
	( Authorized to make reservation
	Reservations Manager Signature (REQUIRED)
	Date:



All University student organizations must be in good standing with the Office of Student Involvement & Leadership to be eligible to reserve table space.

Approved applications must be visibly displayed at the solicitation site.

· The total number of days of solicitation by a group or organization must not exceed 30 days per academic year.  This figure is cumulative and reflects the total of all tabling locations.  

· Solicitation Requests received by Noon will be ready for pick up by Noon the following business day.

· Requests may only be made up to 30 days in advance. 

· Requests may only be for up to two continuous weeks at a time.

· Cancellations must be received at least by 4:30 pm of the business day prior to the planned usage. Cancellations received after this time cannot be processed and will count toward the 30-day annual limit.  Any applicable charges will also be assessed. 

· Reservations will be held until 11:00 am of the scheduled date.  After that time, Campus Center management may reassign unoccupied tables.  

· Each solicitation activity is limited to one table and all activities must occur at that table only.

· Transient commercial vending and other solicitation on the Academic Podium will be limited to the available tables in the Campus Center Lobby, adjacent to the Campus Center Fountain, and those made available through the Audio-Visual Services Office (LC 15) in the Lecture Center corridor.

· Weekend and/or evening vending will not be permitted, nor will vending during the period between Commencement and start of the school year, each fall.  R. Scott Birge, Director of the Campus Center, will review requests for exception to this limitation.

· Activities occurring at these tables must comply with all applicable safety regulations.  Open flames are prohibited.

· Transient commercial activities will not be permitted to interfere with the normal functioning of the university.

· Groups may not ‘front’ a for-profit entity in exchange for income, goods or services that benefit either an individual or the organization.

· Due to health considerations, the serving of food in these areas without a permit is not an option.  Bake sales remain an option, but carry with it significant food safety liabilities. Please discuss your plans with Student Involvement & Leadership personnel to maximize compliance with health & University policies.
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Name of Organization: 												


Organization Representative Name:						 Title: 					


Email: 					 		Phone Number: 						


Please provide DETAILED description of the purpose of your tabling:


																														








Type of Distribution











Please note:


$10/day fee


for Campus Center Lobby & 


 C.C. Fountain Sales








Please submit this application for review in the Office of Student Involvement & Leadership Tabling Solicitation Drop-Box– CC 130


After this form has been authorized, you are responsible for reserving your table with the Student Involvement & Leadership Reservation Staff (CC 130) 








Free Distribution of:


Materials/Good 


Literature/ Information


Petition


Membership Information


Other:			


Donations:


Charity Name: 					


Charity Contact: 				


Funds


Goods








Sale of Goods / Services: (Please describe)


								


								


								





Vendor Partner Name:


								





Contact: 										








Requested Date_____________________ 	Requested Location_____________________


Requested Date_____________________	Requested Location_____________________ 


Requested Date_____________________	Requested Location_____________________


Requested Date_____________________	Requested Location_____________________ 


Requested Date_____________________	Requested Location_____________________ 


Requested Date_____________________	Requested Location_____________________


Requested Date_____________________	Requested Location_____________________











- FOR OFFICE USE ONLY -





Confirmed Date _____________________	                          Confirmed Location _____________________


Confirmed Date _____________________	                          Confirmed Location _____________________


Confirmed Date _____________________	                          Confirmed Location _____________________�Confirmed Date _____________________	                          Confirmed Location _____________________


Confirmed Date _____________________	                          Confirmed Location _____________________


Confirmed Date _____________________	                          Confirmed Location _____________________


Confirmed Date _____________________	                          Confirmed Location _____________________ 








( A copy of the approved application must be visibly displayed @ the solicitation site


( Term usage is limited to no more than 2 consecutive weeks or 30 days total for an academic year


( All solicitations shall be conducted by units / organizations recognized by the University @ Albany
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Date Application Received: 





TABLING APPLICATION











