Temporary Event Sign Request



Temporary Event Signs are available to UConn departments as directional aids for campus activities and are used on the day the activity is taking place.
Below are samples of Temporary Events Signs. These signs will be viewed by drivers in vehicles and by pedestrians. The text should be specific and clear. Signs have limited character space. Signs are standard size of 18 x 24 inches and come with a wire post for installation into grassy surfaces.
Costs

Fabrication of temporary event signs
 = 
$25 per single sided one or two colored sign







$30 for two sided one or two colored sign

Installation (Facilities places signs in designated locations and removes them within 24 hours of the event) = 

$38 per hour (approximately 6 - 8 signs)

Event sponsor picks up signs, installs them in designated locations and removes the signs = $0

Signs that are not removed by the event sponsor within 24 of the event will be charged = 
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$20 per sign for removal by Facilities (this charge will be added to initial quote)
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Request Form for Temporary Event Signs
Step 1:

Please print out this form  -  make as many copies as you need.
Step 2: 
Complete the following information

Name of Department ________________________________  and FRS #_______________________

Contact:______________________________________________________

Contact’s telephone #__________________and Fax #___________________ and Unit #_____________
email ______________________________________________
Date signs are to be ________  picked up at Sign Shop and installed and ______  removed by department

        _________ installed and removed by Facilities
Step 3: Text for signs (fill in the templates below – event sponsor is responsible for a spelling and text)
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Sign quantity #







Print:

One sided

Two sided








Text color:








First line:
Blue


Red 
Second line:
Blue


Red

Third line
Blue


Red

Arrows are always red
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Sign quantity #
Print:

One sided

Two sided

Text color:

First line:
Blue


Red
Second line:
Blue


Red
Third line:
Blue 


Red

Arrows are always red

Step 4:

Using the UConn Storrs Campus map – mark where signs are to be installed. 
The map must accompany the Temporary Sign Request order form – even if the department is going to install and remove the signs.

Step 5:

Fax this form to – 486-5933    Sign Shop, Attn:  Richard Levere  
Upon receipt of this Temporary Event Sign request form, a quote (cost) will be faxed to you. 
Step 6:

You will also need to compete a Facilities Work Order to have the signs made.
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� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���





Work order #





Date


Initials





� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���						





� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���    Legislative 


    Luncheon


Student Union








� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���     Founder’s Society 


Dinner














� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���        CSP











� INCLUDEPICTURE "http://www.uconn.edu/info/logos/signatures/sig_Center_UpLow.gif" \* MERGEFORMATINET ���   Hall of Fame


Rome Commons














