University of Wyoming Poster Run Guidelines

This service distributes posters to designated bulletin boards across campus free of charge. This service is open for anyone in the Laramie community to use, but is aimed at Registered Student Organizations, and Campus Departments. This service is for events only. Your poster must have a date, time, and place listed to be approved. Special exceptions may apply to University Registered Student Organizations. If the service becomes overwhelmed at any point in the semester, these rules and regulations are subject to change.

Poster Run Requirements: 
Only two sizes of posters will be allowed, 8.5” x 11” and  11” x 17”. 11” x 17” sized posters with a vertical layout are the highly preferred option. All posters are required to contain the following information: 
· Sponsoring Organization’s Full Name (no acronyms)
· Meeting or Event Name
· Date, Time, and Location of Event
· Contact information (phone number or email)
· The ASUW logo on all advertisements if your organization receives funds from ASUW for the event

For All Posters:
You must email a proof of your poster to SAmarket@uwyo.edu no later than three weeks before the event. Once you receive an approval response you may print 55 posters and bring them to either the Union Information Desk or Old Main Suite 101A for the poster run. If you bring your printed poster to the dropoff locations without getting email approval first, there is no guarantee your poster will be displayed. Posters must be turned in to one of these locations by 3PM on Thursday to be distributed the following week. All posters will stay up for a duration of two weeks, so plan accordingly on when you submit them for approval and printing to utilize your maximum available time for advertising. During peak months, bulletin boards are highly utilized. Posters are hung to the best of our ability and no preferences will be given.

If you are a Registered Student Organization:
If your event is being held on campus and is not a regular meeting, it is highly encouraged to register your event through Cowbell before you print it for Poster Run. Please note that you should register your event 2-3 weeks in advance of your event date to utilize the Poster Run for multiple weeks before the event date.

If you are a Department within Student Affairs:
You may utilize the Student Affairs Marketing office to design your posters if you provide enough advance notice. Please reach out to SAmarket@uwyo.edu for more details.

The Poster Run service typically runs the Friday before the first week of the academic year through the 2nd week before Finals. Poster Run services also may not be available around or during university holidays/closures/breaks.

The Student Affairs Marketing Office retains the final say regarding all posters on the bulletin boards. They have the right to refuse any poster not deemed fit.

Posters Around Town
Putting posters for your event around Laramie is a way to reach a greater audience and involve the community beyond campus in your event. Most businesses downtown offer free public bulletin boards for the community to use, all you have to do is walk into each business and ask!

