
 PUBLICITY GUIDELINES 

 
Below is a list of options for publicizing your events within the Law School, as well as to Duke Law Alumni. 
Included with each option are the guidelines and instructions for how to utilize them. 
 
Calendar and Duke Law Daily: Once you have received approval for the date, time, and location of your 
event (gained by submitting either the special event request form, meeting request form — for students, or 
by requesting a meeting space through GroupWise for faculty and staff), your events can be added to the 
calendar by entering your event details into the event manager questionnaire. Within this form, there is a 
section to provide a description of your event as well as any associated URL. Once the event manager 
questionnaire has been submitted, the information you provided will be entered into the calendar. Calendar 
items are automatically added to the Duke Law Daily and appear as upcoming events two days before the 
event, as well as on the day of the event. The Daily is sent every morning classes are in session to all Law 
School students, faculty, and staff. To make edits, or to change or add information to calendar entries email 
Tanya Wheeler-Berliner, manager of web communications, at wheeler-berliner@law.duke.edu. 
 

 
Fliers/Posters: Templates intended for the creation of fliers and posters are available on the Event 
Planning website. Fliers and posters may be displayed in accordance with the following specifications in the 
designated areas within the building: 

 
Event “Day Board” 
The large bulletin board outside the Registrar’s Office on the second floor serves as a “Day Board,” 
divided into sections by day of the week. Event posters or fliers, no larger than 12 x 18 inches, may 
be displayed on the board one week in advance of an event. Only one poster or flier for each event 
may be displayed, and posters must be hung in a symmetrical, organized fashion. The Events 
Office will clear each day’s posters and fliers at the end of that day, freeing the space to promote 
the events that will occur in the following week. 

 
Other Bulletin Boards 
Small bulletin boards are available inside the second and third floor restrooms and above student 
mail folders. Fliers no larger than 8.5 x 11 inches may be displayed on these boards; no more than 
one flier for an event may be displayed per board, and fliers may not overlap. The Events Office 
will maintain the boards and remove any fliers that violate policy and/or are out of date. 

 
Plasma Screens 
The Law School will have three plasma screens available for promotional purposes, located 
outside The Refectory Café, outside the Star Commons, and in 3rd Floor Loggia. Event posters 
may be submitted for rotation on the plasma screens. Posters should be 500 pixels wide by 750 
pixels high and saved as a jpg file (posters should be created at a 2:3 ratio; the equivalent of a 24 x 
36 inch poster). These files may be sent to Tanya Wheeler-Berliner, manager of web 
communications, at wheeler-berliner@law.duke.edu. 

 
Portal Pages 
Thumbnail versions of posters and fliers can also be submitted for display on the portal pages for 
students, faculty, and staff. Submitters can specify whether the thumbnail image of the flier should 
link to a printable PDF version of their flier or to an event web site. Thumbnail images should be 
100 pixels wide by 150 pixels high. These files may be sent to Tanya Wheeler-Berliner, manager of 
web communications, at wheeler-berliner@law.duke.edu. 

http://survey.oit.duke.edu/ViewsFlash/servlet/viewsflash?cmd=page&pollid=LawEvents!SpecialEventRequest
http://survey.oit.duke.edu/ViewsFlash/servlet/viewsflash?cmd=page&pollid=LAWOSA!MeetingRequest
http://survey.oit.duke.edu/ViewsFlash/servlet/viewsflash?cmd=page&pollid=LawEvents!EventManager
mailto:wheeler-berliner@law.duke.edu
http://www.law.duke.edu/news/eventsoffice/templates
http://www.law.duke.edu/news/eventsoffice/templates
mailto:wheeler-berliner@law.duke.edu
mailto:wheeler-berliner@law.duke.edu
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Large Format Posters 
The Events Office maintains a number of permanent, framed locations for the display of large 
format posters (24 x 36 inches). Departments and organizations must reserve these frames at least 
one week prior to an event; posters must be submitted to the Events Office for installation seven 
days prior to the event. A maximum of two frames may be reserved at once, depending on the 
number of reservations at any given time. Please contact the Event Office at events@law.duke.edu 
to make reservations. 

 
Flier Slots Outside Classrooms 
On the day of an event, the Events Office will display fliers for the day’s event(s) outside the large 
classrooms. Two fliers (8.5 x 11 or smaller) must be submitted to the Events Office one day prior to 
the event; the Events Office will display the fliers and remove them after the event concludes. If two 
major events are scheduled for the same day in the same room, the Events Office will create a flier 
advertising both events. 

 
Directional Signs 
The Events Office will maintain directional signs that will be available to help guide visitors to 
events throughout the Law School. Requests for displays at specific locations throughout the 
building should be coordinated through the Events Office. 
 
 

Email Lists (Student Organizations): Invitations/notifications for student organization events may be sent 
to your group’s listserv. Most student organizations have a list, which is moderated by a student moderator. 
Instructions for list moderators are available at: www.law.duke.edu/computing/groupwise/listmoderator. 
Mass emails to all students, faculty, or staff should not be sent. The Duke Law Daily and audience-specific 
portal pages are designed to notify the Duke Law community of all events and announcements, and to 
avoid excessive mass emails. For questions regarding listservs, contact Stephanie De Falco at 
studentevents@law.duke.edu. 

 
Tabling: This option allows student and other groups to set up informational tables in high-traffic areas to 
let people know about events, sell tickets, etc. For the 2009 -2010 academic year, groups may table on the 
3rd Floor Loggia outside the library near the water fountain ONLY. Space and tables are limited, please plan 
ahead and make requests at least one week in advance. Tables may be requested by emailing Nanika 
Rhodes at nrhodes@law.duke.edu. 

 
Media Coverage: If you are interested in media coverage for your event, contact Frances Presma, 
assistant director of communications, at presma@law.duke.edu.  
 
E-news: The Law School sends out a monthly e-newsletter to all alumni publicizing Law School events. If 
you wish to let alumni know about your event through e-news, please provide information regarding your 
event to Tanya Wheeler-Berliner, manager of web communications, at wheeler-berliner@law.duke.edu. As 
this is only a monthly publication, please make sure to send your information far in advance in order to 
make sure it is published in the month prior to your event. 
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