Student Club and Organization

Advertising Guidelines

2009-2010

Advertising Events

1.
All signs/posters/flyers and other advertising methods must be approved by the Coordinator of Student Organizations and Activities in the Student Life Office, General Services, room 271,  prior to posting. 

2.
After approval, organizations are responsible for the posting of their own posters/flyers. 

3. 
After an event, student organizations are responsible for removing posters/flyers, in a timely manner.

4
Any student organization advertising activities off-campus, using either the student organization’s name and/or the College’s name must have the advertising approved by the Coordinator of Student Organizations and Activities in the Student Life Office and the Public Information Office at least 2 weeks in advance of the event.

5.
All organizations are expected to follow the guidelines listed below for posting information on campus.  Aims and the Associated Students of Aims Community College provide several multipurpose bulletin boards for informational purposes.  These bulletin boards are maintained by the Associated Students through the Student Life Office and are intended for legal, ethical, and moral informational material.   Material not meeting these criteria will be removed promptly.

a. To help control the timeliness of information, all material must have the date of posting in the lower right hand corner and may remain on the bulletin board for three (3) weeks.  Under special circumstances information may be posted up to one semester when prior approval has been obtained through the Student Life Office.  Material considered special circumstance includes: academic calendars, registration information, lists of new classes, safety information, etc.
b. Posted material without a date in the lower right hand corner will be removed without notice.
c. Any material written in a foreign language is required to have a verbatim English translation attached to assure the legal, ethical, and moral substance of the material.  Material without this translation will be removed without notice.

d. Material exceeding 11”x 17” must be approved by the Student Life Office before posting.

6.
The above guidelines are specific to the multipurpose bulletin boards located across our campuses.  In addition to these guidelines, specific conditions have also been established for other areas where inappropriate posting of information has occurred.  The Associated Students through the Student Life Office maintain and enforce the established regulations described below:

a. Material may be posted in any lavatory where poster strips have been provided.  These poster strips will be the only acceptable location for posting information.  Any material posted to other surfaces will be removed.  Material must have the date of posting in the lower right hand corner and will be removed after one (1) week. 

b. Material may be posted to divisional/departmental bulletin boards only with the permission of the divisional/department head prior to posting.

c. Material may not be posted to any painted surface, on any campus, internal or external.

d. Material may not be posted to any existing sign, internal or external.

e. Material may not be posted to any door (this includes internal and external doors, painted, glass, or varnished doors and any adjoining panels) unless prior approval from the Student Life Office has been obtained.  Acceptable requests for posting material to doors include information about registration, class cancellations, polling place notices, classroom changes, etc.  These materials will be short-term in nature and must be taken down within 72 hours.  It is the responsibility of the individual posting the approved material to remove it after 72 hours.

f. Material may not be posted to any vehicle parked at Aims Community College, this includes posting by means of adhesive items or non-adhesive items, such as windshield wipers.

g. Material may not be posted to any external surface of any building without prior approval from Physical Plant.

h. Any external agency wishing to post information should be directed to the Student Life Office.

7.
Posting guidelines for the Downtown Greeley Campus, Ft. Lupton Campus, and Loveland Campus follow the same basic procedures as those outlined for the Greeley Campus.  If any questions should arise, contact Heather Lelchook at the Greeley Aims Downtown Center (970)-339-6510, Diane Seeley at the Ft. Lupton Campus (970)-339-4316, or Karen Hankey at the Loveland Campus (970) 667-4611 ext. 3336.

8.
These guidelines have been formalized to prevent unwanted materials from being posted in unauthorized areas, to prevent damage to college property, and to prevent injury.  Questions regarding posting informational material should be directed to the Student Life Office, ext.6450.

Cancellation of an Event 

Cancellation of an event already approved and advertised requires posting, at least 24-hours prior to the designated start time, notices about the cancellation on all campus bulletin boards. 
