
SALES & SOLICITATIONS 
ON CAMPUS ONLY  

 

The following information is being sent out to the campus community as a reminder of MSOE policies 
governing private business, sales & soliciting. In order to protect the interests of those being solicited and to 
provide validity to the seller, we are sending out this reminder on campus solicitations. 

 
Private Business, Sales & Soliciting: Throughout the year, you may find yourselves approached by various 

student organizations, athletic teams, sororities, fraternities or even non-campus groups (Girl Scouts, summer youth 
baseball leagues, etc) to help out with their fundraising efforts. These efforts could include, but are not limited to, the 
selling of candy bars, raffle tickets, bake sale, meals, car washes, and lots more. 

 
1) MSOE's Policy on Private Business, Sales and Soliciting as outlined in the current MSOE Whole Student Life 
Handbook reads as follows: 

 

No form of selling, soliciting or private business is permitted on campus without specific prior written 
permission by a Student Life Office professional staff member.  Submit requests to studentlife@msoe.edu. Student 
organizations or outside groups must obtain an "authorization pass" that must be clearly displayed on their tables 
and/or carried with them when not at a specific location. Failure to do so will result in the group being asked to vacate 
the area or cease their actions. [Anyone suspicious of solicitors (authorized or unauthorized) on campus should notify 
Public Safety (277-7169) immediately.] Concerns for the property of students, general building security, and the 
protection of property and safety of students, staff, & faculty have led to the development of stringent regulations 
about selling and soliciting in the campus buildings (including the residence halls). Solicitors are not allowed under 
any circumstances to canvass in the residence halls or campus buildings, and never from room to room, office to 
office, or department to department. Anyone suspicious of solicitors in the campus buildings should notify Public 
Safety (277-7159) immediately. Solicitors operating in the campus buildings are considered trespassers and are 
subject to arrest and prosecution. 

 
2) How to Make a Sale or Solicitation Request? 
Send an email to studentlife@msoe.edu requesting permission to have a sale or to solicit on campus. 

 

This request should include the following information: 
Name of Group: 
Date(s) of Sale/Solicitation: 
Description of Sale or Solicitation: (including prices, sale procedures, stand-alone sale) 
How this Activity will be promoted: 
Location of Sale/Solicitation: 
Contact Name, Email and Phone: 
Note: this should be done prior to the creation of flyers, emails or promotional materials regarding your sale or 
solicitation. 

 
3) What Happens Next? 
A) The requestor on behalf of the organization will receive an email message back from Student Activities indicating 
that: 
1) approval has been granted, 
2) asking for more information, or 
3) request has been denied. 

 

A sample approval email is listed below and will be sent to the following campus departments: Public Safety, 
Facilities, Student Life, Residence Halls, and Housekeeping. 

 
B) The requestor should stop by Student Life Office to pick up an "authorization pass" to be clearly displayed 
and/or forward email approval to its membership/sellers for them to print out and carry with them. 

 

C) The requestor may now begin promoting their sale or solicitation through emails, flyers, table tents, etc. 

mailto:studentlife@msoe.edu


SAMPLE APPROVAL EMAIL RESPONSE FROM STUDENT ACTIVITIES 

      IS APPROVED FOR A  THROUGH    
 

Hi: 
 

Per your request you are now authorized to solicit/fundraise on the Milwaukee School of Engineering (MSOE) campus. 

 
1) Standing Sales/Solicit Permit: please stop by the Student Life Office and pick up a permit(s) that should be displayed near any standing 
sales/solicitation areas. Please print out a copy of this email and bring it with you so that a member of Student Life can complete the permit for you. 
This is only necessary if you are having a standing booth. 

 
2) NO Sales/Solicitation in Residence Halls: please note that any sales/solicitation within the residence halls must abide by residence hall 
policies. Organizations are NOT allowed to solicit door to door in the residence halls at any time. You will want to contact living@msoe.edu for 
specific guidelines or for additional approval to sell within the non-residential living areas of the halls. 

 

3) NO Door to Door Solicitation in Campus Buildings: please note that any sales/solicitation within the campus buildings must abide by campus 
policies. Organizations are NOT allowed to solicit door to door, department to department, office to office at any time. Groups can email and if they 
are invited to visit an office to collect a donation, that is acceptable. Random or uninvited visits for the purpose of solicitation a sale is NOT 
acceptable. 

 

4) Carrying Copy of Email Authorization: in addition, if your fundraiser/solicitation includes different areas around campus, please circulate this 
email to your members (if applicable), who should carry a copy of this email authorization with them when at those locations, or be able to forward it 
on to those seeking verification of authorization. You should keep this email until the conclusion of your fundraiser/solicitation as written permission 
from Student Life. This applies to standing booths in other buildings or when you have been invited to pick-up a donation. 

 
5) Extended Solicitation Dates: if your fundraiser/solicitation extends beyond the dates you requested, please email me with such a request. 

 

6) Conclusion of Solicitation: if your sale is for an extended period of time, upon the conclusion of said sale, your organization should send an 
email to studentlife@msoe.edu indicating that the sale is over. 

 


