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Definitions 
 
Bursar’s Office 
All Swap Meet transactions take place in the Campus accounting office. The 
hours are: 

Monday – Thursday 8:30 am – 4:00 pm 
Friday 8:30 am – 11:00 am 
Saturday & Sunday 7:00 am – 9:00 am 

 
Chargeback 
A chargeback occurs when a cardholder disputes a transaction with their credit 
card issuer, resulting in a reversal of payment from the merchant’s account 
 
Compliance Officer 
OCC Campus Public Safety employees responsible for ensuring that vendors 
comply with Swap Meet policies and procedures.  
 
Contract Agreement 
The agreement between the Enterprise and all vendors (daily and monthly) 
that describes the roles, responsibilities, and liabilities of all parties.  
 
Counterfeit Goods 
Representatives from various industries work to control the sale of their goods. 
Counterfeit items are common and difficult to distinguish. An item may look like 
“the real thing,” but the price is much lower than customers would pay in a 
normal store.  
 
Daily Vendors 
A daily vendor may be either a casual or regular vendor who buys a space on a 
week-by-week basis. The daily vendors are not assigned a permanent space.  

 
 
Director 
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Director of College and Community Services oversees the Swap Meet. The 
Director is responsible for implementing the business plan and vision of the 
Swap Meet as mandated by the Enterprise Corporation.  

Enterprise Corporation 
This is the limited liability corporation that owns the OCC Swap Meet. Its Board 
of Directors has governing oversight of the Swap Meet. 
 

Grandfathered Vendors  
Some vendors are long time vendors who were selling items prior to changes to 
Swap Meet regulations. They are allowed to continue selling merchandise that 
the OCC Swap Meet no longer accepts. Their spaces are not transferable once 
they decide not to sell anymore. Examples: Birds. 
 

Handcrafted Items 
Handcrafted/homemade items that comply with the contractual guidelines are 
acceptable year-round. Example: handmade pillows, ceramics that were made 
by the vendor, etc. Items assembled by the vendor cannot be considered 
“homemade.” 
 
Lottery 
The process by which the Sunday “at-the-door” and spaces are sold. These 
include the sale of the “no show” spaces. (Note: Saturday spaces typically do 
not sell out, and therefore a lottery is not currently needed for Saturday “at the 
door” spaces.) 

Manager 
Under the general supervision of the Director, this person is responsible for 
daily operations at the OCC Swap Meet including leading the work of the Swap 
Meet staff, supervisors, and Campus Public Safety employees.  
*During vacancy duties are assigned to the Director and the Swap Meet 
Committee. 
 
Monthly Vendors 
Monthly Vendors are assigned a permanent space and pay one month in 
advance to retain that space. Monthly vendors are accepted and assigned 
spaces through an application process.  
New Merchandise 
Any item or unit that has not been previously owned or used is considered new.  
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Examples: 
●​ Irregular, seconds, or damaged merchandise​  
●​ Refurbished items​ ​ ​  
●​ Returned items​ ​ ​  
●​ Surplus  
●​ Plants/flowers 

 
No-Show Spaces 
When a vendor does not show up to sell, these “no show” spaces are available 
for resale on the morning of the Swap Meet.  
 
Parking 
Parking is free for patrons of the Swap Meet and available in all campus parking 
lots. Swap Meet vendors receive one parking space with their sales space, 
located directly behind their sales space. Vendors must park their vehicle in the 
designated parking space.  
 
Professional Expert Lead 
Daily operation lead staff who report to the manager and are responsible for 
morning set-up, afternoon break down, and scheduling walk-throughs.  

Resale Permit  
The California Department of Tax and Fee Administration requires any vendor 
who has an inventory of items, whether new, used, or handcrafted, and sells 
more than twice in a calendar year to obtain a Resale Permit. Sales tax owed to 
the state is tracked through this permit.  

Risk Services  
Risk Management supports the District and our colleges in mitigating its 
financial, operational, and reputational risks. Working collaboratively with all 
campus departments, Risk Management evaluates and addresses potential risk 
exposures, manages claims, and administers the District’s workers’ 
compensation, property & liability, and other insurance programs. 
 
Swap Meet Committee 
A group of Swap Meet, Bursar’s office, and Campus Safety staff and 
management who meet weekly to discuss Swap Meet processes, procedures, 
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incidents, and related matters. This committee aims to uphold process control, 
equity, and transparency through shared governance in Swap Meet operations. 
 
Traffic Control 
OCC Swap Meet and Campus Public Safety employees that work together to 
control traffic flow in the parking lots and on the surrounding city streets.  

Used Merchandise 
Any item or unit that has been previously owned and/or utilized is considered 
used merchandise.  

Example:  
●​ Garage or rummage sale items 
●​ Previously used items re-packaged as new 
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Ethics 

Vendors are expected to comply with the Ethics policies and procedures of the 
Coast Community College District. Vendors are not permitted to engage in any 
transaction that can be construed as a bribe, kick-back, gift, or payment in 
exchange for any service or benefit from any OCC staff member. Such activities 
would be considered misconduct and subject to Vendor Sales Termination 
process as described within this manual. 

Policies and Procedures 
 

Vendor Information 
 

Banned Items for Sale 
 
The Enterprise Corporation aims to ensure the Swap Meet offers a wide variety 
of legal items that are of interest to the purchasing community. For that 
purpose, items may intermittently be placed on restriction to help balance the 
environment of the swap meet. Additionally, there are items that are 
permanently banned as per the Swap Meet contract. The contract follows all 
state, county, and city rules and regulations governing swap meets and general 
business practices as it applies to restricting items for sale. 
 
Buying a Space – Daily Vendors only 
 
Advance Sales 
 
Spaces may be purchased up to one month in advance.  
A lottery is held every month when the following month’s spaces go on sale. 
Lottery dates are posted in the Bursar’s office and online at 
https://orangecoastcollege.edu/community/swap-meet/index.html Advanced 
Sales are available for purchase in the OCC Bursar’s Office during posted 
business hours until they are sold out. 

 

Same Day Sales 
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Line up begins at the Bursar’s Office no earlier than 6:00am. Doors open for” 
at-the-door” vacant space sales at 7:00am on Saturday and Sunday. On days 
where the spaces sell out, available “no-show” spaces are sold beginning at 
8:00am. Space sales end at 9:00am. 

 
Complaint Process  

There are three ways for Swap Meet vendors and/or staff to offer suggestions, 
complaints, concerns, or recognition to Swap Meet personnel. The last two 
options are set up for anonymous reporting.  
 
Option 1: Complete a comment form in writing and turn it into the Director of 
College and Community Services. Forms are available in the Bursar’s office, the 
Swap Meet operations office, or online at: 
https://orangecoastcollege.edu/community/swap-meet/ 
 
Option 2: Anonymously by using the online form found here: 
https://www.cccd.edu/departments/chancellor/internalaudit-issues.html You 
may also visit Internal Audit in person at the District Office, by calling the 
Department at 714-438-4602, or you may submit a confidential email directly 
to InternalAudit@cccd.edu 

Option 3: Call 714-432-6881 or toll-free 1-888-622-5376 and leave a message. 
Messages will be received by the Coast Community College District Internal 
Auditor. 
 

Daily Vendors 

Daily vendors must comply with the following: 
●​ Purchase spaces in advance or on the day of, based on availability.  
●​ Present a current USA ID or passport. 
●​ Advance spaces are sold for New, Used and Handcraft items on 

Saturday and Used items only on Sunday. 
●​ Vendors selling new items who wish to purchase advance spaces for 

Sunday must also buy the Saturday preceding the chosen Sunday. 
●​ All sales are final.  
●​ No space changes may be made.  
●​ No refunds, exchanges, credits, or rain checks given.  
●​ The Swap Meet operates rain or shine.  
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●​ Limit of no more than 4 spaces per Saturday and 3 spaces on Sunday. 
●​ Buyer of the space must be the person selling items and be present in 

the space while the Swap Meet is operational. 
●​ Person driving on to campus must have a current driver’s license.  
●​ Present a Resale Permit with OCC’s address prior to the purchase of 

spaces for their third sales date in a calendar year. 
 

Daily Vendor Payments 

Daily vendors may pay via cash or credit card (AMEX not accepted). 
Credit cards must be verified with a current ID. 

●​ Chargebacks will result in the vendor being prohibited from using a 
credit card on any future swap meet purchases. 

 
Hours of Operation 
Vendors:​ ​ ​ ​ Shoppers: 
6:00 am arrival ​​ ​ ​ 8:00 am – 3:00 pm 
7:45 am set up​ ​ ​ ​ Saturdays and Sundays 
3:00 pm Swap Meet closes 
4:00 pm vendors must be vacated at this time 
 

Lottery 
A lottery is held every Sunday morning to sell all remaining available spaces 
(including “no-show” spaces). The lottery will be held as follows: 
●​ Vendors line up at the Bursar’s office no earlier than 6:30 a.m. 
●​ Three lines are formed using the criteria outlined below: 
●​ At 7am the Swap Meet Manager assigns random numbers to vendors in line 

in the following order:  
1.​ Vendors selling used items are granted priority, draw from the lottery 

first, and are sold spaces first.  
2.​ Vendors selling new items who sold the Saturday immediately prior 

draw next and are sold any spaces remaining after the vendors with 
used merchandise have purchased their spaces. 

3.​ Finally, the vendors selling new items who did not sell the Saturday 
immediately prior draw and are sold any remaining spaces. 

●​ Swap Meet staff assists vendors in lining up in the order of the numbers 
that were chosen.  

●​ Swap Meet staff does a walk through to check for “no-show” spaces.  
●​ Sales of “no-show” spaces begin at 8:00am 
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Monthly Vendors  
A vendor may gain the status of Monthly Vendor by complying with all daily 

vendor regulations in addition to the following steps: 
●​ Establish a six-month consistent sales history of selling at the OCC 

Swap Meet. 
●​ Possess a valid permanent Resale Permit showing the vendors name 

and the college address. 
​ ​ ​ Example:​ Joe Swap Meet 

2701 Fairview Road 
Costa Mesa, CA 92626 

●​ Possess a current California driver’s license or California identification 
card. 

●​ Sign an annual contract with the Bursar’s Office every January. 
●​ Fill out Monthly Vendor application.  
●​ Receive approval from Swap Meet Administration 
●​ A limit of 4 consecutive spaces per Saturday per vendor. 
●​ A limit of 3 consecutive spaces per Sunday per vendor.  
●​ Checks, Cash or Credit Cards are acceptable for payment. Credit Cards 

must be verified with a current ID. (AMEX not accepted) 
●​ Special coupons, discounts or promotions for Monthly Vendors will be 

communicated to all vendors.  
 
Monthly Vendors Payments​
To remain a Monthly Vendor, vendors must purchase spaces for the entire 
month.  

●​ Invoicing is done the 10th of the month for the following month.  
●​ Payment is due the 25th of the month. 
●​ Payment by check must be received in the Bursar’s office by the 18th 

of the month. 
●​ Payments received after the due date must be paid by the last day of 

the month and are subject to a $25 late fee. 
●​ If the payment is not received by the last day of the month, a $100 

reinstatement fee will be charged.  
●​ Vendors cannot sell if payment for their spaces has not been received. 
●​ After three months of non-payment the monthly vendor loses their 

spaces, and the spaces are released for general sales.  
●​ Checks returned for non-sufficient funds will be treated the same as 

non-payment and subject to an NSF fee as established by the Bursar’s 
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Office. 
●​ Vendors who bounce checks will not be able to pay by check for 6 

months after the infraction 
●​ Chargebacks will result in the vendor being prohibited from using a 

credit card on any future swap meet purchases. 
●​ Monthly spaces that are not paid for are released for general sales.  

 
Food Vendors and Payment 

To maintain a balance of food services offered at the Swap Meet, food vendors 
must receive approval from the Director of College and Community Services 
and Swap Meet Committee. A limited number of food vendor spaces are 
designated for the Swap Meet. Food vendors are Monthly Vendors and must 
adhere to the same policies as non-food Monthly Vendors. Pricing structure is 
based on space, other resources required, and product. Food vendors are 
required to adhere to the following stipulations: 

●​ Possess a current California driver’s license or California identification 
card  

●​ Have a Current health permit appropriate to their product 
●​ Current million-dollar liability insurance policy with an endorsement 

holding the Coast Community College District, Orange Coast College, 
and its employees harmless. 

●​ Fill out Monthly Vendor application.  
●​ Purchase spaces for the month (no daily food vendors)  

Product Conflict 

OCC Swap Meet staff works to prevent product conflict in assigning spaces, the 
OCC Swap Meet is not responsible for guaranteeing product conflict in adjoining 
spaces.  
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Contract Compliance 
 

Animals 
Animals are not allowed on the Swap Meet premises, except for service 
animals. Vendors or attendees who bring pets will be asked to remove the 
animal. In the event of non-compliance, Campus Public Safety or Costa Mesa 
Police department will be called. In the event of any incident involving an 
animal, such as aggressive behavior, injuries caused by an animal, or any 
situation where the animal poses a potential risk to people or property, Costa 
Mesa Animal Services will be promptly dispatched to manage the situation. 
 

Bicycles/Skateboards/Scooters 
Riding skateboards, bicycles, or scooters in the Swap Meet is prohibited. 
 

Counterfeit Merchandise 
If a vendor is suspected of selling counterfeit merchandise, they will be asked 
to stop selling all items and vacate the Swap Meet vending space(s). Any 
counterfeit or suspected counterfeit merchandise is subject to seizure by law 
enforcement authorities. Any vendor suspected of selling counterfeit materials 
will be reported to the proper authorities. (See California Penal Code § 350 PC) 
 

Plants/Flowers 
Vendors selling plants or flowers must have a seller’s permit, in addition to an 
agricultural license. 
 

Suspension or Termination of Sales 
The weekend Leads and Swap Meet Manager have the right to close down a 
vendor at any time and ask them to leave the property without warning based 
on any one of these infractions if the vendor is: 

●​ harassing public or personnel 
●​ selling counterfeit merchandise 
●​ selling illegal merchandise 
●​ engaging in illegal acts in public or private, or doing anything that is 

listed in the contract that is forbidden 
Any vendor can be terminated immediately, and their selling privileges revoked 
at the discretion of the Director of College and Community Support. 
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Vendor Employees 
Vendor agrees to assume any and all liability for injury or property damage 
incurred by vendor, vendor’s employees, agents, and invitees, arising from, or 
relating to, vendor's, vendor’s employees, and vendor's agent's conduct at the 
swap meet. 

 

Contract Enforcement 

OCC Swap Meet is dedicated to operating an efficient and equitable Swap Meet. 
The following guidelines are followed when a vendor is not complying with 
Swap Meet policies and procedures, contract terms and conditions, or other 
rules and regulations. All written reports are processed and distributed through 
OCC’s ticketing system. Vendors will receive an e-mail copy of the write up 
directly from the system (no-reply@audienceview.com). Printed copies of the 
written warning can be made available upon request. 
 
Level 1 Offense: Written warning 

●​ A written notification is given to the vendor by the compliance officer or 
Swap Meet staff stating they are to stop their actions or face having 
their selling privilege revoked.  

●​ The following designees receive a copy of the written warning: the 
Direct of College & Community Support or designee, Campus Public 
Safety, & the Bursar’s office for filing in the vendor file. 

 
Examples of Level 1 offense: 

●​ Selling outside the parameters of your space 
●​ Selling items not listed on your contract 
●​ Being on Swap Meet grounds after 4:00pm 

 
Level II Offense: Temporary termination of sales privileges. 

●​ Vendor will be asked to stop selling and leave the college property 
immediately by OCC Campus Public Safety, swap meet staff, and/or 
Costa Mesa Police will be called for non-compliance or refusal to 
vacate. 

●​ An incident report is written and given to the vendor, to the Director of 
College and Community Support or designee, Campus Public Safety, 
and Bursar’s office for inclusion in the vendor file. 
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●​ Written reports are processed and distributed through OCC’s ticketing 
system. Vendors will receive an e-mail copy of the write up directly 
from the system. (The sender is no-reply@audienceview.com) 

●​ The Director of College and Community Support or designee, will notify 
the vendor that their selling privileges are revoked and for how long. 
Infractions will require at least one weekend of sales termination.  

Examples of Level II offenses: 
●​ Three Level I offenses 
●​ Sub-Leasing spaces 
●​ Selling a prohibited item as listed on the contract or as stated by 

governing rules and regulations. 
 
Level III Offense: Permanent Termination of Vendor 

●​ Vendor will be asked to leave the property immediately.  
●​ An incident report is written and given to the vendor, to the Director of 

College and Community Support or designee, Campus Public Safety, 
and Bursar’s office for inclusion in the vendor file. The report states the 
reasons the vendor should be terminated. The Director & Swap Meet 
Committee review the incident report and determine the appropriate 
action to be taken. 

●​ A copy of the incident report will be given to Swap Meet Supervisors, 
Bursar’s Office staff for inclusion in the vendor file, and Campus Public 
Safety office.  

●​ The Director of College and Community Support or designee, will notify 
the vendor that their selling privileges are terminated and for how long. 

Examples of Level III offenses: 
●​ Three Level II offenses 
●​ Abusive behavior towards the staff, other vendors, or shoppers 
●​ Consistent non-compliance with Swap Meet rules, regulations, contract 

terms and conditions, policies, and procedures. 
●​ Possession of weapons 

Other Information 
 

Free Speech Zones 
Designated areas on campus available for the sole purpose of the 
non-commercial expression of ideas or dissemination of literature. Policies and 
procedures for these areas are overseen by the Vice President of Administrative 
Services.  
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Medical Emergencies 
In the case of medical emergencies Monthly Vendors can request to hold their 
spaces without payment for up to 90 days. The spaces will be made available 
to daily vendors until the Monthly Vendor returns. There is a $100 
reinstatement fee for emergency holds. Any extenuating circumstances 
regarding medical leave will be brought to and decided by a Committee vote. 
 

Merchandise 
Monthly Vendors can only sell items listed on their original contract. Limited 
changes can be made in the Bursar’s Office prior to paying the next month’s 
invoice. Large change requests such as switching from used to new items will 
require the approval of the Swap Meet Manager. Seasonal items cannot be 
added, even on a temporary basis. ​
 
Resale Permit  
Any vendor may sell two (2) times, in a calendar year, without a Resale Permit. 
A Resale Permit is required to purchase spaces for the third sales date in a 
calendar year. The Seller’s Permit must have the vendor’s name and OCC’s 
campus address (see example on page 24). Seller’s permits with business 
names will not be accepted. 
  
To verify a Resale Permit with the California Department of Tax and Fee 
Administration in Sacramento, visit https://onlineservices.cdtfa.ca.gov/  
 
The following types of Resale Permits will be accepted for the Swap Meet: 

●​ Individual Resale Permit: The sellers name will appear on the 
Resale Permit. 

●​ Individual Resale Permit with Additional Sellers: The seller’s 
name will appear on the Resale Permit with “et. al.” after their name. 
Must have a (530B), which is a list of individuals authorized to sell 
attached. 

●​ Consolidated Resale Permit: This permit authorizes the seller to sell 
at all Swap Meets in California. 

●​ Temporary Permit: The temporary permit is valid for a three-month 
permit (specified on permit). 
 

Please contact your local CA Department of Tax and Fee Administration office 
for more information.  
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Vacation Days  

Two vacation days per Saturday and two per Sunday are offered per calendar 
year. Vacation notices must be made in person in the Bursar’s office. Unused 
vacation days expire at the end of each calendar year and may not be carried 
over to the following calendar year. Vendors must notify the Bursar’s Office staff 
and complete a vacation request prior to paying for that month’s spaces. 
Vacation notices given after payment of invoice will not be honored and a 
refund or credit will not be granted.  

Vendor Privacy 

Swap Meet staff is often asked to provide personal information regarding 
vendors. Any computer information, including the name, phone number, 
address, space number, the last time, or how many times a vendor has sold, 
etc., is private information. Any requester should be directed to the Swap Meet 
Manager or the Supervisor on duty. If you are told that an attorney is making 
the request, the procedure remains the same. 
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Appendix 
 

Important Numbers 

Anonymous Comments and Concerns Hotline​ 1-888-622-5376 

Bursar’s Office ​ ​ ​ ​ ​ 1-714-432-5880 

Campus Public Safety ​ ​ ​ ​ 1-714-432-5017  

Director​​ ​ ​ ​ ​ 1-714-432-5882 

Manager​ ​ ​ ​  ​ Vacant 

CDTFA Office Locations: https://www.cdtfa.ca.gov/office-locations.htm 
  

Frequently Asked Questions (FAQ) 
​
What size are the spaces?  

The spaces are 8.5 feet wide by 36 feet deep with a sales space of 8.5 
feet x 18 feet. The space size is designed to accommodate the seller’s 
vehicle, as well as to display material and merchandise. The space 
boundaries are marked, and spaces are numbered. All display material, 
merchandise, and the seller’s vehicle must be within the boundaries at 
all times. 

What do I do with my empty boxes, packing materials and 
trash? 

Vendors must dispose of their own boxes and trash. The space must be 
free of trash and debris when vendors leave at the end of the day. 
Vendors are not permitted to put their trash into another space. Vendors 
found in non-compliance may be fined. 

What do I do in case of an emergency situation? 

Contact OCC Campus Safety at 714-432-5017 or call 911.  
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Can I be put on a list to become a Monthly Vendor? 

No, there isn’t a list. When it is decided to add Monthly Vendors, Swap 
Meet staff will notify vendors of the requirements and process.  

What do I do if there has been a spill requiring a clean-up? 

Find a staff member in orange or a Campus Public Safety Officer at 
714-432-5017. If a staff member cannot be found immediately, call the 
office at 714-432-5882.  

What do I do if I have a problem with my neighbor? 

Find a staff member in orange or a Campus Public Safety Officer. Or go 
to the Swap Meet Office located near the stadium.  

Who do I call if I have to report an injury, lost child, and 
emergency?  

Call Campus Public Safety at 714-432-5017 or 911 Costa Mesa PD/Fire 
Department.  
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Swap Meet Pricing 
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Swap Meet Contract 
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Seller’s Permit 
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Certificate of Insurance 
 

 

 

 

 

 

 

 

 

 

24 
 



Insurance Endorsement 
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Comment & Suggestion Form 
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