SHORT TERM VENDING PROCEDURES

IMPORTANT PLEASE NOTE: This application process must be completed

Ten (10) working days prior to your requested activity date.

STEP 1

Faculty Advisor

All organizations must obtain their faculty advisor’s approval of the planned activity.

STEP 2    Office of Student Activities




Room 117 Blackburn Center Main Campus  202.806.7000


All student organizations must receive an approval signature by an administrator in the Office of Student Activities, 

STEP 3

Central Scheduling & Information Office




Room 134 Blackburn Center, Main Campus  202.806.5979
You will receive a tentative date and location for your activity.

STEP 4

Trademark Licensing and Vending Office

 
 

Howard University Service Center 2244 10th Street, NW  Room 401, NW   202.806.2414
To assure receipt of a permit- call to schedule an appointment to meet and review vending/fundraising requirements. At that time, approved organizations will be issued a Short Term Vending Permit. 

Your approved/not approved vending status will be forwarded to the Central Scheduling & Information Office.

STEP 4

Central Scheduling & Information Office
 Central Scheduling will confirmation your vending dates and location.  In the event the dates and locations are not confirmed the Short Term Vending Permit will be revoked
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