EFFECTIVE: January 2009

FACULTY AND STUDENT POLICIES FOR 
SCHOOL OF MUSIC FLYERS, PROGRAMS and POSTERS

Flyers
The provided flyer template must be used. All the elements on the template should not be altered in any way. (SoM wordmark at top left and university College of Arts and Letters logo and SoM contact info at bottom). The middle area is available for any text, photos, etc. Both b/w and color templates are available. Size is 8.5 x 11 in.

* Faculty and student flyers MUST receive physical stamp of approval (available electronically or by hard copy) from Alison Crumpton before printing/posting flyers. Please do so 3 weeks prior to event. If Alison is helping with design get her all materials 4 weeks prior to event.

Students please contact your faculty for flyer and program templates. 

---------------------------------------------------------------------------------------------------------------------

Programs
The provided program template must be used. All the elements on the template should not be altered in any way. (SoM wordmark at top left and university College of Arts and Letters logo and SoM contact info at bottom). Both b/w and color templates are available. There are two template options.

1. A single-page 5.5 x 8 in. double-sided program. The template has two programs on a page to help cut printing costs/save paper.

2. A single-page 8.5 x 11 in. folded program. Flat size is 8.5 x 11 inches. 
Fold size is 5.5 x 8.5 inches.

· All student programs must receive stamp of approval by Alison Crumpton before being printed at least 2 weeks prior to your event

· Faculty programs do NOT need stamp of approval by Alison Crumpton. It is the responsibility of the faculty member to use provided program template, check for typos, grammatical errors, etc.

* Faculty: If you are receiving any funding from Partners for the Arts, you must list all the Partners on the back of your program. The Partners list is updated weekly. Contact Alison to the get the most up-to-date list.

---------------------------------------------------------------------------------------------------------------------

Posters
Please make sure appropriate School of Music wordmark and the university College of Arts and Letters logo are on the poster. If you need these logos, contact Alison.

Alison is available to help with designing faculty posters or brochures. Please give her at least 8 weeks prior to your event. Note: If using a professional printer (quantity should be over 200), printing alone will take approximately 7-10 business days.
* All posters must receive stamp of approval by Alison Crumpton before being printed.

---------------------------------------------------------------------------------------------------------------------
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