WOU Poster Guidelines

WOU Campus Posting guidelines can be found on-line at:  http://www2.wou.edu:7777/pls/wou2/policy.woupolicy.main
All signs/posters posted on campus must be authorized with a stamp of approval by the Vice President for Student Affairs office (WUC, 2nd floor) before posting.  All posters/signs must contain the name of the sponsoring organization, and other pertinent information, and should be free of misspellings and inaccuracies.  24 posters/signs or less are needed to post on all boards on campus. Every organization or individual is responsible for distributing their own posters/signs after they are approved, and removing the posters/signs after the event.
Poster Regulations:
· 32 posters/signs (or less) are needed.

· Posters may be no larger than 17" x 22" in size.

· Poster copy must include, but is not limited to, all of the following pertinent information: WHO is sponsoring the event (full name), WHAT the event is, WHERE and WHEN it will be held, and HOW MUCH the admission fee is (if applicable).

· It must also include the disability accommodation statement: “If you have a disability that may require some accommodation in order to participate in a Western Oregon University activity, please notify [WOU organization or department name] at [phone number or e-mail] at least 48 hours in advance.”

· Single-event posters may be posted two weeks in advance of an event. Multiple-event posters may be posted for the duration of the events. 

· Signs/posters may be posted only on bulletin boards assigned to the building. State law prohibits posting on doors. Campus policy prohibits posting on any painted, wooden or brick surface.

· The sponsoring organization is responsible for removing all posters within 72 hours following the event in order to retain future posting privileges.  Posters/signs posted in unauthorized places or not following these guidelines are subject to charges for removal. 

· Non-event posters/signs are approved for a two week hanging period depending on the amount of signs/posters already distributed. If the individual or organization would like their posters/signs to stay up after the two week period, the posters/signs must be re-approved by the Vice President for Student Affairs office.

· Use PUSH PINS – no STAPLES.

· For Banner space locations, check the Werner University Center office.
· For More Information: Call the Vice President for Student Affairs at 838-8221. The VP for Student Affairs office reserves the right to refuse authorization to any sponsoring organization or individual not following these guidelines.
Poster Distribution Areas:


Please Note Specific Instructions for Each Area
Administration Building: 
1 poster. Use the board on the right side of the hall inside the main entrance doors. DO NOT post on any of the "jobs" boards. 

APSC:
One poster.  Bulletin board inside main entry.
Arnold Arms: 
1 poster. Only use bulletin board on left side of front doors. 

Campbell Hall: 
1 poster. No staples. Use bulletin board by west end, next to Rm. 111, to the right of the stairs. 

Cottage: 
1 poster. Bulletin board outside main entry (to the right) 

*Education Department: 
2 posters. Give to the office staff on the second floor for posting. 

ESL: 
300 N. Stadium Dr.  1 poster. Give to person at window to the right of the front door. (This is the trailer across from the stadium.) 

*Library: 
1 poster.  East entrance vestibule.
Natural Sciences Building: 
1 poster. Use bulletin board to the right of the main door under the sign saying, "Happenings in Next 15 Days." 

NPE: 
1 poster.  Give to Athletics Department office staff. 

OPE: 
1 poster. Use bulletin board next to Room 105.
*Residence Halls: 
9 posters for halls and one poster for Valsetz.  Give all of them to University Residences office at Valsetz Hall.  An additional 39 posters may be provided for the residence halls. 

Rice Auditorium: 
1 poster. Bulletin Board located next to room 104.

Smith Hall: 
1 poster. Give to office staff in Room 102 for posting.
Student Health Center: 
2 posters. Give to office staff for posting.

Todd Hall: 
1 poster. Use bulletin board at the foot of the stairs, making sure the poster does NOT hang over the handrail. 

University Public Safety: 
1 poster. Give to secretary for posting. 

*Werner University Center: 
3 posters for campus-sponsored events. Give to front desk across from Wolf Express. 

West House: 
1 poster. Use bulletin board in the hallway on the left side. 

NOTE: The buildings listed with an "*" are campus "Hot Spots.”  Most of the student/faculty population will see these boards. Due to limited space on some boards you'll find it useful if you post these "Hot spots." Please conserve space and be considerate to others when posting. Thank you! 
Questions & Answers
· How effective are campus signs posted on bulletin boards?

Although there are numerous locations for posters and signs, this method of advertising is minimally effective unless you do dramatic signs with eye-catching graphics.  Keep this in mind with your marketing – you are fighting against a large number of other messages in the same location.

· What methods of advertising would you say are most effective?

Sandwich boards along Monmouth Avenue do well, handing out fliers on the Plaza, campus-wide e-mails can work and word-of-mouth are typically effective methods of advertising.  Anything creative and out-of-the-ordinary are the best methods.

Valsetz Dining Hall Poster Policy

1)   Signs, posters, and table tents must include the following information to be approved for posting in the Valsetz:

· Sponsor

· Event or program title

· Date

· Time

· Location

All signs, posters, and table tents displayed in the Valsetz are approved through the Dining Services Office.  Signs pre-approved for display in the glass cases should be left with the University Residences Office.

2)   For ASWOU and off campus events:

· Posters for off-campus events are limited to the glass cases with approval from Public Information.

· Table tents must be printed on card stock, pre-approved, and space reserved with the Food Service Director.  No more than two table tents may be placed at each table.

· ASWOU events may reserve one wall space for publicizing events, in addition to the glass cases.  The space must be reserved with the University Residences Office, and the sign/poster must be pre-approved by the Food Service Director.

· No glitter may be used on signs or posters.

· Sponsoring organizations are responsible for posting and taking down large posters and table tents.

3)   Areas approved for large posters include:

· The belt line (size limited to 3' x 6.5')

· Middle Sister (brick walls, size limited to 3' x 10')

· North Sister (brick walls)

Signs and Other Guidelines

Easels, lawn signs, and banner space is available to assist groups with advertising.  Easels and lawn sandwich boards can be reserved by coming to the Werner University Center information desk to review which spaces are available.  Banner space, located above the elevator, can be reserved in the WUC.  These can be reserved during your Event Advisement meeting or on-line beforehand.

Banners
· Locations above the WUC elevator, 2nd floor.  Use push pins.

· Maximum of 10 days and maximum size of 3’ x 6’.

· Only one banner space per event.

Easels
· 6 Locations in the WUC, 1st and 2nd floors for WOU-sponsored activities only.

· Maximum posting time of 10 days with maximum poster size of 24” x 30”.

· Tacks or sticky-tac to keep signs on the easels.

Sandwich Boards
· Placement only on grass strip between sidewalk and street along Monmouth Avenue between Jackson and Church streets.  Also available are campus tree circles and bark dust areas other than flower beds.

· Maximum poster size is 17” x 22”

· Sandwich boards must be returned to the WUC Information desk at the end of their reserved times.  Fines or charges may be allocated if not returned in such a manner.

· Sandwich boards must be removed from grass areas from 7 am – 12 noon on Monday morning to allow for maintenance by WOU grounds crew.

Lawn Signs
· No larger than 17” x 22” posters.

· Maximum of 10 on each side of Monmouth Avenue and in the same locations mentioned in the “Sandwich Board” policy above.

· Groups must provide own lawn stakes.

· Groups must remove lawn signs after event, posting on a first-come, first-request basis.  

· Only one event per week granted for a maximum of seven days.

· Lawn signs must be removed from grass areas from 7 am – 12 noon on Monday morning to allow for maintenance by WOU grounds crew.

Chalking
· Chalking on public walkways is discouraged because of the chalk that tracks into the university buildings.
Questions & Answers
· What should I do if sandwich boards or easels aren’t ready for my event?

When picking up sandwich boards or easels for the WUC, contact the Information Desk for service or for problems.

· Where can I make banners?

The student organization lounge on the lower level of the Werner University Center has large markers and butcher available to make a banner.

