Northwest Student Union Banner Policy

Effective 1/2007

· Banners may be hung on the exterior of the J.W. Jones Student Union only with prior written approval from the Student Affairs Office.  

· Requests are approved on a first-come, first-approved basis.  
· Only banners promoting Northwest campus-wide events, inviting everyone to attend, taking place on campus and organized by a campus organization or office will be approved.  
· No inappropriate content including, but not limited to, pornography, obscenities, pictures of alcoholic containers or labels and association to the dispensing of alcohol and/or illegal substances shall be referred to on the banner.  No libelous or defamatory references shall be made on the banner.
· Banners not in English should include English translation.  Exceptions may be made for phrases that are of common knowledge.

· The Banner must specify the recognized student organization or Northwest office sponsoring or co-sponsoring the event.

· Violations of the Banner Policy will be handled according to University Posting Policies.
· Once approved, banners may be dropped off at the Student Affairs office to be hung. Banners will be hung by the Union staff only.    
· Banners may be hung on the building no more than 7 days.  Banners may be removed in less time if space is needed.  Damaged banners and or banners that are hung on the building without approval will be removed.  Banners will be taken down the day after an event.  Banners may be picked up at that time, any banner not picked up after 1 week will be discarded.
· There are 24 spaces to hang banners.  Each space is 105” (8’9”) wide by 117” (9’9”) tall.  In order to hang a banner it must be smaller than these dimensions.  
· A Banner Approval Request Form must be completed which will include a sketch or photograph of the banner.  The Banner Approval Request Form must be submitted no later than 5 business days before the banner is requested to be hung.  The exceptions are Homecoming and Greek Week banners.  These banners are approved and hung by the Office of Campus Activities.  

· Banners must be made of vinyl, heavy cloth or other durable material.  Paper banners may not be used and will not be approved or hung.

· Banners must include grommets at all four corners in order to be attached to the building.  The exception is if the banners are using a wood 2”x 2” or 1”x 4” at the top, then there should be holes drilled through the wood or screw-in eyelets, to attach rope or bungee cords.  Below is a diagram of a sample banner.
· Bungee cords will be provided for banners that are a minimum of 6’ x 7’, smaller banners must have ropes attached (see diagram below).

The Sign Shop (x.1844) on campus is available to make professional banners.  Please call as soon as possible to place your order and receive a price quote.

     

Grommets in the corners


4’ rope in each corner





Overall dimensions of banner are 36”x 42”














2”x2” with holes drilled in the corner and 3’ of rope








Overall dimensions of banner are 39”x 76”


(Average twin sheet size)





2”x2” with holes 


in the corner 


and 3’ of rope











