Drexel University

Student Organizations Request for Contract

THIS IS A REQUEST FORM FOR A CONTRACT; NOT THE ACTUAL CONTRACT

(To be used in hiring speakers, musicians, caterers, other performers or artists)

Student organizations are not allowed to negotiate contracts with performers or agents.
DO NOT SIGN ANY CONTRACTS WHATSOEVER WITHOUT OUR OFFICE’S CONSENT!
 - To contract with a performer/vendor/caterer please complete this form and submit to the Office of Campus Activities, in the Student Organization Resource Center (SORC) on the lower level of Creese, at least two-three weeks prior to the event.  

 - Please fill out this form completely to expedite the process effectively and efficiently.


YOUR INFORMATION:
	Sponsoring Organization:
	     
	Contact Person:
	     

	Email:
	     
	Phone#:
	     




PERFORMER INFORMATION:                                                                                                                                               
	Performer / Agent Name:
	     
	Title:
	     

	Address:
	     

	City:
	     
	State:
	     
	Zip:
	     

	Phone #:
	     
	Fax #:
	     
	Email:
	     

	


	COMPLETE ONLY if artist is being paid:

	Check Payable to:
	     
	Amount: 
	     

	Payee name must match on Contract and W9 Form

Names of members performing in group:
	     

	*** If you want the SAFAC Office to process this payment directly out of your account for the entire amount of the charge, then you MUST check this box   FORMCHECKBOX 
   Drexel Account Number to be Billed:_________________

	EVENT INFORMATION:

	Name of Event:
	     
	Date of Event:
	     

	Purpose (fundraiser, educational, social):
	 FORMDROPDOWN 


	Location of Event:
	     
	Rain Location:
	     

	Event Services Confirmation #: 
	​​​​​​​​​     

	Start Time:
	     
	End Time:
	     
	Breaks:
	     

	Type of Performance (Band, DJ, Lecture, Caterer, Novelty Act, etc) :  FORMDROPDOWN 


	**The performer will provide the 
    following equipment:
	     

	**Drexel will provide the following    

    equipment:
	     

	Are you using DUST?
	Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 


	Event attendance estimate:
	     


** Please be specific when listing what the performer and your group are providing.  Please do not list just food, list EXACTLY what you are giving/getting.  Use additional sheets of paper if necessary.  Also, see others side for important information and FAQs.
FAQs and Important Information about Completing Contracts
 

Why are Contracts necessary?
            We require contracts so performers and student organizations are aware of what is expected of each other. Contracts also serve as a ‘terms of payment’ and are submitted to Accounts Payable as proof of service.

 

When are Contracts necessary?
            Contracts are necessary ANYTIME you are bringing anyone or any service to campus.  Contracts are also necessary regardless if you are paying them or not (we want to be sure that both parties fulfill their obligation even if they are not getting paid).   Examples include: DJ’s, Restaurants, Speakers, Amusement rides/games, dance troupes, etc…


There is “one exception” to this policy, and that is if your group is bringing a speaker to campus and your group is not paying them.  Comedians, Singers, and other Performers will need to have a contract, regardless of whether or not payment is included.
 

When and why do the vendors need insurance?
            Drexel University requires a minimum $1 million insurance policy from any outside vendor/performer and a $2 million policy for inflatable rides that involve physical activity. This protects both the vendor and participants should there be an accident. Please keep this in mind when working with a vendor and make them aware of this as well. 

Note:  When working with a music (DJ/band/etc) vendor, if you use DUST, the insurance will be waived. Many of the vendors that we have worked with in the past have this insurance, so refer to our Preferred Vendor list on our website when planning your event. 
 

As a student leader, can I sign contracts for services coming to campus or for off-campus services?
            Students are not authorized to sign contracts for services on behalf of your Drexel University student organization.  Drexel University should sign all contracts and agreements for services, for both on-campus and off-campus events.  Bring all documents to the Office of Campus Activities, so a University administrator can review and sign all contractual agreements. 

 

Please also note: 
· It is recommended that you start the contract process around four (4) weeks prior to the date of the event as Requests for Contracts must be submitted a minimum of two (2) weeks prior to your event date. 

· If for some reason you need to do a contract within two weeks of your event, contact OCA (by email at askOCA@drexel.edu or by phone at 215-895-1328) immediately so we can evaluate if we can get the contract done in time. 
· You may be required to schedule a meeting with a staff member in the Office of Campus Activities. This is suggested if this is the first contract request you are doing.

· All financing for the event should be in your 17 or 71 organization account two weeks prior to the date of the event.

· An Events Services Confirmation number should be provided proving that space is reserved before contract can be processed. 

· If you are not paying your artist/vendor, there is no need to provide the Social Security/Federal Tax ID Number.

· If you are using DUST, the insurance may be waived.

· Before completing a food contract, be sure that you have worked with Sodexho and have gone through the Exception process (if your event is being held on campus). 

· If you have any questions while completing this request, please call the Office of Campus Activities at 215-895-1328
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