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TULIP Procedures


TULIP Program instructions for purchasing special events, tenant user, and sports camps/clinics on the campus of Northern Arizona University

To obtain a quote and have it emailed to the tenant user to purchase, please do the following:

1.) Fill out the “TULIP Event Information Form” on the following pages and email the completed form to: 
Nau-insurance@nau.edu

Once this form is received, Insurance and Claims Services will review the form for accuracy or to determine if the event will qualify for a TULIP policy, if it does qualify, Insurance and Claims Services will provide the information to the new TULIP/URMIA carrier. The quote will be generated and an “Invitation Code” will be emailed directly to the vendor/speaker that will be purchasing the TULIP policy. The “Invitation Code” email will have a link to the TULIP website and will pull up the quote as well as instructions that the vendor/speaker will use in order to purchase the TULIP policy (under special circumstances approved by Insurance and Claims Services). Once the policy has been purchased, the policy will be emailed to Insurance and Claims Services and the vendor. 
[bookmark: _GoBack]

If you have any questions about the process or quote, please contact NAU Insurance and Claims Services at (928) 523-2009.
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Event Information Form
**Please fill this form out completely and accurately**

Event Information:
1.) Name of Event__________________________________________________
2.) Date (s) of Event:________________________________________________
3.) Location:________________________________________________________
4.) Start Time-Finish Time:___________________________________________
5.) Event Set Up/Take Down time:_____________________________________







Performer/Speaker/Group Information:

1.) Name:__________________________________________________________
2.) Address: (Street, City, State, Zip)______________________________________
________________________________________________________________
3.) Phone:__________________________________________________________
4.) Fed Tax ID or SS#_________________________________________________
5.) Email address(es) to forward invitation/quote to purchase TULIP Policy:__________________________________________








Description of Event: (Attach additional page if needed-be as descriptive as possible)
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________







Additional Information
Y___N___	Will Minors attend/be involved?			

Y___N___	Will this event be open to the public?		

Y___N___	Will there be food served?				

If yes, who will provide food?__________________ Were waivers signed? Y___N___

Y___N___	Will the speaker/performer sell merchandise?	

Estimated Number of Attendees:____________________

Y___N___	Does speaker/performer have Insurance?	

How will speaker/ performer arrive on campus? (Personal vehicle, rental car, chartered bus)________________________

Y___N___	Does the speaker/performer have paid staff/employees in attendance? 	

Compensation amount$____________

Additional amounts being paid$______________

Department sponsoring event:___________________

Department representative:______________________

Department representative contact information:___________________________
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