TXST ENGLISH NON-SOCIAL MEDIA PUBLICITY RESOURCES
WEBSITE, DIGITAL SIGNS, PRINT, & EMAIL
REV. 2/2026
[bookmark: _Toc221275816]OVERVIEW
This document links to university resources for website, digital signs, print, and email publicity materials. These are administered by department staff. Department staff does not administer social media.*
This document serves as resource for faculty interacting with staff and covers university guidelines for ADA accessibility, as well as branding. Branding assets are designed to maximize accessibility.
*Social media materials are administered by department faculty and covered in the “TXST ENGLISH SOCIAL MEDIA RESOURCES” document.
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[bookmark: _Toc221275817]UNIVERSITY POLICY
[bookmark: _Toc221275818]ACCESSIBLE CONTENT
“All employees at TXST are responsible for making their digital content accessible. The DOIT accessibility guides can help you succeed.” 
https://doit.txst.edu/accessibility.html 
The university elsewhere states: “avoid using print templates for digital or social media posts, and vice versa.” Digital signs and print materials are not accessible content for social media and should not be distributed beyond their intended medium.
[bookmark: _Toc221275819]BRAND ASSETS
Department communications, including but not limited to news and publicity materials, should adhere to accessibility and other university guidelines for typography, color, image selection, and brand assets. 
https://brand.txst.edu/ 
[bookmark: _Toc221275820]LOGO USE
Logo use is guided by UPPS 01.04.11. 
Only one Texas State logo can be used per document per university policy. If more than one university department/program is sponsoring an event, the document should use the primary TXST logo.
The department may consider logos by non-TXST partners when they co-host an event; their logos may need to be adapted and able to accommodate department templates.
https://brand.txst.edu/visual-identity/our-university-logo-system.html 
[bookmark: _Toc221275821]UNIVERSITY-SUPPORTED SOFTWARE REQUIRED 
The use of third-party platforms (e.g., Google) for university business is prohibited. 
· UPPS 05.02.06 -Acquisition of Information Technology Products and Services
· UPPS 04.01.01 -Security of Texas State Information Resources
· UPPS 04.01.07 -Appropriate Use of Information Resources


[bookmark: _Toc221275822]PUBLICITY MATERIALS
The following does not include social media; see OVERVIEW.
[bookmark: _Toc190764353][bookmark: _Toc203056372][bookmark: _Toc207456658][bookmark: _Toc207458504][bookmark: _Hlk202280027][bookmark: _Toc181782184][bookmark: _Toc221275823]WEBSITE
The department website must include information advertised in digital signs and print materials because these are required to have QR codes for accessibility purposes. 
[bookmark: _Toc221275824]DIGITAL SIGNS (BUILDING)
Department-operated digital signs display on monitors in Flowers Hall and must include QR codes for accessibility purposes. 
Link to more info: https://itac.txst.edu/support/digital-signs.html 
Do not distribute/post print digital signs in online spaces; doing so is a violation of university policy (see “ACCESSIBLE CONTENT” in this document).
[bookmark: _Toc203056373][bookmark: _Toc207456660][bookmark: _Toc207458506][bookmark: _Toc190764354][bookmark: _Toc221275825]PRINT MATERIALS (BUILDING)
Semi-permanent and permanent print materials are handled on a case-by-case basis and in coordination with the department Chair’s office.
Print materials, if made, must follow accessibility requirements and other university guidelines. They must include a QR code that links to more information on the department website.
Print materials can be posted on designated cases/boards in Flowers Hall or on faculty doors. Per building policy, print materials should not pinned/taped to the wall/exterior doors, nor should they be placed in plastic sleeves designed for classroom announcements. 
Do not distribute/post print materials in online spaces; doing so is a violation of university policy (see “Accessible Content” in this document).
EMAILS
[bookmark: _Toc203056375]The university prohibits attachments to mass emails; do not create “digital invites” or attach any of the documents outlined above because this is inaccessible content. Exception: you can attach a single photograph (with no written text) if you provide ALT TEXT in the email. Please check with department staff for help designing accessible emails.

[bookmark: _Toc221275826]PUBLICITY MATERIALS REQUEST PROCESS
[bookmark: _Toc221268599][bookmark: _Toc221268641][bookmark: _Toc221268710][bookmark: _Toc221269711][bookmark: _Toc221273065][bookmark: _Toc221273993][bookmark: _Toc221275827]Step One
To request website updates, use the “TXST English Website Request Form” on the department website (or contact department staff).
The contents of this form route to department staff. Please contact department staff directly if you have questions.
[bookmark: _Toc221268600][bookmark: _Toc221268642][bookmark: _Toc221268711][bookmark: _Toc221269712][bookmark: _Toc221273066][bookmark: _Toc221273994][bookmark: _Toc221275828]Step Two
To request other publicity materials, use the “TXST ENGLISH Digital Sign, Print, & Email Publicity Form” on the department website (or contact department staff).

The contents of this form route to department staff. Please contact department staff directly if you have questions.
[bookmark: _Toc221268601][bookmark: _Toc221268643][bookmark: _Toc221268712][bookmark: _Toc221269713][bookmark: _Toc221273067][bookmark: _Toc221273995][bookmark: _Toc221275829]Step Three
To request social media publicity for department events, use the “TXST English Social Media Publicity Request Form.” 
The contents of this form route to Social Media Director/Coordinators. Please contact them if you have questions.
Note: if you are seeking a press announcement from the TXST Newsroom, please confirm the date of the release prior to submitting social media form. See also Appendix B in this document.
See the “TXST English Social Media Resources” document for more information about publicity on social media. 
[bookmark: _Toc190764364][bookmark: _Toc203056400][bookmark: _Toc207456686][bookmark: _Toc207458532]

[bookmark: _Toc221269714][bookmark: _Toc221275830][bookmark: _Toc190764365]APPENDIX A: ADVANCED COURSE PROMOTION INFO
The following is a general outline for collective course promotion and is initiated by the Director of Advanced Studies. 
[bookmark: _Toc221268603][bookmark: _Toc221268714][bookmark: _Toc221269715][bookmark: _Toc221273069][bookmark: _Toc221273997][bookmark: _Toc221275831]Step One
To request website updates, use “TXST English Website Request Form” or contact staff directly.
[bookmark: _Toc221268604][bookmark: _Toc221268715][bookmark: _Toc221269716][bookmark: _Toc221273070][bookmark: _Toc221273998][bookmark: _Toc221275832]Step Two
To request building publicity materials (specified below), use “TXST English Building Publicity Request Form” or contact staff directly.
· For poster listing Special Topics Courses for a regular semester; updates (if needed) to digital sign(s) that link to course offerings on website via QR code
· The department does not make/post digital signs for individual courses. Courses are advertised collectively (see below).
[bookmark: _Toc221268605][bookmark: _Toc221268716][bookmark: _Toc221269717][bookmark: _Toc221273071][bookmark: _Toc221273999][bookmark: _Toc221275833]Step Three
To request social media, use “TXST English Social Media Publicity Request Form.”
· Note: the department does not advertise individual courses per COLA/university recommendations. Concerns about individual course enrollment should be directed to department Chair and/or the Director of Advanced Studies.
When communicating about courses, faculty must adhere to information in the TXST Provost’s email, “Ensuring Alignment of Course Titles and Content with Approved Curriculum” (sent on 3/10/25).

Microsoft Word templates are available for faculty to communicate about individual courses via email and print. These are designed to meet accessibility requirements and are linked under Faculty Resources > Comms: News, Publicity on department website.


[bookmark: _Toc221275834]APPENDIX B: TXST NEWSROOM GUIDANCE
Seek approval from department Chair prior to contacting the TXST Newsroom/Media Relations or any individual in this office. 

You may be advised to work with COLA; in this case, you will receive instructions for how to contact that office.

If you receive approval to contact the newsroom, here are DOs and DON’Ts:
· DO be succinct, clear, and polite in your request.
· DO be ready to provide photographs/graphics* and additional information as soon as requested.
· Do NOT copy more people than necessary on your email to the newsroom (e.g., copy your immediate director/supervisor).
· Do NOT make urgent demands, including demands related to timeframe.
· Do NOT ask the newsroom to contact your list of contacts. Rather, you should contact them following the publication of the press release.
· Do NOT send repeated follow ups if you don’t hear back; be patient with this office, which coordinates news for the entire university.
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