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Webb Center postings must first be stamped by the Webb Information Desk.) No materials shall be 
posted on trees, vehicles, windows, walls, doors or glass panels either inside or outside University 
buildings. Contact Housing and Residence Life for policies related to flyer distribution in the halls.  

2. Radio - provide radio stations with information about upcoming events and public service 
announcements.  Contact WODU (683-3441), Old Dominion University’s campus radio station for 
details.  

3. Mace & Crown - ODU’s campus newspaper is published every Wednesday and can be a great way to 
reach all the students on campus.   Their office is in the U-Center Room, 1051.    

4. Posters - Use the Sign Room in the U-Center, Room 1069, to create posters for your event.  
5. Announce the event in your classes. (Ask for your instructor’s approval before announcing an event 

in class.  Most instructors will be more than willing to allow you to do this.)  
6. Display Cases in Webb Center - Contact LSI Scheduling in LSI for a form   
7. Axis TV Ads - To post a slide on Axis TV (aired in Webb Center), e-mail one PowerPoint slide to 

axistv@odu.edu.  No white backgrounds please, and be sure to include all relevant information on 
the slide including a contact phone number or e-mail. 

8. Chalking - Registered student organizations may use chalk to advertise upcoming events by 
submitting a Chalking Request form via Monarch Link and must comply with the Chalking guidelines. 

9. Student Announcements - Student organizations can submit announcements to be posted. Student 
announcements are posted for student organization events only (no meetings).  Announcements are 
submitted via Monarch Link 

 
Related Programming Policies  
 

Bulletin Board Policy and Procedures 

 
Bulletin boards are provided for the posting of signs, papers, posters, advertisements, etc. and are 
subject to the following regulations: 
 

1. All postings in Webb Center must be approved at the Webb Information Desk. 

2. All postings (including postings for student organizations and departments) must have a contact 
name and phone number/email.   

3. There will be only one "For Sale" flyer authorized and it is to go on the For Sale board only. “For 
Rent” may be posted on the same board, however, you may post additional "For Rent" flyers on 
the other boards. 

4. Organizations are limited to 4 flyers about events, job opportunities, and other information on 
the Webb Center bulletin boards.  The maximum approval time is 14 days, or the day after the 
event, whichever comes first.  Flyers for the bulletin boards should not exceed 11” x 17”. 

5. Signs may not exceed 6 feet in length and 3 feet in width for events.  For non-events, signs may 
not exceed 3 feet in length and 3 feet in width.  No organization may post more than two signs 
for each event in the North Cafeteria, and two signs in South Mall.  Organizations are limited to 
24 ft. of paper regardless of where signs are posted.  Non-event announcements must be from 
an organization, not an individual. 

6. Personal announcements (such as birthdays, congratulations, and other personal 
announcements) may be hung up for one day.  All other panels in the North Cafeteria are 
restricted to student organizations for up to two weeks. 
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7. Organizations may post professional made signs on the catwalk in the South Mall.  Six banners 
per side are allowed.  Banners are not to exceed 6 feet in length.  Banners may be hung for no 
longer than two weeks.  The organization/department is responsible for hanging and removing 
banners and a Webb Center Space Reservation Form must be filled out and submitted to LSI 
Scheduling prior to the banner being hung. 

8. Advertisements can make no reference to alcohol beverages or their availability.  Beverage 
prices cannot be included nor can the term “Happy Hour” be utilized.  In compliance with the 
university alcohol guidelines, publicity for the event must list identification (i.e. driver’s license, 
ODU ID, etc.) required to attend the function. 

9. Table tents for individual events may be placed on cafeteria tables for 1 day.  The 
department/organization must remove them by the end of the day.  A Webb Center Space 
Reservation Form must be filled out and submitted to LSI Scheduling prior to the table tents 
being placed. 

 
*All individuals and organizations posting notices are expected to design and display their 
materials in a manner respectful of the diverse beliefs, opinions and attitudes that exist in an 
institution of higher learning.  Posted items must be educational or informative in nature. Items 
advocating any infraction of the law, ordinance or official university regulation may not be 
displayed and are subject to removal by the Assistant VP of Engagement, Vice President of SEES 
or his or her designee. 

 
Chalking Policy 
 
Registered student organizations may use chalk to advertise upcoming events by submitting a Chalking 
Request form to the LSI Scheduling and must comply with the following guidelines: 
 

 Chalking may only be done in designated areas. 

 The chalk may only advertise an event sponsored by a student organization on campus (i.e. no 
personal announcements such as “Happy Birthday”) 

 The advertisement must be approved by Leadership and Student Involvement. 

 Events may only be advertised two days prior to the event. 

 Failure to follow the chalking guidelines will result in loss of chalking privileges. 
 
The following locations are the only designated chalking areas. Locations not listed are considered off-
limits. 
 

 Webb Center: front sidewalk and back brick area 

 Sidewalk in front of Batten Arts and Letters (BAL) 

 Sidewalk in front of the library 

 Sidewalk that follows the maglev track 
 
 

Donation Drive Policy for Webb Center 
 
 Only one type of drive is allowed during an allotted time period (i.e. two food drives can not  


