
RESOURCES AND STRATEGIES FOR COMMUNICATING ABOUT YOUR ORGANIZATION 
 

Publicizing Your Programs 
 
1. All advertisements should include essential information, such as date, time, ticket cost and availability, 

and place of the program and the sponsoring organization. 
 

2. Printed materials should be easy to read, 
yet distinct and eye catching. Printed 
materials should reflect your organization’s 
purpose and mission and be inclusive of all 
Syracuse University students. Avoid 
offensive themes and statements. 

 
3. Timing is crucial in effective publicity.  

Materials such as posters, flyers, and table 
tents should be ready to distribute at least 
four weeks before the program is scheduled 
to occur. Public service announcements 

should be disseminated beginning at least three weeks before the program. 
 
4. If the program is funded in whole or in part by the Syracuse University Student Association, include the 

following statement on all publicity: “Your Student Fee….” Failure to do so will jeopardize funding for 
the program.  

 
5. Syracuse University Policy on Use of SU Logo and Other University Trademarks:  The use of the 

Syracuse University name, seal, logo, and other registered trademarks is prohibited unless a licensing 
agreement is finalized with the Office of Licensing Programs. Artwork of the registered marks also is 
available from this office. Additional information may be obtained by calling the Office of Licensing 
Programs at 315-443-2838 or University Communications at 315-443-2233. 

 
6. Recognized student organizations may submit event information for campus e-mail distribution at 

syr.edu/news/hotnews.html and for inclusion in the University Calendar (available online at 
sunews.syr.edu) and weekly in the Syracuse Record) by e-mail to ebedgert@syr.edu or fax to 315-443-
5355. 

 
 
How to Write a Press Release 
 
Obtaining free advertising is often the most cost effective means of reaching a wide audience.  A concise, 
coherent press release makes it easier for media outlets to write a story or update their audiences about 
your program. 
 
These steps can be used as guidelines for writing 
a press release: 
 



·  Type “Press Release *** Press Release *** Press Release” across the top of the page. 
·  Think in terms of the audience of the media outlet to which you are writing 
·  Provide a catchy title/headline 
·  Provide the time, date, and program location 
·  Describe the purpose of the program 
·  Be succinct.  Keep the release to one page whenever possible, as the second page is rarely read 
·  Put the most important facts in the first two or three paragraphs 
·  Provide a contact name from your organization to verify or supplement the text 
 
 
 
 

Campus Advertising Options 
 
Campus Media 
 
·  The Daily Orange (DO) – Located at 744 Ostrom Avenue, The Daily Orange is a student-run 

newspaper published weekdays during the Syracuse University academic year. Call 315-443-9798 for 
the Editorial Department; and, 315-443-2314 for all other business, including placing ads. 
 

·  The Black Voice and The Student Voice – Located in 126 Schine Student Center, Cubicle E, both 
publications are student-run newspapers published during the Syracuse University academic year. E-
mail The Black Voice at theblackvoice@hotmail.com and The Student Voice at voicesu@yahoo.com 
concerning a story idea or advertising information.  
 

·  The Syracuse Record – Located at 820 Comstock Avenue, Room 014, The Syracuse Record is 
published during the academic year and periodically over the summer by the Office of New Services.  
For story suggestions and submissions, call 315-443-3784.  
 

·  CirtusTV – CitrusTV is the nation's largest and oldest student-owned and operated television station 
that offers programs ranging from sketch comedy to nightly newscasts. To submit story ideas or to 
inquire about advertising, contact the station via phone at 315-443-2041 or fax at 315-443-4675.  
 

·  WERW – WERW is a free format radio station that can be found at 1570 AM on your radio dial or at 
universityunion.org. To submit news items or to inquire about advertising for an upcoming event, 
contact the station’s General Manager at 315-443-2021. 
 

·  WJPZ Radio, Inc.—“Z89” plays R&B music, as well as mainstream hit music. WJPZ Radio, Inc. is a 
recognized student organization managed and operated by students of Syracuse University and SUNY 
ESF. To contact the station regarding advertising or announcing an upcoming event, call 315-443-
4689. 

 
Off-Campus Publicity 
 
If you want to publicize your event, program, or service using the Syracuse community newspapers, radio 
stations, or TV stations, you should contact the Office of News Services at 315-443-3784 or 



sunews@syr.edu. The staff helps publicize official University events if they are open and/or of interest to 
the community-at-large. When contacting News Services, have all the details about the event on hand.  
Please call at least one month in advance of the event to coordinate media coverage. 
 
STATEMENT OF RELATIONSHIP BETWEEN SYRACUSE UNIVERSITY  
AND STUDENT PUBLICATIONS          
 
Student publications will be free from censorship and advance approval of copy, and their editors and 
managers will be free to develop their own editorial policies and news coverage. All institutionally published 
and financed student publications must state explicitly on the editorial page that the opinions expressed 
therein are not those of Syracuse University, or of the student body. In addition, student fee funded 
publications must have the statement “Your Student Fee” on the front cover of the publication. 
 
 
Mailing Options 
 
Campus Mail Guidelines 
 
·  Campus mail is limited to University business. 

 
·  Both campus mail and off-campus mail with postage affixed can be dropped off at the Schine Student 

Center, Goldstein Student Center, and Student Life Front desk. 
 

·  For parcel shipping, recognized student organizations may use the Syracuse University Bookstore. 
Recognized student organizations must complete an expenditure form to receive a purchase order to 
cover costs of shipping. 
 

·  Recognized student organizations seeking to mail items may give the item to a Student Life staff 
member for mailing. Recognized student organizations may request a standing inter-departmental 
order for mail services from the Student Association or Graduate Student Organization comptroller. 

 
Recognized Student Organization Mailboxes 
 
Recognized student organizations are assigned a mailbox in the Office of Student Life, suite 126, in the 
Schine Student Center. Students have access to these mailboxes during Schine Student Center hours of 
operation. You may use the following address to receive mail: 
 
Name of Contact Person 
Name of Student Organization 
Office of Student Life 
126 Schine Student Center 
Syracuse NY 13244 
 
All recognized student organization mailboxes are closed and cleaned out following the end of the fall 
semester and after Commencement in May of each year. Please make arrangements to check your 
mailbox and to stop mail service before this date.  



 
Recognized student organizations may distribute mail to other recognized student organizations via 
Student Life mailboxes; however, Student Life does not recommend that student organizations put flyers for 
upcoming programs in the organization mailboxes. They are hardly read and often thrown away, wasting 
reams of paper per semester. Announcements of events not affiliated with Syracuse University or SUNY-
ESF will be removed immediately from the mailboxes and destroyed. 
 
Residence Hall Mailboxes 
 
The use of residence hall student mailboxes is limited to federal mail, campus mail, and information 
regarding residence hall issues, programs, or events. 
 
Recognized student organizations not directly affiliated with residence halls may not mass distribute flyers 
or other advertisements through student mailboxes unless the items to be distributed are individually 
addressed to the mailbox number and, therefore, qualify for use of the campus mail system. 
 
Off-campus businesses and individuals may not mass-distribute flyers or advertisements through student 
mailboxes unless the items are delivered through the U.S. Postal Service. 
 
Recognized Student Organization Electronic Distribution List 
 
The Office of Student Life maintains a recognized student organization listserv that is available for 
information dissemination to recognized student organization officers, faculty mentors, and members. 
 
Messages will be forwarded to the listserv within three working days following submission, should they 
meet the following criteria: 
 
·  E-mail messages must be inclusive of and pertinent to all recognized student organizations and 

members. 
 

·  Event announcements, solicitation and/or fund raising notices will not be sent on the listserv. The 
purpose of the listserv is for information dissemination only. 

 
·  E-mail messages must be submitted three days in advance to the Office of Student Life for review and 

processing. 
 

·  Only recognized student organizations or the Office of Student Life may submit messages to the 
listserv for distribution. 

 
·  Only recognized student organization presidents and/or chairs may submit messages on behalf of their 

organization for distribution. 
 

·  E-mail messages will be limited to 200 words. 
 

·  Attachments must be in Word or PDF form. No picture or other media files allowed. Limited to two 
attachments per e-mail message. 



 
·  The limit on the messages sent on the listserv will be two (2) per day. 

 
·  Priority may be given to messages from the Office of 

Student Life. 
 
·  Authors of the e-mail messages will be copied as 

confirmation. 
 
·  Student e-mail contact addresses on the listserv 

distribution list will be updated on a monthly basis. 
 
·  E-mail messages will be kept on file in the Office of 

Student Life for the entire semester. 
 
Copying and Duplicating          
 
Recognized student organizations may use the Schine Copy Center to copy flyers for upcoming meetings 
and programs.   
 
Each recognized student organization is allotted approximately 1,000 copies at Schine Copy Center per 
academic year.  Copy request forms can be picked up at the Student Association comptroller’s office in 126 
Schine and must have the Syracuse University Student Association’s comptroller approval before copies 
can be made. Please allow 2-3 business days for approval. The Syracuse University Student Association or 
the Student Activity Fee will not pay for any copies greater than the allotment unless prior arrangements 
have been made. 
 
Student organizations may take their approved copy request forms to the Schine Copy Center to be used 
as payment for flyer printing.   
 
The Schine Copy Center is located in the lower level of the Schine Student Center, 315-443-3455. Hours of 
operation during the academic year:  8:30 a.m. – 4:45 p.m. 
 
TECHNOLOGY SUPPORT           
 
Student organizations often have unique and important needs associated with technology support (e.g., 
web support, computer purchases, etc.). The Student Affairs Technical Services Group provides 
technology assistance and support to recognized student organizations. Please review the Q&A below for 
more detail on the scope and level of assistance provided. 
 
GENERAL QUESTIONS 
 
What Does The Student Affairs Technical Services Group Do? 
Syracuse University’s Division of Student Affairs Technical 
Services Group is primarily responsible for the technical support 
and direction of the 23 departments within the Division of Student 



Affairs. As an auxiliary to these services, the group provides a level of consulting and technical support 
services for student organizations. 
 
Which Student Organizations Does Student Affairs Technical Services Support? 
Technical Services provides basic technical assistance to any of the approximately 280 recognized student 
organizations. The Office of Student Life maintains a list of recognized student organizations.  
 
How Does A Student Organization Contact Student Affairs Technical Services? 
Technical Services can be reached by phone at 443-1436 or by e-mail at support@students.syr.edu. When 
possible, representatives of student organizations contacting Technical Services should provide an on-
campus phone number for contacting the student organization representative.  
 
What Kinds Of Assistance Can Student Affairs Technical Services Provide To A Student 
Organization? 
There are a variety of services that generally fall into the following categories.  
 

·  Web Support/Maintenance –  Provide organizations with space on the division’s web server and 
create/maintain user accounts that allow access to the server.  

·  Purchasing – Assist in making technology-related purchasing decisions (e.g. computers, software, 
peripherals). 

·  Setup and Configuration – Install and configure computer hardware and University-
recommended software applications (e.g. antivirus software). 

·  Troubleshooting – Diagnose computer and software problems. 
 
Does Student Affairs Technical Services Charge A Fee For Its Services? 
For basic support in the categories listed above, the answer is no. A fee will be charged, however, for 
repairs of out-of-warranty equipment, software development, web site design, training or other time-
intensive projects. For these services, a representative from the student organization should meet with an 
associate in Technical Services to discuss the project in detail. An estimate will be provided to the 
organization’s representative and the respective Student Life Program consultant. The standard hourly 
charge for fee-based work is $25 per hour. 
 
 
WEB SUPPORT AND MAINTENANCE 
 
How Would A Student Organization Request Space On The Student Affairs Web Server?  
Student organizations can request space on the web server by completing a form available on the Student 
Affairs Technical Services web site: students.syr.edu/technology/request.php. Once the request is made, 
an e-mail will be sent to the requesting party providing login information and the location of the 
organization’s web site.  
 
Can A Student Organization Request Any Domain Name For Its Web site? 
Generally, web sites hosted on the Student Affairs web server have the following URL: 
students.syr.edu/<name> (where <name> represents a single word description of the organization). For 
example, the Syracuse University Student Association’s web site is located at students.syr.edu/sa.  
 



What If A Student Organization Already Has A Web Site On The Student Affairs Web Server But No 
Longer Has Login Information? 
The organization can request to have a new user account created or the password for a specific user reset. 
To have a new user account created, complete the web form at students.syr.edu/technology/request.php. 
To have the password reset for an existing account, use the following form on the Student Affairs Technical 
Services web site: students.syr.edu/technology/password.php.  
 
How Long Are The Login Accounts For Accessing The Web Server Active? 
User accounts are activated at the time they are requested by the student organization. These accounts 
are then de-activated in May at the end of the semester. Student organizations are then required to fill out 
the web form at students.syr.edu/technology/request.php to reactivate the account.  
 
What Environment Does The Student Affairs Web Site Run Under? 
The Student Affairs web server runs on an Apple Xserve using OS X 10.4. It uses the Apache Web Server 
software with MySQL available as a server-based database application. Web pages are generally coded in 
HTML or PHP. Student organizations should make a concerted effort to find individuals with a working 
knowledge of these technologies before attempting to create and upload web pages.  
 
How Would A Student Organization Create And Upload Web Pages To Its Web Site? 
Technical Services requires the use of Dreamweaver MX to accomplish this. This software is 
straightforward to use and integrates well with our web environment. The SU Bookstore carries the 
reasonably priced, educational version of Dreamweaver. For those organizations that are unable to 
purchase their own copy of Dreamweaver, the software will be installed on the computers located in the 
Student Association’s offices, and will be available for use. 
 
An introduction to creating a connection to the Student Affairs web site in Dreamweaver can be found on 
the Technical Services web site at students.syr.edu/technology/dreamweaver.html. Training classes in 
Dreamweaver are periodically held by the Technical Services Group, the Bird Library, Community 
Darkrooms, and Computing and Media Services (charges may apply). Please note: Student organizations 
may choose to use other alternatives for web site creation/editing, however, Technical Services will not be 
able to provide assistance in using them. Technical Services will, however, provide assistance uploading 
web content.  
 
Is There A Limitation On The Size And Type Of Content That A Student Organization Can Place On 
Its Web Site? 
Technical Services currently does not limit the amount of hard drive space that an organization’s web site 
uses. Web sites are monitored, and Technical Services reserves the right to limit the size of a web site in 
the future. It is also requested that student organizations do not create web content that may overburden 
the existing web server. Such content would include streaming video or audio or excessive graphics. 
Storing copyrighted software or media on the Student Affairs web server is strictly forbidden. The 
content of all submissions from student organizations must be consistent with Syracuse University’s Code 
of Student Conduct and institutional values. Issues regarding content and illegal use of the Student Affairs 
web site will be directed to the organization’s Student Life consultant. 
 
Will Student Affairs Technical Services Develop A Website For A Student Organization? 
Student Affairs Technical Services has limited resources for web site development. If resources are 
available, and the extent of the web project is agreed upon by technical services and the student 



organization, consideration will be given to assisting an organization in developing its web site. The 
standard hourly development fee would apply for any such work. If resources are not available, Technical 
Services will be glad to recommend available individuals who can accomplish the work for a fee.  
 
Does Student Affairs Technical Services Provide E-mail Accounts For Use In Conjunction With A 
Student Organization’s Website? 
No. If a student organization finds it necessary to have an e-mail account affiliated with its corresponding 
web site, it is recommended that one of the many free e-mail providers (e.g. Hotmail, Yahoo, Juno, etc.) be 
used.   
 
PURCHASING 
 
What Does A Student Organization Do If It Wants To Purchase Or Upgrade Computer Equipment Or 
Software? 
Any student organization wishing to upgrade or purchase new computer equipment or software should 
consult with Student Affairs Technical Services before making a purchase. The computer consultant works 
with University representatives to ensure the lowest possible academic pricing, and helps to provide 
technical direction and vision for strategic purchases.  
 
Can Student Affairs Technical Services Recommend A Computer To Purchase? 
Syracuse University has standardized Dell desktop PC’s for most needs. These are available for purchase 
through the University Bookstore, which chooses a single model each of desktop and laptop computer as a 
standard (currently Dell Optiplex GX620 and Latitude D620). Unless a specialized computer is required for 
a very specific need, it is recommended that student organizations use the computer standard as 
established by the Bookstore.  
 
Will Student Affairs Technical Services Purchase Computer Hardware Or Software For A Student 
Organization? 
While Technical Services can specify computer equipment and software that will work within the University 
framework as well as indicate the appropriate method of purchasing, the student organization is ultimately 
responsible for making the purchase using its budget. Student organizations will not be responsible for 
purchasing software applications for which there is a University-wide license (e.g. antivirus software). 
Student Affairs Technical Services will install and provide such software for student organizations.  
 
Does Student Affairs Technical Services Provide Peripherals/Accessories To Student 
Organizations? 
No. When purchasing computer equipment, the student organization is responsible for making sure that 
they have all peripherals and accessories (e.g. keyboards, mice, cables) that they will need to use the 
equipment. If you are unsure what you need, please consult with Technical Services, which can help with 
specifications.  
 
 
SETUP AND CONFIGURATION 
 
Does A Student Organization Set Up Its Own Computer Equipment? 



When a student organization receives new computer equipment, it will be responsible for unpacking and 
connecting the computer hardware. Technical Services can be contacted with questions on how to do this.  
 
Who Configures The Computer For Use At The University? 
For the University-standard PC-based computer hardware (Dell computers), Technical Services will install 
a standard University computing environment (operating system, antivirus software, e-mail if requested) 
and register the computer for use on the University network. For Macintosh and non-standard PC-based 
computers, Technical Services will install anti virus software and register the computer for use on the 
University network.  
 
 
Can Student Affairs Technical Services Provide Assistance With Software Configuration? 
Basic assistance for applications that are included in the standard University environment will be provided. 
Whenever possible, Technical Services will provide training materials to help student organizations get 
acquainted with this type of software. Separate arrangements should be made with Technical Services for 
more intensive training or for assistance with specialized applications that are not within the standard 
environment. The standard Technical Services hourly fee of $25/hour will be applicable for this type of 
special assistance.  
 
TROUBLESHOOTING 
 
Will Student Affairs Technical Services Troubleshoot A Computer Problem For A Student 
Organization? 
For University-standard computer configurations, Technical Services can assist student organizations with 
troubleshooting computer problems. For Macintosh computers or non-standard PC-based configurations, 
technical services will attempt to assist the student organization if the problem is within its area of expertise.  
 
How Are Warranty Repairs For Computers Handled? 
First, Technical Services recommends that student organizations order computers with four years of 
warranty service if budget allows. The extra fee for this level or warranty is minimal and will usually pay for 
itself in the long run. For Dell computers, warranty repairs are handled locally by Vitec Solutions, which can 
be reached at 800-955-5959. For Macintosh computers, Apple Computer should be contacted directly.  
 
What Can Be Done With Out-of-Warranty Equipment That Is Malfunctioning? 
If the student organization wishes to purchase replacement parts, or make repairs on its own, Technical 
Services can make recommendations for replacement parts and a course of action. At the student 
organization’s request, Technical Services will make basic repairs to malfunctioning computer equipment. 
These repairs would include such issues as replacing defective keyboards, mice, and hard drives. The 
student organization would be charged the cost of replacement parts and the standard labor fee as 
discussed earlier.   
 
How Is Software Troubleshooting Handled? 
Student Affairs Technical Services can diagnose and 
troubleshoot software problems for University-
standard software applications. These applications 
include, but are not necessarily limited to, the 



Microsoft Windows and Apple OS X operating systems, the Microsoft Office suite, Groupwise, Outlook, 
Dreamweaver, Adobe Acrobat, Novell and Microsoft Network Clients, and McAfee Antivirus products. For 
specialty software (e.g. vertical market applications) it is recommended that the student organization 
contact the application vendor for technical assistance.  
 
 
 
 
Is There Somewhere On The Web To Research Technical Problems? 
The Student Affairs Technical Services web site (students.syr.edu/technology) will have troubleshooting 
tips available. Additionally, ITS (Information Technology and Services) maintains a web-based 
knowledgebase (cms.syr.edu/support/) that can assist with many common technical problems.  
 
Should A Student Organization Contact ITS Directly With Technical Problems? 
Generally, it is recommended that a student organization contact Student Affairs Technical Services first. If 
the problem requires the assistance of ITS, Technical Services will act as a liaison with ITS and handle the 
request.  
 
POSTERS 
 
Student organizations wishing to use Community Darkrooms for large-scale copying and publicity-creation 
needs must obtain the monies from their allotted budgets or miscellaneous accounts and an approved 
expenditure request from the Syracuse University Student Association comptroller. Student organizations 
most commonly use Community Darkrooms to produce large posters that are then posted in the campus 
kiosks.  See page 47 for more information.  
 
Community Darkrooms – 316 Waverly Avenue, Robert B. Menschel Media Center, 315-443-2450.   
Hours of operation:  Sunday 12 – 6 p.m., Monday – Thursday 9 a.m. – 9 p.m., Friday 9 a.m. – 5 p.m. 
(closed Saturday). 
 
 
Office of Student Life Poster Or Flyer Policy       
 
To assist recognized student organizations with the advertisement of their programs and events, the Office 
of Student Life has developed an approval process for all posters and flyers. Once approved by Student 
Life, posters and flyers can then be distributed to Syracuse University residence halls and posted in the 

Schine Student Center. 
 
To submit your flyer for approval, do the following: 
 
·  Drop one copy of your student organization’s poster or flyer off at the 

Student Life front desk at least 48 hours before you plan to distribute 
it. Please note, Student Life may stamp only one flyer per 
program/event; therefore, please plan on duplicating your poster or 
flyer after it has been stamped. 

 



·  Your Student Life Organization consultant will then review your poster or flyer. Approved posters or 
flyers will receive an “RSO” stamp. 

 
·  If approved, your organization consultant will place the stamped flyer in your student organization’s 

mailbox in suite 126 of the Schine Student Center. 
 
·  If the flyer is not approved (see information below for criteria), your organization consultant will return it 

to your mailbox and attach a list of required changes. 
 
Criteria for Poster or Flyer Approval: 
 
·  Recognized student organization name- please note that only programs and events sponsored by 

currently recognized student organizations will be approved 
·  Date of program/event 
·  Time of program/event 
·  Location of program/event 
·  Organization contact name and phone number, e-mail or web page with questions concerning the 

program/event may be addressed 
·  Flyers for program/events funded via the Student Association must include the phrase: “Your Student 

Fee” 
·  Flyers for a Division of Student Affairs Diversity Grant or a University Encounter Grant funded 

programs/events must acknowledge the appropriate grant as an event sponsor 
·  The flyer must be in accordance with all of Student Life and University missions, values, and policies 
 
Organizations that abuse the Student Life Poster or Flyer Policy may be found in violation of the Syracuse 
University Code of Conduct. Organizations may not attempt to duplicate or falsify the stamp in any way.   
 
Posting Policies            
 
Campus Posting Policy 
 
The following policy is designed to allow recognized student organizations, administrative and academic 
departments, individual students, and individual employees to properly post items on Syracuse University 
property in a manner consistent with the mission of the University.   
 
Requirements - All display materials must include: 

 
·  Name of the sponsoring organization, department, or responsible individual 
·  Date, time and location of program 
·  Approval from the appropriate department as required by location 

 
In addition: 
 
·  Sponsors are responsible for the removal of materials 

after the date of the event.  Materials not removed on a 



timely basis by the event sponsor may be removed by University personnel. 
·  Materials not associated with a specific event or program may be displayed for no more than ten (10) 

business days unless specific approval is obtained from the Office of Student Centers and 
Programming Services. 

·  Materials must not be obscene or defamatory and must not violate University policy, or federal, state, 
or local laws. 

·  Any material not written in English requires an English translation to be kept on file with the Office of 
Student Life. 

 
Locations:  Each school or college, academic facility, and administrative building has formulated 
procedures for posting materials within its own confines.  Please note that these procedures may be more 
stringent than the general requirements provided below and may vary from building to building.  In the 
event a specific posting policy by an academic or administrative facility conflicts with the requirements set 
forth below, that procedure takes precedence over these requirements.  Building coordinators may remove 
materials that have not been posted according to the guidelines below: 
 
General Guidelines: 

 
a.  Only general-purpose bulletin boards in each building may be used for posting. 
 
b.   Posters or flyers must be affixed with thumbtacks, pushpins, or regular staples, not glue or tape.  
 
c.   Posters or flyers must be limited to one per bulletin board per event.  
 
d.   Posters may not exceed 11 inches by 17 inches, except with the authorization of the building 

coordinator or other authorized University official. 
 
e.   Bulletin boards that are labeled as “special purpose” are limited to that purpose and non-related 

announcements will be removed.  
 
f.   Posters or flyers may not be placed on interior or exterior walls, floors, doors, windows, sidewalks, 

statues, or public art. 
 

Academic Facilities:  Consult the dean’s office of each school or college or the building coordinator in 
charge of each building. 

 
Residence Halls:  All postings hung in University residence halls must be stamped per the Student Life 
flyer policy (please see page 43 of this handbook for detailed information). In addition, please see page 47 
for the Office of Residence Life posting policy. 

 
Dining Halls/Eateries:  All postings, including table tents, must be approved by Lynne Mowers in the 
Office of Food Services. She can be reached at 443-3608 or via e-mail at lmmowers@syr.edu. 

 
Student Centers:  All postings in the Schine Student Center and the Goldstein Student Center must be 
stamped per the Student Life poster or flyer policy (see page 41 for more information). Organizations that 
wish to have posters hung in the Schine atrium must deliver the posters to the Office of Student Centers 



and Programming Services, Room 228D, Schine Student Center. Organizations must allow 24 hours for 
the poster to be hung. Organizations that wish to hang posters in the Goldstein Student Center should drop 
them off at the Goldstein Information Desk; again, please allow 24 hours for Goldstein staff to hang the 
posters. 

 
Exterior: Recognized student organizations 
and departments may request to chalk on 
the Syracuse University Quad non-brick 
sidewalk areas. Syracuse University Quad 
sidewalks are defined as the quadrangle 
bound by Hendricks Chapel, Link Hall, 
Carnegie Library, Hinds Hall, and 
Huntington Beard Crouse Hall. Only water-
soluble chalk is permitted.  Permission to 
chalk must be requested via a request form 
from the Office of Student Centers and 
Programming Services, 228D, Schine 
Student Center. 

 
Banners: Recognized student organizations and departments may also request permission to hang 
banners outside of the Schine Student Center via a banner request form from the Office of Student Centers 
and Programming Services, 228D, Schine Student Center. This form delineates the requirements and 
specifications for hanging exterior banners. 
 
Except as set forth above, no posting or chalking is allowed outdoors on University property. 
 
Prohibitions 
 
The following is a list of actions prohibited under the campus posting policy: 

 
·  Using masking tape or other adhesives (including paste, glue, and spray adhesive) 
 
·  Using nails, heavy gauge staples, or other metal fasteners 
 
·  Attaching posters or flyers or spray painting on woodwork, statues, or other public art, walls, trees,     
      doors, light/telephone poles, sidewalks/walkways, stairwells, vehicles, roads, grassy areas,  
      windows/transparent surfaces, bus shelters, or other areas not expressly permitted through this policy   
 
·  Posting messages or symbols on grassy areas 
 
·  Hanging banners on external surfaces without first obtaining permission 
 
·  Causing damage to personal or University property 
 
Additional Restrictions and Requirements 
 



Syracuse University acknowledges that a policy of this nature may not anticipate every possible issue that 
may arise with respect to on-campus posting. As a result, the University reserves the right to impose 
reasonable restrictions and/or requirements with respect to time, place, and manner of posting activities.  
These restrictions may be in addition to, or in lieu of, those set forth in this policy. 
 
Enforcement 
 
·  Postings displayed in violation of this policy will be removed regardless of content.  
·  Outdoor areas will be checked periodically by the Physical Plant Grounds Department.  Materials not 

posted in accordance with this policy or posted past the time for the event will be removed. The 
appropriate building coordinators monitor indoor areas.  

·  The University Judicial System has jurisdiction over complaints filed against any University student, or 
recognized student organization(s) who destroys, defaces, or removes posters on University bulletin 
boards, or who posts material in a manner inconsistent with this policy.    

 
Sanctions 
 
Sanctions for violation of this policy by students and/or recognized student organizations include, but are 
not limited to: fines and/or restitution, loss of future posting and/or facilities use privileges, loss of 
recognition for recognized student organizations, other disciplinary sanctions, and other educational 
sanctions appropriate to the circumstances. University employees violating this policy may be subject to 
disciplinary action by the University. Syracuse University reserves the right to update and amend this 
posting policy at any time.  
 
OFFICE OF RESIDENCE LIFE POSTING POLICY        

 
The following guidelines reflect the commitment of the Office of 
Residence Life to foster an educational environment. The 
guidelines are specific for reasons of safety and security and the 
need to maintain an environment conducive to the pursuit of 
learning. 
 
Information To Be Posted 
 
All posted materials must specify the date, time, place, and sponsor of the event/program. The availability 
of alcoholic beverages at an event may not be advertised or publicized. All materials must conform to the 
policies and procedures of Syracuse University and the Office of Residence Life. The Office of Residence 
Life reserves the right to make exceptions to this policy at any time. 
 
Approval Of Materials To Be Posted 
 

Syracuse University student organizations, departments, and offices requesting posting 
must bring materials to be posted to the Central Office of Residence Life (111 Waverly 
Ave., Suite 200). It is the responsibility of each recognized student organization, office, 
and/or department to bring the appropriate number of materials to the residence halls 
and South campus mailboxes located in the Office of Residence Life. Recognized 



student organizations will need to have flyers stamped per the Student Life poster or flyer policy located at 
the Schine Student Center (see page 41 for more information). University offices will not need to have their 
posters stamped, but will need their advisor or professor’s name, office address and phone number on the 
flyer. 
 
The following process is in effect: 
 
·  Only recognized student organization and University departments are permitted to post flyers/posters in 

the residence halls. 
 

·  All posted materials must specify the date, time, place, and 
sponsoring organization of the event or program. The 
availability of alcoholic beverages at an event may not be 
advertised or publicized. All materials must conform to the 
policies and procedures of Syracuse University and the 
Office of Residence Life. 

 
·  Posters received from student organizations may not exceed 11” x 18” in size. 
 
·  All flyers/ posters must first be approved by the organization’s Student Life organization consultant, as 

part of the program planning process. Posters will be approved for both content and appearance. 
 
·  Upon the organization consultant’s approval, the flyer or poster will be stamped with the Recognized 

Student Organization (RSO) stamp. Flyers/posters can then be duplicated. 
 
·  A total of 177 flyers or posters can be duplicated for the residence halls. They are to be counted out 

and divided by hall, with the name of the hall written on the top flyer of each group as follows: 
 
Number Of Posters That Will Be Approved For Each Hall/South Campus (Total: 177) 
 
Boland    10  Kimmel/Marion     7 
Booth        9  Lawrinson   18 
Brewster/Brockway  15  Sadler    15 
Day    16  Shaw/ILC   16 
DellPlain/Butterfield  13  South Campus/Skyhalls    9  
Flint    18  Watson      13 
Haven                11  Central Office     1 
Walnut/Washington Arms             6 
 
·  Flyers/posters are to be delivered to the Office of Residence Life, Suite 200, Waverly Avenue, at least 

10 business days before the event date. Posters received after that date may not appear in time to 
afford sufficient notice of the event. 

 
·  Posted materials (flyers, posters, etc.) hung in the residence 

halls without prior permission of the Office of Residence Life 
will be removed and disposed of. Appropriate judicial action 



may be initiated against the student organization found violating this policy. 
 
 
 
Distribution Of Handbills 
 
Approved handbills may be made available in the halls and South Campus by a registered organization or 
department only to be placed in a central location at each hall and South Campus. Handbills may not be 
placed under individual residence hall room doors. 
 
Placement Of Banners 
 
Banners may be placed by organizations, departments or individuals in designated areas of the residence 
halls and South Campus. The designated senior staff member of the individual hall/South Campus must 
approve the banner. Water-resistant paint must be used when making banners. Size will be determined by 
the supervisor of the area. Banners need to be discarded after a period of time determined by the 
supervisor of the area. 
 
Off-Campus Posters 
 
Permission for off-campus advertisers to post in the halls/South Campus will be given if the event and the 
presented materials comply with established policies of the University (see Student Handbook). 
 
Mass Mailings 
 
Recognized student organizations may use the University’s bulk mail distribution system to distribute 
information to resident students provided the following conditions are met: (1) the flyer or letter receives 
prior approval from the ORL central office; and, (2) all pieces are to be tri-folded, addressed, bundled by 
residence hall, and taken to the University’s Mail Distribution Center for delivery to the individual residence 
halls. Mailing labels can be approved by the Office of Student Life at the Schine Student Center and then 
brought to the Registrar’s Office to Dan Stevens on the first floor of Steele Hall. Please note that all 
materials sent through the mail must be addressed to a specific student.  Mail addressed to “Occupants of” 
or “Parents of” will not be delivered. 
 
Room-To-Room Distribution 
 
Stuffing materials under residence hall room doors is prohibited. 
 
Non-Compliance 
 
Any violations of this policy will be appropriately handled by the Office of Residence Life. South Campus 
staff reserves the right to remove unapproved posters from bus stops, mailbox clusters, and bulletin 
boards. 
 
 



 
 
 
 
Other Posting Options           
 
Campus Kiosk 
 
Recognized student organizations and University departments are eligible to use campus kiosks, located in 
the Schine Student Center and Goldstein Student Center, on a space available basis and in accordance 
with the following guidelines: 
 
·  Recognized student organizations and University departments may register to have a poster displayed 

in the campus kiosks for up to 10 days. Posters may remain longer if space is available and the 
marketed program has not already occurred. To reserve a kiosk space, a reservation form must be 
completed with SCPS located in suite 228D of the Schine Student Center, or a reservation request may 
be submitted online at students.syr.edu/ues.  
 

·  Only large “mega-posters” produced by the Schine Copy Center or Community Darkrooms may be 
placed in the campus kiosks.  Any exceptions to this policy must be addressed in writing to Sue 
McArdell, office coordinator, Office of Student Centers and Programming Services. 
 

·  Events and services advertised on posters displayed in the campus kiosks must be open to the entire 
Syracuse University community. 
 

·  Posters must display the date, time, location, sponsoring organization or department, and program 
funding source (e.g. Student Association, Graduate Student Organization, Division of Student Affairs 
Grant for Diverse Programming, etc).   Poster content must be consistent with the mission, vision, core 
values, and policies of Syracuse University. 
 

·  Posters will be displayed as determined by Syracuse University in its sole discretion.  Persons seeking 
return of the poster following its display should request this in writing at the time of registration. 

 
Student Center Outside Banners- Banners that meet specific guidelines may also be placed on the 
outside of both student centers. For information on banner criteria and on scheduling for the student 
centers, contact the Student Centers and Programming Services Office at 315-443-4240 or stop in to the 
Schine Student Center, Suite 228D, 301 University Place. 
 
Information Tables- Information tables can be reserved by recognized student organizations and 
University departments for distributing information on a program or an upcoming event.  
 
Information tables are not available to off-campus vendors (e.g., credit card vendors, goods and 
services providers).  (See Syracuse University Sales/Fund raising Policy on page 19). 
 
Tables must be reserved in advance as follows: 



 
·  Schine Student Center- The Schine Student Center has six tables available to be reserved on a first-

come, first-served basis through the Student Centers and Programming Services Office. Recognized 
student organizations are invited to reserve tables up to three times a month. Radios, played at a 
reasonable level, are permitted from 12 – 1:30 p.m. 
 

·  Goldstein Student Center, South Campus- The Goldstein Student Center has four tables available to 
reserve on a first-come, first-served basis through the Information Desk. Recognized student 
organizations are invited to reserve tables up to three times a month.  Radios, played at a reasonable 
level, are permitted from 5 – 7 p.m.  
 

·  Residence Hall Dining Centers- Recognized student organizations and individual departments must 
contact each dining hall for permission and guidelines for tables. 

 
Table Tents 
 
Table tents can be placed in residence hall dining centers, campus snack bars, and the student center 
dining areas with the permission of Lynn Mowers at University Food Services, 315-443-3608. Permission 
must be obtained through this office. Items to be posted must be SU/SUNY ESF affiliated, include the 
name of the sponsoring organization clearly on the item, and display an expiration date and contact 
information, should someone have questions about the program.  
 
Chalking 
 
This form of publicity is only allowed on the Syracuse University Quadrangle (the “Quad”), which must be 
reserved through Student Centers and Programming Services, 228D Schine Student Center, 315-443-
4240.  Specific rules apply to chalking on the Quad. (See posting policy on page 44 for more details). 
 
 


