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External Vendor Agreement

1.
It is the goal of the Memorial Union to have one vendor per day unless approved by the Event Planning Office.  Vendors must disclose all items being sold in advance.  Final approval for all items to be sold will be made by the Event Planner of the Memorial Student Union.  Vendors are limited to 15 reservations per semester.  
2.
The vendor agrees to pay the greater of $30 per table or 15% of gross sales per day for rental space.  This policy will be strictly enforced.  

3.
Cancellation Policy:  The vendor may cancel a reservation five (5) business days prior to the event.  If the vendor fails to cancel within this time period, the vendor will be assessed the full fee of the reservation.  However, it does not apply in situations considered to be acts of God (hurricane, tornado, flood etc.).

4.
The fee is to be made payable to Texas A&M University-Kingsville and should be mailed to:




Event Planning Coordinator




Memorial Student Union




MSC 133



700 University Blvd.




Kingsville, TX 78363

5.
All vendors must report to the campus police to acquire a visitor’s parking permit.  The university is not responsible for validation or reimbursement of parking fees, tickets, towing or damages to personal property or vehicles.  Parking is available in parking lot behind Memorial Student Union.  Parking is not permitted in the loading area of the Memorial Student Union.
6.
The vendor must furnish the customer a Guarantee of Goods.  A sign must be posted identifying the company name and contact information.  A receipt must be available upon request that will include:  the date, description of good to be sold, unit price, and a contact phone number for the customer’s future reference.

7.
All sales take place from 8:00 a.m. to 5:00 p.m. inclusive of set-up and tear down in the pre-designated areas of the Memorial Student Union.  You are required to remain behind your table when soliciting.  The Memorial Union will provide one 3’x 6’ table and two chairs.  Other items and services may be requested at additional cost.  

8.
The vendor is responsible for administration of Texas Sales Tax.  

9.
All vendors of goods and services shall be required, during any period when they or their agents or employees are present at the university, to adhere to a standard of conduct, including verbal acts or conduct that constitute harassment of any person by reason of such person’s race creed, religion, color, sex, sexual orientation, age disability, veteran status, marital status or national origin.

10.
The vendor must adhere to all University, city, county, state and federal regulations.

11.
Sales or solicitation which interferes with the normal conduct of University business, are prohibited.  Vendors must remain behind the table when soliciting.  If a vendor aggressively solicits, i.e. (walks up to individuals, shouts from across the table, throws items at individuals passing by) they are reminded of the 

policy and if the activity continues the vendor will be asked to leave the premises.  The University reserves the right to regulate the time, manner and place of all sales and solicitation. 
12.
Credit Card Vendor Policies and Procedures:


a.
No credit card vendors will be scheduled during the first or last week of the semester.  

b.
Credit Card vendors must furnish printed material to inform the consumer of the potential hazards of credit card abuse.  A copy of this material will be sent with payment and signed Agreement to the Memorial Student Union’s Event Planning Office.

c.
Solicitations which interfere with the normal conduct of university business will not be permitted.  You are to remain behind your table while soliciting.  If a vendor aggressively solicits, i.e. (walks up to individuals, shouts from across the table, throws items at individuals passing by) they are reminded of the policy.  If the activity continues the vendors will be asked to leave the premises.  

d.
Credit card vendors may have their reservations terminated without refund or other recourse due to sufficient complaints about conduct, misrepresentation or misleading information of any representatives.

e.
No vendors may require students to sign an agreement to receive a premium/gift.

13.
The vendor shall provide the Event Planning Office with a brief history of the company to be placed on file.  This document shall be on the company’s letterhead and submitted to the Event Planning Office along with this signed agreement.  The vendor is required to submit this document only once a year.

14.
If the vendor has a delinquent account, the vendor will not be permitted to solicit in this facility until the account has been settled.  Delays in payment will negatively impact the opportunity to use the space in the future.

*** If for any reason the contact information you have given is invalid and the Event Planning Office cannot contact you, then the Event Planning Office reserves the right to cancel the vendor’s reservation and forfeit your monies.

Signing this document means you have read, understand and will abide by the guidelines stated above.

Signature of Company Representative



Memorial Student Union Representative

Company Name






Address





Phone



Fax



Email Address




Description of items to be sold:










How did you hear about this facility?









Date(s) assigned:






Total Due:





