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PUBLICITY CHECKLIST
_____
Posters and Flyers 
Publications (Kirk building) is a free service for student organizations. Publications designs posters (x4129) and sends them to Printing Services (Barnett).  Organizations do incur a cost from printing services. All posters must be approved by the U&I and include the U&I logo, Res Life logo, and organizational name. 
_____ Handbills

Literature that is handed out does not require the U&I logo.  


_____ Website

For more information regarding websites, ITS can assist you by calling x4544.

_____ Easels in the Student Union Building, Residence Halls, & Academic Buildings 

Reservation forms for SUB easels are available at the SUB Office.  For additional easel information, check the respective building website.  

_____ Banner 

Banners must be approved by the U&I.  Banner supplies (50 feet of rope and a flat, twin sheet) may be purchased at the U&I or from any outside source.  All banners must display the full name of the organization.  

_____ Stuff Organization Mailboxes

Located in the lower level of the SUB. There are approximately 240 organization mailboxes.

_____ TruView Event Calendar 
Submit events through your student TruView account.  

_____ Truman State University Public Relations Office 

Contact the Public Relations Office at x4019.

_____ Chalking in classrooms & Outdoor Chalking 
Include the organization name, all pertinent information in the upper corner of classroom chalkboards.  

Please review all policies regarding chalking.  Do not chalk on vertical surfaces, bricks, and areas that are not exposed to rain.  

_____ Stakes and Sandwich Boards 
Stakes and sandwich board space may be reserved at the SUB Office.  For more information, call the SUB Office at x4186.  Sandwich boards are available at the U&I.
_____ Table Tents 

Table tent space may only be reserved by events sponsored by a department.  Table tent space may be reserved in the Sodexho office located in the SUB.  For more information, call the Sodexho office at x4198.

_____ Buttons

Spaces and machinery to make buttons are available at the U&I, located in the lower level of the SUB.  Buttons are available in the following sizes: 1 ¼”, 2 ¼”, and 3”.  For more information, call the U&I at x4222.

_____ Word of Mouth

_____ Cross-promote @ other events 

