3. In the description section of the certificate, it must show the following: 2024 Homecoming Vendor, list what you will be selling & date of event (October 19, 2024). 

4. Maryland State agencies covered by the State of Maryland’s liability protection must obtain a certificate from the State’s Risk Manager verifying that the specific agency is covered by the State’s policy.

5. Prince George’s County agencies covered by the County’s liability protection must obtain a certificate from the County’s Risk Manager verifying that the specific agency is covered by the County’s policy.

· The insurance certificate is mandatory for all vendors.    
· See attached for an example.
Disclaimer: Any procedures, policies or requirements mentioned in this document are subject to change.
