
 
 

 
 

 

 
 
     
 
Contract Instructions for Vendors/Performers 
*Contracts are time sensitive documents. They must be completed and turned in  20 days prior to the event* 
 

• Please print out the PDF Contract the Student Organization provided for you.  
o Page 1: First paragraph will list your information the Student 

Organization has provided to us. Please ensure this is correct. 
o Page 5: Hand-Sign, with pen, your signature on the “By” line. Complete 

the other “Performer” information under signature. 
▪ A digital signature will not be accepted 

o Page 6: Please read through the information about the event. Check to 
make sure the Student Organization has included the correct times and 
set-up as needed. The Vendor information must match the “name of 
insured” listed on the COI (see below). 

o Scan/email/send the full contract (all pages included) back to the 
Student Organization. 

• A Certificate of Insurance (COI) is also required to accompany a contract. It is 
the vendor’s responsibility to secure a valid COI from their insurance company. 
Please see the sample below for reference and ensure all highlighted areas are 
present and correct amounts included. COIs will not need the Umbrella piece 
unless specifically requested by our Office. 

 


