UNIVERSITY TABLING PROCEDURE
Updated 7/1/2011

I. Procedure Statement:  Because Towson University represents a population of more than 25,000 students, faculty and staff, many opportunities exist for promotion of services and goods, presentation of ideas, as well as sale of merchandise to a diverse and captive audience.  This policy is intended to serve in the best interest of the University by providing guidance concerning tabling on the Towson University Campus.
II. Reason for Procedure:  The purpose of this document is to provide guidance concerning placement and use of resource tables, to ensure uniform access and to ensure that the limited space available is utilized in the best interest of Towson University while avoiding damage to local businesses in the Towson area.  
III. Definitions:
A. Tabling- Use of a table for the purpose of distribution of information, promotion of events, employment recruitment, fundraising activities, sale of merchandise, and registration for activities and events.

B. Vendor- An individual or group whose purpose is to distribute information, promote events, recruit for employment, raise funds, sell merchandise or perform registration for activities and events.

C. Off-Campus Vendor- Refers to businesses, organizations, groups or individuals not pertaining to or endorsed by Towson University.

D. Student Organization- A student organization which is registered with the Office of Student Activities.

E. Academic or Administrative Department- A budgeted Towson University academic or administrative department.

F. Academic or Administrative Officer-Dean, Department Chair, Vice President, AVP or their designee for a respective building.
IV. Responsible Department:

University Union
V. Entities Affected by this Policy:  All Towson University student organizations, departments, faculty/staff, and non-university vendors requesting a tabling opportunity in or about the University Union or under the Lecture Hall HH Speaker’s Circle, The Beach and Freedom Square.
VI. Procedures

Guidelines for Tabling:

A. Persons, groups and organizations that are not considered members of Towson University student organizations or academic or administrative departments who wish to distribute materials, offer product samples or make verbal presentations are governed by the “University Policy on Free Speech, Public Assembly and Distribution of Literature for Off-Campus Vendors and Groups.”

B. Individual members of the University community that desire to sell or promote products or services for individual gain will be considered as an Off-Campus Vendor.

C. Student organizations must deposit funds collected to the Auxiliary Services Business Office within one hour of the closing of the tabling event.

D. Student Organizations and university departments may not reserve a table with the intent of avoiding payment for the space by the vendor even if the vendor is part of a fundraising effort by the organization or department. 
E. Solicitation related to credit card services is strictly prohibited on the Towson University campus.

F. Solicitation, promotion or advertising of any alcohol or tobacco product and/or promoting the same at an event are strictly prohibited on the Towson University campus.

G. No solicitations shall interfere or conflict with the mission or policies of Towson University or the University System of Maryland.
H. Tabling is not permitted during the first two weeks of the fall and spring semesters or student organizations during finals. Any tabling during these time must be authorized by Campus Life in addition to the appropriate building Academic or Administrative Officer and is limited to information related to the student’s university experience.
I. Table requests are reserved on a “first-come, first-serve” basis.

J. All solicitation including displays or signage must be confined to appropriate table and/or a 6 foot x 6 foot area including the table.  Solicitation must occur from behind the table.  Small tents (up to 10’ x 10’) may be permitted at designated outside locations.  Any activity that occurs outside of the 6 foot x 6 foot area or permitted tended area will be considered an event and require an event contract.

K. Door to door solicitation on campus is prohibited for any reason.

L. Advertisements, posters, or information pertaining to the vendor’s program or event must be attached to the vendor’s table.  Materials cannot be placed on walls, doors, glass surfaces or other building surfaces/fixtures.  All materials must be removed at the end of tabling period by the vendor and the area must be returned to pre-use condition.

M. Items offered by outside groups or individuals must not conflict with items sold by the University Store, Dining Services or other items offered through exclusive contracts with Towson University unless approved by the same.

N. Vendors are responsible to maintain and operate their own equipment (including the usage of appropriate extension cords) in a safe manner.

O. Vendors and other table users are not permitted to move or relocate tables.  Tables have been placed to ensure maximum traffic flow and compliance of fire regulations.

P. Off-campus vendors will be charged an administrative fee for use of a table. The fee will be based on whether they are distributing information or selling merchandise or services.  A contract must be signed with the university.
Q. A representative must be present at the table at all times whenever there is product or materials located on or about the table.  The vendor is responsible to take all trash and materials with them upon their departure.  Any excessive housekeeping and trash removal costs will be the responsibility of the vendor.

R. All vendors are responsible for violations of the above policies. Violations may result in immediate loss of tabling privileges.

Procedures regarding location and tabling use:
A. University Union:  There is a limited number of resource tables located in the lobbies of the University Union. The scheduling of tables is through the University Union Information Desk located on the second floor.

1. First Floor Lobby:

a. There are two (2) tables located outside of PAWS Lounge and one (1) outside of the Auxiliary Services Business Office.

b. The table outside of the Auxiliary Business Office is reserved strictly for student organizations.  The two (2) tables outside of PAWS may be reserved by student organizations, university departments as well as off-campus vendors.  These tables may be used to pass out information or offer merchandise for sale to Towson University students, faculty and staff.

c. Use of tables in front of the University Store and scheduling of same is done through the University Store.

2. Second Floor Lobby:

a. Six (6) tables are available on the second floor lobby; three (3) are located in foyer of Susquehanna Dining Room I and three (3) are in the lobby area directly outside of Susquehanna Dining Room I.
b. These tables are to be used primarily by Towson University student organizations and departments to offer information directed to Towson University students, including university services, student organizations, events promotion, employment opportunities, etc.

c. The sale of items or services is not permitted on the second floor unless approved by the AVP of Student Life or Director of Event & Conference Services.

3. Third Floor Lobby:

a. Tables permitted on the third floor lobby must be related to an event occurring on the University Union third floor.

B. Outside Permitted Table Locations:

1. Under Lecture Hall:

a. Two (2) tables will be available for use under the Lecture Hall.

b. These tables are to be used as information tables and are for exclusive use by Towson University student organizations and academic/administrative departments.

c. Student organizations may sell items of fundraising variety under the Lecture Hall.

d. Scheduling of these tables are done through the Event & Conference Services-Facilities Reservation Office located in University Union room 119 and may be reserved by submitting a reservations request at http://fusion.towson.edu/www/facilityreservations/
2. Glen Residence Complex Plaza:

a. Two (2) tables may be placed in front of Glen Marketplace.

b. These tables are to be used as information tables and are for exclusive use by Towson University student organizations and academic/administrative departments.

c. Scheduling and use of these tables is done through the Assistant Director for Housing and Resident Life for the Glen Complex.

3. University Union PAWS Patio:




a. Two (2) tables will be available on the PAWS Patio.

b. These tables are for use by student organizations, academic/administrative departments, and non-university groups and individuals.  These tables may be used to pass out information or offer merchandise for sale to Towson University students, faculty and staff.

e. Scheduling of these tables is done through the Event & Conference Services Reservations Office located in UU119 and may be reserved by submitting a reservations request at http://fusion.towson.edu/www/facilityreservations/
4. University Union Second Floor Patio:




a. Two (2) tables will be available on the Second Floor Patio (Susquehanna Patio).

b. These tables are for use by Towson University student organizations and academic/administrative departments.  These tables may be used to pass out information or offer merchandise for sale to Towson University students, faculty and staff.  Off-campus vendors may pass out information but not sell merchandise at this location.

f. Scheduling of these tables is done through the Event & Conference Services Reservations Office located in UU119 and may be reserved by submitting a reservations request at http://fusion.towson.edu/www/facilityreservations/
C. Administrative and Academic Buildings:  As a guideline, off-campus vendors are not permitted to distribute or solicit in administrative and academic buildings.

1. Tables may be placed in administrative and academic buildings for sharing of information relevant to tenants of the building.  All requests and scheduling of these tables must be done through the Dean, Department Chair, Vice President, AVP or their designee of the respective building.

2. Items allowable for sale must be of fundraising variety relevant to student organizations whose respective academic ties are within the building (i.e. Kappa Kappa Psi is the Music Honorary Society in the Center for the Arts).  All request and scheduling of these fundraising sales must be done through the Dean, Department Chair, Vice President or their designee of the respective building.

Table Reservations & Frequency of Use
STUDENT ORGANIZATIONS & DEPARTMENTS

· Reservations may be made by stopping by the Union Information Desk located in the second floor lobby of the Union. 

· Student Organizations may reserve a table on or after the 15th of each month for space requests for the following month. 

· Student Organizations may request two tabling events per week, one of which can be a bake sale. 
· Exceptions to the frequency standard may be made by the AVP of Student Life and the Director of Event and Conference Services.  
EXTERNAL ORGANIZATIONS

· Reservation requests should be forwarded to Karen Childs:
· kchilds@towson.edu
· 410-704-5781

· External organizations may reserve a table twice per semester. 

· The cost for a table is:

· $75/day for distributing information.
· $150/day for selling products/services or providing 
information on products or services. 

· Groups who may table at no cost:

· ROTC affiliated with TU – Maximum of 5 times per semester

· Military for recruiting purposes - Maximum of 5 times per semester

· Employers providing job opportunities (through the Career Center only) - Maximum of 2 times per semester

· Girl Scouts for cookie sales - 1 times per semester

· Religious organization (not including Campus Ministries) - 1 times per semester
· Exceptions to the frequency standard may be made by the Director of Event and Conference Services.  
