Guidelines for Flyers and Posters
Scheduling Office Dini 105

Office of Student Life: 

Phone: 445-3324 Fax: 445-3284 Email: aswn@wnc.edu

*Some exceptions, read procedures carefully 
What Information Must Be on the Flyer/Poster: 
ASWN recognized student organizations are permitted to post flyers/posters* on campus publicizing on and off-campus events*, provided the materials include on the front of the flyer in type or print: 

• Name of the sponsoring organization 

• Date, time and the place of the event 

• Amount of admission charged (if any) 

• Contact information with the phone number (and e-mail if applicable) 

• Approval stamp obtained at the WNC Information Desk
• Any materials that are printed in a language other than English must also include the English translation of the same item. 

Events include, but are not limited to dances, films, speakers, concerts, athletic contests, performances, etc. 

What to do: 
1. Go to the WNC Information Desk in Bristlecone with the publicity material 
2. If it meets specifications, the Information Desk staff will provide a date & approval stamps for the material 

3. Staff will stamp front of materials 

4. Student Club or Group will post the material on “public view boards” around campus. 

Where to post: 
Posting may be limited if the demand exceeds the available space. Material posted over other material will be removed. Any posting exceeding 17”x24” and/or more than one poster/flyer on each bulletin board is subject to removal at anytime due to space limitations. 
Public View Bulletin Boards: All public view bulletin boards on campus are identified. Posting on “departmental bulletin boards” is not permitted. All materials are removed from public view boards by ASWN at the end of each month. 

All materials are removed after two weeks from date on flyer/poster. 

Student Activities Event Boards: ASWN and Student Organizations can use these boards to post events at WNC.
WNC Services & Programs: NO PUBLIC POSTING 

Campus Events: Any event-taking place on the WNC campus that benefits members of the campus community. 

Community Events: Events open to the community and sponsored by either a campus organization or a community organization. Note: events/programs sponsored by off-campus organizations must go to the WNC Information Desk (Located in Bristlecone Building, 445-3000) to have their posting material approved. 
Housing/Items for Sale: Apartment/house rentals, roommate situations, items for sale (Western Nevada College does not accept responsibility for condition of housing or items for sale). 
Campus Events:  Campus sponsored events only

Carpooling:  Need a ride or looking to share the gas, this board is only for carpooling.

Table Tents: 
• Table tents (for on-campus events sponsored by ASWN recognized organizations only) may be permitted in the lifted cafe with special permission from Lifted Cafe. 

• Table tents may be permitted in Dini Student Center and the Bristlecone Building. 

• Table tents must include all the same information as flyers/posters. See above, What Information Must Be on the Flyer/Poster. 

