


Guidelines for Posting Advertisements and Informational Materials
in GEWA Cafeterias and Cafes

Purpose
This document provides guidelines for the placement of informational material to maintain the aesthetics of GEWA cafeterias/cafes in Buildings 1, 21, 33 and 34.
Application
The guidelines are applicable to all GSFC organizations and associated affiliations.
Instructions

In this document, a requirement is identified by “shall,” a good practice by “should,” permission by “may” or “can,” expectation by “will,” and descriptive material by “is.”

Informational Materials Guidelines
Prohibitions
· Display of table tents are prohibited in buildings 1, 21, 33, and 34 cafeterias/cafes
· Posters or hand-outs are prohibited in buildings 1, 21, 33, and 34 cafeterias/cafes windows or doors. 
Use of bulletin boards in the Building 1 Food Court and Building 21 Cafeteria
Promotional materials may be placed on bulletin boards in the Building 1 Food Court and Building 21 cafeteria with prior approval from the GEWA Food Services Chair, Theresa Stevens at 6-1842 or Theresa.A.Stevens@nasa.gov.  Material posted with no prior approval will be removed immediately.
Promotional material approved for posting on bulletin boards:
· will be displayed for a maximum of three weeks and is contingent upon availability and the usage demand of the bulletin 
· shall not be larger than 11X14  
· will be removed immediately after the event date
· shall be displayed in an orderly fashion to avoid overlaying and awkward placement 
· items related to cafeteria or GEWA clubs shall have preference over other promotional materials


Use of Easels in the Building 1 Food Court and Building 21 Cafeteria
Promotional materials on easels may be posted in the Building 1 Food Court and Building 21 cafeteria with prior approval from the GEWA Food Services Chair, Theresa Stevens.  The easels will be placed in designated areas as assigned by the GEWA Food Services Chair.  The approval to display easels will be contingent upon the current display of easels during the time of request. 
Easels that are displayed without prior approval will be removed and may not be maintained by the Cafeteria manager or GEWA Food Services Chair.



