NORTHWESTERN UNIVERSITY FOOD SERVICE
Parkes Hall, Room 132 - 1870 Sheridan Road - Evanston, Illinois - 60208
Phone: (847) 491-2020 - Fax: (847) 467-2225 - E-mail: food@northwestern.edu
http://www .northwestern.edu/nucuisine

DINING HALL PERMIT FOR
TABLETOP ADVERTISEMENT OR SOLICITATIONS

TYPE OF ADVERTISEMENT/PROMOTION (CHECK ONE)

[] Tabletop Advertisement (7 %2” x 3 %2") A sample of the advertisement must be submitted for approval

[] Solicitation
Contact Person: Telephone:
Email Address: Fax:

Organization:

(Note: Student groups not recognized by ASG or a university department will not be approved.)

Event or Activity Publicized:

Posting dates requested:

Locations (check all that apply):

1835 Hinman Dining Room Sargent Hall Dining Room
Allison Hall Dining Room Foster Walker Dining Room
Elder Hall Dining Room Willard Hall Dining Room

POLICY INFORMATION & SIGNATURES
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You will only be guaranteed reservation dates after the Associate Director of University Food Services has approved the
tabletop advertisement or solicitation request.

All forms must be submitted to the University Food Services Office, no later than five (5) business days prior to the start
of the requested promotion dates.

Space is reserved on a first come first serve basis and only one group may advertise using tabletop advertisements or
solicitations respectively in the dining halls at a time.

Advertisements may only be reserved for a maximum period of one week, per quarter, per event, per group.

Reservations may be made up to 6 months in advance. Contact Food Service at 847- 491-2020 to check availability.
Advertisements must be for campus events and not for commercial, religious, or political advertisements.

Alcohol related events on or off campus, or material that features endorsements by alcohol companies will not be
permitted.

All tabletop advertisements & flyers must include the sponsoring student group(s) or organization(s) name.

Tabletop advertisements must measure 7 %" x 3 '2” to be attached horizontally to one side of the dining hall napkin
holders.

A signed copy of both an approved form and your sample advertisement, by the Associate Director of University Food
Services, will be proof of your authorization to advertise with the materials for the dining room managers.

Groups are required to contact the managers of each requested dining facility to arrange tabletop advertisements and
solicitation setup.

Groups are responsible for copying and distributing their table tents if approved.

If soliciting, due to Health Department regulations, no food or drink may be sold or distributed.

A student representative of the organization or permit holder must be present throughout solicitations.

This individual and their group may advertise for the same enterprise described above in a university dining hall only if they have
the approval and signature of the person authorized to grant permission for a specific building. By signing this permit, the student
or Northwestern employee agrees to abide by the conditions described to him by the Food Services Office.

Applicant Signature: Date:

Approved by:

Associate Director of University Food Services Approval Date




