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Policy Statement 
Any Bemidji State University division, department, office, academic unit, program, center, 
faculty, staff, enrolled student or registered student organization may publicly post on 
university property in designated areas consistent with the terms described below. Any Non-
BSU entity is eligible to post materials as described in Procedure Three (3) below. 
 
Scope and Purpose of Policy 
The BSU Posting Policy applies to all stakeholders who request access and use of public spaces 
for information sharing. The policy has been adopted for the purposes of supporting an 
educational campus environment and culture, providing information and campus notices, 
promoting curricular and co-curricular activities, creating an attractive campus appearance, and 
cultivating sustainability. 

 
Definitions  
Posting means to affix (e.g., a notice, bulletin) to a public post, wall, or board designed for the 
purposes listed above. 
 
Procedures   

1. Certain bulletin boards are reserved for the specific use of specific departments or 
organizations. The presence of a sign with the name of the department or organization 
indicates that neither the general public nor outside groups/persons may place 
materials on those boards.  

2. For all bulletin boards other than those reserved for specific departments or 
organizations, materials may be posted according to the following provisions. The 
number and location of bulletin boards as noted below are subject to change. Please 
refer to the Hobson Memorial (HMU) Information Desk for a list of current bulletin 
board locations and number of posters for each facility. 

a. All posters, notices, etc. must carry the name of the department/organization 
and when applicable contact information.  

b. Posters, notices, etc. for all academic, administrative and Student Union 
buildings must be approved for posting at the HMU Information Desk.  



c. Posters, notices, etc. for residence halls must be approved by the Department of 
Housing and Residential Life Office, Walnut Hall.  

d. HMU will collect five (5) copies. Three (3) copies will be posted within the Union 
and the Library corridor for a two-week period. One (1) copy will be forwarded 
to the BSU Marketing and Communication department and one (1) copy will be 
forwarded to Northwest Technical College. 

e. The Department of Housing and Residential Life will accept and post one (1) 
poster per residence hall and seven (7) for Walnut Hall, or one (1) poster per 
floor in the residence halls if the event is sponsored by a registered BSU student 
organization.  

f. Posters may also be placed in the other administrative and academic buildings. 
Posters are limited to approved bulletin boards only and must be stamped for 
approval to post at the HMU Information Desk. A list of these boards is available 
at the HMU Information Desk.  

g. All posters, notices, etc. which are not approved for posting will be removed.  
h. Each department/organization is responsible for taking down their posters, 

notices, etc. in the academic and administrative buildings after the event is held.  
i. Posters, notices, etc. may not exceed 14" by 22". If the posting, notice, etc. is for 

a fund raiser for a registered student organization, the student organization 
must submit a Fundraising Application Form through its Beaver Link Account and 
receive approval from the HMU Associate Director before the posters may be 
posted.  

j. Posters that advertise or promote the sale or consumption of alcohol will not be 
approved.  

k. Banners may be posted in the lower HMU, Library tunnel, and Walnut Hall. 
Banners should be no more than five (5) feet long and three (3) feet wide. 
Banners should be brought to the HMU Information Desk and Department of 
Residential Life Office for approval and hanging.  

l. For student organizations, material designated solely for use on campus may be 
developed by the student organization. However, posters, flyers, and other 
forms of publicity designed for the general public must be processed through the 
Communications and Marketing Office (Deputy 312).  

m. Table tents for use in the Lakeside Food Court dining area are coordinated and 
approved through the HMU staff. No individual table tents are allowed.  

3. Personal notices may be hung on bulletin boards in the following places: one (1) on the 
board in the Library hallway, and one (1) in the lower union near Affinity Plus Credit 
Union. Individuals not associated with the University may, upon the approval of the 
HMU Director, post information within HMU by contacting the staff at the HMU 
Information Desk. The HMU is designated as the primary location for the posting of non-
University information. For the Department of Residential Life, if the event is sponsored 
by an outside organization, one poster per residence hall and one in Walnut Hall may be 
posted.  

4. No materials of any sort may be attached to the outside of buildings, doors, or windows. 
No materials may be attached to trees or benches or trash receptacles. No material is 



allowed to be posted on cars in University lots. Portable announcement boards on 
campus are prohibited. Requests for exceptions to these restrictions should be directed 
to the HMU Director, in consultation with facilities staff as appropriate.  

5. All posters, notices, etc. must contain the following American Disabilities Act (ADA) 
tagline: ““A member of the colleges and universities of Minnesota State, Bemidji State 
University is an affirmative action, equal opportunity educator and employer. This 
document is available in alternative formats to individuals with disabilities by calling 
218-755-3883 directly or through the Minnesota Relay Service at 1-800-627-3529.” 

6. When posting on designated university bulletin boards, the required ADA tagline is not 
required if displayed on a pre-approved  area where the ADA tagline is already included 
writ large. 

 
Rationale  
The BSU Posting Policy has been adopted for the purposes of supporting an educational campus 
environment and culture, providing information and campus notices, promoting curricular and 
co-curricular activities, creating an attractive campus appearance, and cultivating sustainability. 
 
Supporting References 
 
https://www.bemidjistate.edu/hobson-union/event-services/policies-procedures/hmu-posting-
procedures-and-locations/ 


