RESOURCEANDSTRATEGIEBORCOMMUNICATIMBOUTYOURORGANIZATION

Publicizing Your Programs

1. All advertisements should include essentidionfosoch as date, time, ticket cost and igwailabil
and place of the program and the sponsoringtiomaniz

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 tksdzefoee the program.

4. If the program is funded in whole or in pa@ymathse University Student Association,hieclude t
following statement on all publi¢dyr Student Fee Failure to do so will jeopardize funding for
the program.

5. Syracuse University Policy on Use of SU Logo &ed niversity Trademark3he use of the
Syracuse University name, seal, logo, and isteeeddgademarks is prohibited unless a licensing
agreement is finalized with the Office of Lieengiams. Artwork of the registered marks also is
available from this office. Additional infomagtibe obtained by calling the Office of Licensing
Programs at 315-443-2838 or University Comnsueti Gtto443-2233.

6. Recognized student organizations may submitfe@veation for campus e-mail distribution at
syr.edu/news/hotnews.hémtl for inclusion in the University Calendabléavailine at
sunews.syr.edand weekly in the Syracuse Record) by elredd¢nt@syr.edufax to 315-443-
5355.

How to Write a Press Release

Obtaining free advertising is often the mo$ecipat eneans of reaching a wide audienceiséi conc
coherent press release makes it easier for treditoourite a story or update their audienges ab
your program.

These steps can be used as guidelines for writing
a press release:

\
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Type “Press Release *** Press Release *** Pesgs Raloss the top of the page.

Think in terms of the audience of the media whttdt 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 vguosséder as the second page is rarely read
Put the most important facts in the first tee patagraphs

Provide a contact name from your organizatifynaiosegplement the text

Campus Advertising Options

Campus Media

The Daily Orange (DO)Located at 744 Ostrom Avérhee,Daily Orangs a student-run
newspaper published weekdays during the Sylgetstey doademic year. Call 315-443-9798 for
the Editorial Department; and, 315-443-23bthfar lalisiness, including placing ads.

The Black Voice and The Student Veitecated in 126 Schine Student Center, Clloitle E,
publications are student-run newspapers puldtisetthel Syracuse University academic year. E-
mailThe Black Voicattheblackvoice@hotmail.aodThe Student Voicavoicesu@yahoo.com
concerning a story idea or advertising information.

The Syracuse RecordLocated at 820 Comstock Avenue, RodrheD$§racuse Recorsl
published during the academic year and pewwedictily summer by the Office of New Services.
For story suggestions and submissions, calt3184443

CirtusTV-= CitrusTV is the nation's largest and oldestastueed and operated television station
that offers programs ranging from sketch comglayytoaewscasts. To submit story ideas or to
inquire about advertising, contact the stafmmeiat 315-443-2041 or fax at 315-443-4675.

WERW-WERW is a free format radio station that caml lz¢ 1&r0 AM on your radio dial or at
universityunion.orfo submit news items or to inquire aboutirag¥ertian upcoming event,
contact the station’s General Manager at 315t443-20

WJPZ Radio, Inc.Z89” plays R&B music, as well as mainstreanc. W &Rz Radio, Inc. is a
recognized student organization managed and opstatents of Syracuse University and SUNY
ESF. To contact the station regarding adverasinguacing an upcoming event, call 315-443-
4689.

Off-Campus Publicity

If you want to publicize your event, prograwic@mseng the Syracuse community newspagpers, radi
stations, or TV stations, you should contactfidbeofONews Services at 315-443-3784 or



sunews@syr.edlhe staff helps publicize official Univergiyifetheey are open and/or of interest to
the community-at-large. When contacting News, $amacall the details about the event on hand.
Please call at least one month in advance aftthe @ordinate media coverage.

STATEMENT ARELATIONSHIBETWEENSYRACUSENNIVERSITY
ANDSTUDENPUBLICATIONS

Student publications will be free from censatshtlvaamce approval of copy, and their editors and
managers will be free to develop their owh malitieis and news coverage. All institutidiale @

and financed student publications must statly exptite editorial page that the opinionseskpres
therein are not those of Syracuse Universittheostatient body. In addition, student fee funded
publications must have the statement “YourFgridemthe 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 fidstdgeaa be dropped off at the Schine Student
Center, Goldstein Student Center, and Stufeontl desk.

For parcel shipping, recognized student omgamzayiaise the Syracuse University Bookstore.
Recognized student organizations must complpémdituee form to receive a purchase order to
cover costs of shipping.

Recognized student organizations seeking emsaiiay give the item to a Student Life staff
member for mailing. Recognized student orgammgtioaquest a standing inter-departmental
order for mail services from the Student Asswdiatamluate Student Organization comptroller.

Recognized Student Organization Mailboxes

Recognized student organizations are assigribdxainmidie Office of Student Life, suite b26, in t
Schine Student Center. Students have accessrmibeses during Schine Student Center hours of
operation. You may use the following addresgaaonmait

Name of Contact Person
Name of Student Organization
Office of Student Life

126 Schine Student Center
Syracuse NY 13244

All recognized student organization mailboxeseareamd cleaned out following the end of the fall
semester and after Commencement in May of edeleassamake arrangements to check your
mailbox and to stop mail service before this date.



Recognized student organizations may distribtibe oth@ir recognized student organizations via
Student Life mailboxes; however, Student lntd cesmmend that student organizations ot flyers
upcoming programs in the organization mailleyxase hiardly read and often thrown away, wasting
reams of paper per semester. Announcements obewadfiltated with Syracuse University or SUNY-
ESF will be removed immediately from the naaitboessroyed.

Residence Hall Mailboxes

The use of residence hall student mailboxeedigdirfederal mail, campus mail, and information
regarding residence hall issues, programssor event

Recognized student organizations not dirextty affih residence halls may not mass diseiisute
or other advertisements through student maibessshe items to be distributed are individually
addressed to the mailbox number and, therdiigrérause of the campus mail system.

Off-campus businesses and individuals may niigtniage-flyers or advertisements through student
mailboxes unless the items are delivered tler@u§hPostal Service.

Recognized Student Organization Electronic DisdnbList

The Office of Student Life maintains a recogrieatd arganization listserv that is available for
information dissemination to recognized staaérdtmng officers, faculty mentors, and members.

Messages will be forwarded to the listsenhreghwmotking days following submission, should they
meet the following criteria:

E-mail messages must be inclusive of and pertatlerécognized student organizations and
members.

Event announcements, solicitation and/or fogchodises will noé sent on the listserv. The
purpose of the listserv is for information disse minty.

E-mail messages must be submitted three dayscatadhe Office of Student Life for review and
processing.

Only recognized student organizations or thef (Hffickent Life may submit messages to the
listserv for distribution.

Only recognized student organization presidenthaird 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. Norpitheemedia files allowed. Limited to two
attachments per e-mail message.



The limit on the messages sent on the listsertywwi(l2) per day.

Priority may be given to messages from thef Office o
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 morghly basi

- E-mail messages will be kept on file in thefOffice
Student Life for the entire semester.

Copying and Duplicating

Recognized student organizations may use th€d&wmhi@enter to copy flyers for upcoming meetings
and programs.

Each recognized student organization is alpwtirmnapely 1,000 copies at Schine Copy Center per
academic year. Copy request forms can be @atkled 8pudent Association comptroller’s bi#fce in
Schine and must have the Syracuse UniversityASsabéation’s comptroller approval before copies
can be made. Please allow 2-3 business dayevial. ditye Syracuse University Student Association
the Student Activity Fee will not pay for asygEgier than the allotment unless prior amégeme
have been made.

Student organizations may take their approvedusgiyforms to the Schine Copy Center to be used
as payment for flyer printing.

The Schine Copy Cergdocated in the lower level of the Schiné Gémtien 315-443-3455. Hours of
operation during the academic year: 8:304bmp.m4:

TECHNOLOGSUPPORT

Student organizations often have unique andtimgedt associated with technology support (e.g.,
web support, computer purchases, etc.). The MSffadsntTechnical Services Group provides
technology assistance and support to recogaerecbaganizations. Please review the Q&A below for
more detail on the scope and level of assistaded.pr

GENERAL QUESTIONS

What Does The Student Affairs Technical Servicap Bp?

Syracuse University’s Division of Student Afthingcal
Services Group is primarily responsible fohrlualtsapport
and direction of the 23 departments withirsitve &¥i8tudent



Affairs. As an auxiliary to these servicesupherguwides a level of consulting and techpwal sup
services for student organizations.

Which Student Organizations Does Student Affainsital Services Support?
Technical Services provides basic technicalcassistay of the approximately 280 recognezed stud
organizations. The Office of Student Life nalisiairigecognized student organizations.

How Does A Student Organization Contact Studains A¥chnical Services?

Technical Services can be reached by phonelaé 4ty e-maikapport@students.syr.&dhen
possible, representatives of student organizatiacsng Technical Services should provide an on-
campus phone number for contacting the studieatiorgeepresentative.

What Kinds Of Assistance Can Student Affairs Tath8ervices Provide To A Student
Organization?
There are a variety of services that generdtytfelfollowing categories.

Web Support/MaintenaneeProvide organizations with space on thesdiveficserver and
create/maintain user accounts that allow atteesereer.

Purchasing- Assist in making technology-related purdwsimgsde.g. computers, software,
peripherals).

Setup and Configuratior Install and configure computer hardware agityJniv
recommended software applications (e.g. avftwiaus)s

Troubleshooting Diagnose computer and software problems.

Does Student Affairs Technical Services Charge Pdfdts Services?

For basic support in the categories listed la@reswter is no. A fee will be charged, however, fo
repairs of out-of-warranty equipment, softwhmenaete web site design, training or other time-
intensive projects. For these services, a rafiveskeoin the student organization should hreaet wit
associate in Technical Services to discusseitteiprdgtail. An estimate will be provided to the
organization’s representative and the respadtwe [Sfe Program consultant. The standard hourly
charge for fee-based work is $25 per hour.

WEB SUPPORT AND MAINTENANCE

How Would A Student Organization Request Spade@tubtent Affairs Web Server?

Student organizations can request space onsir@evdly completing a form available on thie Studen
Affairs Technical Services welstitients.syr.edu/technology/requesdipte the request is made,

an e-mail will be sent to the requesting padygpidogin information and the location of the
organization’s web site.

Can A Student Organization Request Any DomainAdaite \Web site?

Generally, web sites hosted on the Student wdtairserver have the following URL:
students.syr.edu/<nan@here <name> represents a single word desttipticorganization). For
example, the Syracuse University Student Assaegtisite is locatestatlents.syr.edu/sa



What If A Student Organization Already Has A WeDrSihe Student Affairs Web Server But No
Longer Has Login Information?

The organization can request to have a newousercaeated or the password for a specifisatiser re
To have a new user account created, complebefdne estudents.syr.edu/technology/request.php.
To have the password reset for an existing asedbstfollowing form on the Student Affaisallech
Services web sistudents.syr.edu/technology/password.php

How Long Are The Login Accounts For Accessing 8in&&vwer Active?

User accounts are activated at the time theyestedeby the student organization. These accounts
are then de-activated in May at the end of gters&nmlent organizations are then requiredtto fi

the web form students.syr.edu/technology/request igagtivate the account.

What Environment Does The Student Affairs Wdbuaitdnder?

The Student Affairs web server runs on an Applesisg OS X 10.4. It uses the Apache Web Server
software with MySQL available as a server-ladsese dquplication. Web pages are generally coded in
HTML or PHP. Student organizations should nmaleztedceffort to find individuals with a working
knowledge of these technologies before atteropgatg aind upload web pages.

How Would A Student Organization Create And Wgkia&ages To Its Web Site?

Technical Services requires the use of DreanMl¢at@raccomplish this. This software is
straightforward to use and integrates well witth cemvironment. The SU Bookstore carries the
reasonably priced, educational version of Dreanfegathose organizations that are unable to
purchase their own copy of Dreamweaver, the wdftb@rnstalled on the computers located in the
Student Association’s offices, and will beedoailadd.

An introduction to creating a connection ta¢hé Affairs web site in Dreamweaver can be found o
the Technical Services web sistudénts.syr.edu/technology/dreamweavdirdimmmig classes in
Dreamweaver are periodically held by the Té&swicas Group, the Bird Library, Community
Darkrooms, and Computing and Media Servicesr{chaepplyplease noteStudent organizations
may choose to use other alternatives for welatit®/editing, however, Technical Servicgdweill n
able to provide assistance in using them. T8elwicas will, however, provide assistancagiploadi
web content.

Is There A Limitation On The Size And Type OhCdhtt A Student Organization Can Place On
Its Web Site?

Technical Services currently does not limituhiecérard drive space that an organizatisite web
uses. Web sites are monitored, and Technied &=ences the right to limit the size of teweb si
the future. It is also requested that studeimbtiogando not create web content that mayg@verbur
the existing web server. Such content wouldsinedudig video or audio or excessive graphics.
Storing copyrighted software or media on the Stukféairs web server is strictly forbidd&he
content of all submissions from student orgamiaagiobe consistent with Syracuse Univedsty’s Co
of Student Conduct and institutional valueselgsusg content and illegal use of the Stadsnt A
web site will be directed to the organizataeris [Sta consultant.

Will Student Affairs Technical Services Developb&it® For A Student Organization?
Student Affairs Technical Services has limitecesefnr web site development. If resources are
available, and the extent of the web projeeteds wpn by technical services and the student



organization, consideration will be given tngaasisbrganization in developing its web site. The
standard hourly development fee would applgdoh anyrk. If resources are not available allechnic
Services will be glad to recommend availatleisaitio can accomplish the work for a fee.

Does Student Affairs Technical Services ProvidailEAotounts For Use In Conjunction With A
Student Organization’s Website?

No. If a student organization finds it necebsa®y a0 e-mail account affiliated with itsoodingsp
web site, it is recommended that one of theeneumydil providers (e.g. Hotmail, Yahoo, Jube, etc
used.

PURCHASING

What Does A Student Organization Do If It WaRisrdlmase Or Upgrade Computer Equipment Or
Software?

Any student organization wishing to upgraddasepueey computer equipment or software should
consult with Student Affairs Technical Sergreemaking a purchase. The computer consuant work
with University representatives to ensure thepdesiede academic pricing, and helps to provide
technical direction and vision for strategisgaurcha

Can Student Affairs Technical Services Recomm@nthputer To Purchase?

Syracuse University has standardized Dell de'sktopriRost needs. These are available foepurchas
through the University Bookstore, which chauglesnacsiel each of desktop and laptop conguter as
standard (currently Dell Optiplex GX620 arelD&80)dUnless a specialized computer is f@quired
a very specific need, it is recommended that styalezations use the computer standard as
established by the Bookstore.

Will Student Affairs Technical Services Purchasg@er Hardware Or Software For A Student
Organization?

While Technical Services can specify computemegung software that will work within thetyJnivers
framework as well as indicate the appropriadeomatinchasing, the student organizationtlyltima
responsible for making the purchase using itsSiudget organizations will not be responsible fo
purchasing software applications for which &hésaiversity-wide license (e.g. antivirus software
Student Affairs Technical Services will ingtadlatedsuch software for student organizations.

Does Student Affairs Technical Services ProvidephPrals/Accessories To Student
Organizations?

No. When purchasing computer equipment, thergfadization is responsible for making sure that
they have all peripherals and accessories f@ardseynice, cables) that they will need t® use th
equipment. If you are unsure what you need;gpisaléavith Technical Services, which carhhelp wit
specifications.

SETURANDCONFIGURATION

Does A Student Organization Set Up Its Own Coraguipment?



When a student organization receives new cajujmutemg it will be responsible for unpacking and
connecting the computer hardware. Technical &arleecontacted with questions on how to do this

Who Configures The Computer For Use At The UgRersi

For the University-standard PC-based compudee liBelixcomputers), Technical Services Will insta
a standard University computing environmermdopesiam, antivirus software, e-mail if r@quested
and register the computer for use on the Uneftersity. For Macintosh and non-standard PC-based
computers, Technical Services will instalusrsoftivare and register the computer for use on th
University network.

Can Student Affairs Technical Services Providst&sse With Software Configuration?

Basic assistance for applications that are incdbededfandard University environment wilidesl pro
Whenever possible, Technical Services willti@ioudematerials to help student organizdtions ge
acquainted with this type of software. Sepangerants should be made with Technical Services fo
more intensive training or for assistance witliesgempplications that are not within thedstanda
environment. The standard Technical Servicdeenafir§25/hour will be applicable for thié type o
special assistance.

TROUBLESHOOTING

Will Student Affairs Technical Services TroubléshodComputer Problem For A Student
Organization?

For University-standard computer configuratiorisalT8ervices can assist student organiziitions w
troubleshooting computer problems. For Maampogéremr non-standard PC-based configurations,
technical services will attempt to assist the@swat@zation if the problem is within itfsexypertise.

How Are Warranty Repairs For Computers Handled?

First, Technical Services recommends that sgatepations order computers with four years of
warranty service if budget allows. The exiréhisdefeel or warranty is minimal and wyllpasufdt

itself in the long run. For Dell computersyweajperg are handled locally by Vitec Solbtansamw

be reached at 800-955-5959. For Macintosh coapmlee@omputer should be contacted directly.

What Can Be Done With Out-of-Warranty Equipmetg Wladfunctioning?

If the student organization wishes to purcleassniegl parts, or make repairs on its own, [Technica
Services can make recommendations for replaagmertdpa course of action. At the student
organization’s request, Technical Servicesewihsmakepairs to malfunctioning computer eéquipmen
These repairs would include such issues agyrdpfaciive keyboards, mice, and hard drives. The
student organization would be charged the epktcement 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 Bystbfitspsoft Office suite, Groupwise, Outlook,
Dreamweaver, Adobe Acrobat, Novell and MidrosdftQlients, and McAfee Antivirus products. For
specialty software (e.g. vertical market apgplitai® recommended that the student organization
contact the application vendor for technical@ssist

Is There Somewhere On The Web To Research Teetobtahs?

The Student Affairs Technical Services wstudatetq.syr.edu/technglegly have troubleshooting
tips available. Additionally, ITS (Informatiowlobgchand Services) maintains a web-based
knowledgebasa(s.syr.edu/suppitiat can assist with many common technicasproble

Should A Student Organization Contact ITS DWéittiyTechnical Problems?

Generally, it is recommended that a studerdtangaoatact Student Affairs Technical Sesuites fi
the problem requires the assistance of ITSall8ehraes will act as a liaison with ITS dedHsnd
request.

POSTERS

Student organizations wishing to use CommuniynBdok large-scale copying and publicity-creatio
needs must obtain the monies from their alttgétsl dumiscellaneous accounts and an approved
expenditure request from the Syracuse Univelesitly Atsociation comptroller. Student organization
most commonly use Community Darkrooms to pgedpostéas that are then posted in the campus
kiosks. See page 47 for more information.

Community Darkrooms 316 Waverly Avenue, Robert B. Menschel Medja3C2A43-2450.

Hours of operation: Sunday 12 — 6 p.m., Monaigday ™ 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 organizationsasitlertimement of their programs and eventigehe Of

of Student Life has developed an approval pragégosters and flyers. Once approved by Student

Life, posters and flyers can then be distrilgyeattse University residence halls and pibeed in
Schine Student Center.

To submit your flyer for approval, do the following

Drop one copy of your student organizationr lysteoff at the
Student Life front daskeasti8 hours before you plan to distribute
it. Please note, Student Life may stamp onlyepngerfl
program/event; therefore, please plan on dugbcatposter or
flyer after it has been stamped.



Your Student Life Organization consultant weNidveryour poster or flyer. Approved posters or
flyers will receive an “RSO” stamp.

If approved, your organization consultantenihelstamped flyer in your student organization’s
mailbox in suite 126 of the Schine Student Center.

If the flyer is not approved (see informatidiobeliberia), your organization consultatdrwilt r
to your mailbox and attach a list of required.chang

Criteria for Poster or Flyer Approval:

Recognized student organization name- pleabat raily tporograms and events sponsored by
currently recognized student organizationasppiibtbed

Date of program/event

Time of program/event

Location of program/event

Organization contact name and phone numbeoy @vetaipage with questions concerning the
program/event may be addressed

Flyers for program/events funded via the SsmEatidrs must include the phrase: “Your Student
Fee”

Flyers for Bivision of Student Affairs Diversity GranaUniversity Encounter Grafuinded
programs/events must acknowledge the apprapiriaseagrevent sponsor

The flyer must be in accordance with all ofL.$feidext University missions, values, and policies

Organizations that abuse the Student Life FdgezrRwlicy may be found in violation of ¢heeSyra
University Code of Conduct. Organizations mt@ypbtcaduplicate or falsify the stamp in.any way

Posting Policies

Campus Posting Policy

The following policy is designed to allow rdcsigiiget organizations, administrative andcacademi
departments, individual students, and indiyittmadesrio properly post items on SyracuseyJniversi
property in a manner consistent with the miksidimofersity.

RequirementsAll display materials must include:

Name of the sponsoring organization, departesgunsible individual
Date, time and location of program
Approval from the appropriate department asrgdodaion

In addition:

Sponsors are responsible for the removal ofsmateria
after the date of the event. Materials not remaved



timely basis by the event sponsor may be rerhimreerdyy personnel.

Materials not associated with a specific evegtaon phay be displayed for no more than ten (10)
business days unless specific approval is obbtametie Office of Student Centers and
Programming Services.

Materials must not be obscene or defamatoryt anod winlate University policy, or federal, state,
or local laws.

Any material not written in English requireistmtianglation to be kept on file with thefOffice
Student Life.

Locations: Each school or college, academic facility, amdtratiwe building has formulated
procedures for posting materials within itsfowes.céiease note that these procedures meg be mo
stringent than the general requirements prdewdeandemay vary from building to building. In the
event a specific posting policy by an acadeimimistrative facility conflicts with the reqfsirgzhe

forth below, that procedure takes precederfoeseveqguirements. Building coordinators may remov
materials that have not been posted accordiggittetimes below:

General Guidelines:

a. Only general-purpose bulletin boards inleéachrbay be used for posting.

b. Posters or flyers must be affixed withaksjrplghpins, or regular staples, not glue or tape
c. Posters or flyers must be limited to ankeperoard per event.

d. Posters may not exceed 11 inches by 17exofgiswith the authorization of the building
coordinator or other authorized University official

e. Bulletin boards that are labeled as “gnguiakpare limited to that purpose and non-related
announcements will be removed.

f. Posters or flyers may not be placed anantexierior walls, floors, doors, windowslksjdewa
statues, or public art.

Academic FacilitiesConsult the dean’s office of each schooferazallee building coordinator in
charge of each building.

Residence HallsAll postings hung in University residenceustalie stamped per the Student Life
flyer policy (please see page 43 of this hamdtetzléd information). In addition, pleaagesé& p
for the Office of Residence Life posting policy.

Dining Halls/EateriesAll postings, including table tents, mustdwedyyr Lynne Mowers in the
Office of Food Services. She can be reache26884213¢ia e-mailnmowers@syr.edu

Student CentersAll postings in the Schine Student Center @Goltiskein Student Center must be
stamped per the Student Life poster or flyésgmipage 41 for more information). Orgartietions
wish to have posters hung in the Schine atridelivenghe posters to the Office of Studerg Cente



and Programming Services, Room 228D, Schine€C8htelerDrganizations must allow 24 hours for
the poster to be hung. Organizations that anghposters in the Goldstein Student Centedrepould
them off at the Goldstein InformationaDask please allow 24 hours for Goldsteinhstady tioe
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 deparagealsonmequest permission to hang
banners outside of the Schine Student Certianmix aequest form from the Office of Studeat Cent
and Programming Services, 228D, Schine StudenfTidsrform delineates the requirements and
specifications for hanging exterior banners.

Except as set forth above, no posting or chalkingd outdoors on University property.

Prohibitions
The following is a list of actions prohibitetth@icdenpus posting policy:

Using masking tape or other adhesives (inctteljriguea and spray adhesive)

Using nails, heavy gauge staples, or otheisteataksfa

Attaching posters or flyers or spray paintiogwaricstatues, or other public art, walls, trees,
doors, light/telephone poles, sidewallsisyatairwells, vehicles, roads, grassy areas,
windows/transparent surfaces, bus sheltbes,areas not expressly permitted thrqugjfcyhis
Posting messages or symbols on grassy areas

Hanging banners on external surfaces witbbtdifirsty permission

Causing damage to personal or University property

Additional Restrictions and Requirements



Syracuse University acknowledges that a gotiayatire may not anticipate every possiliteaissue
may arise with respect to on-campus postingséls &he University reserves the right to impose
reasonable restrictions and/or requirementspetthtoetime, place, and manner of postirggactivit
These restrictions may be in addition touafjriH@se set forth in this policy.

Enforcement

Postings displayed in violation of this pdieyamilbved regardless of content.

Outdoor areas will be checked periodically lysitted Plant Grounds Department. Materials not
posted in accordance with this policy or postineé pase for the event will be removed. The
appropriate building coordinators monitor @sdoor ar

The University Judicial System has jurisdictcamgla&ints filed against any University student,
recognized student organization(s) who dedtogs, de removes posters on University bulletin
boards, or who posts material in a mannereémtovithsthis policy.

Sanctions

Sanctions for violation of this policy by sindémtsecognized student organizations intlade, bu
not limited to: fines and/or restitution, lessrefpbsting and/or facilities use privilegesf los
recognition for recognized student organiz#tiemslisgiplinary sanctions, and other educational
sanctions appropriate to the circumstancesityJeipisyees violating this policy may betsubject
disciplinary action by the University. Syrasessityymeserves the right to update and amend this
posting policy at any time.

OFFICE ORESIDENCEIFEPOSTINGPOLICY

The following guidelines reflect the commithei@fbte of
Residence Life to foster an educational envirdimaent
guidelines are specific for reasons of safetyuaityl @nd the
need to maintain an environment conducive tsuibeofpu
learning.

Information To Be Posted

All posted materials must specify the datdatieneng sponsor of the event/program. Théditavailab
of alcoholic beverages at an event may nottisedadwepublicized. All materials must cornliigrm to
policies and procedures of Syracuse UnivetbiyGifide of Residence Life. The Office ofcResiden
Life reserves the right to make exceptionsaiacthéeg any time.

Approval Of Materials To Be Posted

Syracuse University student organizations, depatdeffices requesting posting
must bring materials to be posted to the Clacgraf @€sidence Life (111 Waverly
Ave., Suite 200). It is the responsibility dfoegeiized student organization, office,
and/or department to bring the appropriate mumaterials to the residence halls
and South campus mailboxes located in the ®féselarfce Life. Recognized



student organizations will need to have flyges starthe Student Life poster or flyer mikclydoc

the Schine Student Center (see page 41 foomma&anj. University offices will not needtheinave
posters stamped, but will need their advisi@seopsamame, office address and phone nuimder on t
flyer.

The following process is in effect:

Only recognized student organization and Uihiyendityents are permitted to post flyersiposters i
the residence halls.

All posted materials must specify the datdatenenol
sponsoring organization of the event or program. Th
availability of alcoholic beverages at an eveot may
advertised or publicized. All materials must tomnifer
policies and procedures of Syracuse Universitg and
Office of Residence Life.

Posters received from student organizetjonst exceed 11” x 18" in size.

All flyers/ posters must first be approvedrganiaton’s Student Life organization corsultant,
part of the program planning process. Po$tergppibved for both content and appearance.

Upon the organization consultant’s approvwar threptbster will be stamped with the Recognized
Student Organization (RSO) stamp. Flyers/posters loa duplicated.

A total of 177 flyers or posters can be dufgictitedesidence halls. They are to be counted out
and divided by hall, with the name of thedralbmwtie top flyer of each group as follows:

Number Of Posters That Will Be Approved For El&otiln 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/Skyhalls9

Flint 18 Watson 13
Haven 11 Central Office 1
Walnut/Washington Arms 6

Flyers/posters are to be delivered to the Gifisel@fice Life, Suite 200, Waverly Avenue, at leas
10 business days before the event date. Positerd edter that date may not appear in time to
afford sufficient notice of the event.

Posted materials (flyers, posters, etc.) hengsidénce
halls without prior permission of the Officeleideelsife
will be removed and disposed of. Appropriateatidici



may be initiated against the student orgaoizadiaiolating this policy.

Distribution Of Handbills

Approved handbills may be made available is #mel fsduth Campus by a registered organization or
department only to be placed in a central &adicin hall and South Campus. Handbills may not be
placed under individual residence hall room doors.

Placement Of Banners

Banners may be placed by organizations, departméintduals in designated areas of the eesidenc
halls and South Campus. The designated semangiaff of the individual hall/South Campus must
approve the banner. Water-resistant paint reedtveleenn making banners. Size will be determined by
the supervisor of the area. Banners need tcatukedliatier a period of time determined by the
supervisor of the area.

Off-Campus Posters

Permission for off-campus advertisers to gobalils/®outh Campus will be given if the eveat and
presented materials comply with establishedopdfieieniverdisge Student Handook

Mass Mailings

Recognized student organizations may use tistyldnimelk mail distribution system to distribute
information to resident students providedwiegfobbmditions are met: (1) the flyer ordett@sre
prior approval from the ORL central office) alhghi€2es are to be tri-folded, addressest] byndl
residence hall, and taken to the Universiisthaition Center for delivery to the indigideake

halls. Mailing labels can be approved by thef Stfident Life at the Schine Student Cerftenand t
brought to the Registrar’'s Office to Dan Stettemdirsh floor of Steele Hall. Please notk that a
materials sent through the mail must be addrasgeetific student. Mail addressed to “Oaxlipants
or “Parents of” will not be delivered.

Room-To-Room Distribution

Stuffing materials under residence hall roasmmtobibited.

Non-Compliance

Any violations of this policy will be apprdmaradédy by the Office of Residence Life. Squth Cam

staff reserves the right to remove unapproves fmatdus stops, mailbox clusters, and bulletin
boards.



Other Posting Options

Campus Kiosk

Recognized student organizations and Univarsihedepare eligible to use campus kiosksjrocated
the Schine Student Center and Goldstein StugenbiCanspace available basis and in accordance
with the following guidelines:

Recognized student organizations and Univarsihedepmay register to have a poster displayed
in the campus kiosks for up to 10 days. Postezmanayionger if space is available and the
marketed program has not already occurred.vEoar&s®k space, a reservation form must be
completed with SCPS located in suite 228Dlohéh8t8dent Center, or a reservation request may
be submitted onlinstatdents.syr.edu/ues

Only large “mega-posters” produced by the SuhiGer@er or Community Darkrooms may be
placed in the campus kiosks. Any exceptianpdbicthimust be addressed in writing to Sue
McArdell, office coordinator, Office of Stutenst&ehProgramming Services.

Events and services advertised on posters displeyedmpus kiosks must be open to the entire
Syracuse University community.

Posters must display the date, time, locatisarirgparganization or department, and program
funding source (e.g. Student Association, (Badieate Organization, Division of Student Affairs
Grant for Diverse Programming, etc). Posténugsitee consistent with the mission, vision, cor
values, and policies of Syracuse University.

Posters will be displayed as determined by Symaarséy in its sole discretion. Persong seekin
return of the poster following its displayednoesd this in writing at the time of registration.

Student Center Outside BanneBanners that meet specific guidelines may @smeden the
outside of both student centers. For informdtameamncriteria and on scheduling for the student
centers, contact the Student Centers and Prgg&ervites Office at 315-443-4240 or stop in to the
Schine Student Center, Suite 228D, 301 Uniaeesity P

Information Tablesinformation tables can be reserved by recogmieatl @tganizations and
University departments for distributing infamaftwogram or an upcoming event.

Information tables are not available to off-campndors (e.g., credit card vendors, goods and
services providersSee Syracuse University Sales/Fund raising) palijey 19).

Tables must be reserved in advance as follows:



Schine Student Centéfhe Schine Student Center has six tableg avdikalpéserved on a first-
come, first-served basis through the StudestadbehRnogramming Services Office. Recognized
student organizations are invited to reservegaoldbree times a month. Radios, played at a
reasonable level, are permitted from 12 — 1:30 p.m.

Goldstein Student Center, South Camphe Goldstein Student Center has four tdblele avali
reserve on a first-come, first-served basis theugformation Desk. Recognized student
organizations are invited to reserve tabldsreg tiones a month. Radios, played at a reasonable
level, are permitted from 5 -7 p.m.

Residence Hall Dining CentdrRecognized student organizations and indipaitialetits must
contact each dining hall for permission antegdataiables.

Table Tents

Table tents can be placed in residence hatetitargy campus snack bars, and the student center
dining areas with the permission of Lynn Mblmersrsity Food Services, 315-443-3608. Permission
must be obtained through this office. Itemsstetdenqust be SU/SUNY ESF affiliated, include the
name of the sponsoring organization clearlyitem,tlaad display an expiration date and contact
information, should someone have question gdgvogtam.

Chalking

This form of publicitgngy allowed on the Syracuse University QuadratQleatfe which must be
reserved through Student Centers and Programnaes, 388D Schine Student Center, 315-443-
4240. Specific rules apply to chalking on tH{&&gupdsting policy on page 44 for more details).



