Pocting for Non-Approved Flyere
Non-Approved flyere include flyere and postere
for community evente and iteme for cale by
people in the community.
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Currently there ic one kiock available for all \ -
non-approved flyere located in the lower SRC 47
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walkway next to the etudent 24-hour TV
lounge.

Electronic Pocting Boarde

With the new outeide electronic meceage boarde Public Information hag cre-
ated an intranet web cite to make requecte for college announcemente. The
locationg of the new meggage boarde are:

e At the coutheact corner of Lambert
Road/Fawell Boulevard
o At the northwect corner of Park

\(5; Boulevard/College Road
M = - |Inside at the South entrance near the
main cafeteria

\

Employeec with accece to the college intranet (wwwZ.cod.edu/announcemente)
are now able to electronically request announcemente fo be placed on:

o Electronic megeage boarde

o Plaecma cigne

o The MyCOD portal announcemente caction

e The monthly Evente in the calendar online

Public Information acke that all requeste for thege gigne be made through thig
web cite. Thie information ie just provided ac a courtesy. Student Activities
doege not overcee any part of electronic poeting.

Everything you need

to know about
posting flyere,
poctere and

adverticemente on

Pocting On Campug

campus.

College of DuPage



Rulee for Bulletin Board and Flyere

All materiale to be posted on campug must be approved by the Student
Activitiec ctaff. An approval etamp with a removal date will indicate
approval.

Only materiale which promote evente / cervicee eponcored by a college
department or a ctudent club / organization may be posted on campug
boarde.

The materiale mugt include the worde College of DuPage or C.0.D. (o
logo) and the name and phone number of the gpongoring group or office.
If thie information ie not included we will return it to you to be added
before posting.

All materiale adverticing evente mugt include the following ADA ctate-
ment at the bottom— “For Americang with Digabilities Act accommoda-
tiong, call (630) 94.2-2141 (voice) or (630) €55-0692 (TDD).

Up to €0 fiyere size € 1/2 x 11 and up to 45 fiyere cize 1 x 14 or 1 x
17 will be allowed for one event. If more copies are cubmitted for post-
ing, any additional materiale will be recycled.

We recommend alwayg uging € 1/2 x 11 gize. Thig allows ug fo put up 2
maximum amount of postinge.

Each flyer cubmitted mugt be accompanied by a flyer cubmicgion form.
Qubmiggiong advertiging evente chould be cubmitted at least two weeke
ptiot to the event. If a submiccion ig received for an event that ic lege
than one week away from when it will be pocted, our pocting ctaff may
be unable to hang all the flyere. Pleace note that posting ic ONLY done
on the weekends.

Pocting requeste delivered to the Student Activitiee office will be ac-
cepted with the underetanding that until thece requecte can be reviewed
by ctaff their placement cannot be guarantead.

Copies of the submitted materiale will NOT be made.

All materiale to be poeted muget be cubmitted to the Student Activities
office by 5 pm on Thureday to guarantee posting for that week. The
posting of flyere and bannete ic only done on weekends.

Bulletin Board Flyer Locatione

These areac are where up to €0 € 1/2x11
orup to 45 11 x14 or 1 x 17 flyere will
be pocted for up to 16 weeke ac epace per-

Iy
o IC Building Claseroome

o IC ontrywaye and loungee
o Entryway of Weet Campug buildinge
o Regional Centere
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Pocter Locatione
These areac are whete 11” x 17” and not larger than 36" x 4€” postere will
be posted for 3 maximum of cix weeke. [f locatione become full we may not
be able fo hang any additional materiale.

o (Cafeteria Windowe (double-cided)

e MAC Tunnel

o PE Tunnel

o SRC/IC Foyer

o SRC North Entrance to the right of SRC 1710

Posting "Day of Event” Advertiging
When pogting ditectional cigne and day of event adverticing the following
information mugt be included on the cign:

o Location of event
e Date & time of event

adhere gigne to painted curfacas. Use
only macking ot ccotch tape. Signe
cannot be placed on entryway doors.

o Name of gpongcoring group or office

Qigne can be put up the morning of the
event and MUST be taken down imme-
diately after the event. PLEASE do not



