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Your 4-H Event Flyer
►
Include:

WHAT
-
event/activity 


WHO
-
sponsor (include “WSU”, “4-H” and a legal 4-H Clover)


-
may participate



-
to contact – name & phone (e-mail, website if available)

WHEN
-
event date and time, deadlines if applicable

WHERE
-
location 


HOW
-
to register/enter/ or prepare or who to contact for registration information



AFFIRMITIVE ACTION CLAUSE -  4-H is a WSU program. 


ALL 4-H promotional pieces must include this statement:


WSU Extension programs and employment are available to all without discrimination. 


Evidence of noncompliance may be reported through your local Extension office. 


Accommodation for special needs can be requested in two weeks in advance by calling 659-3209.

PRODUCT CLAUSE – IF commercial product or service is mentioned, include this :


Reference to commercial products , trade names or services is made with the understanding that 


no discrimination is intended and no endorsement is implied.

►
Format: 

-
All margins should be at least ½  inch. Some copy machines require ¾ inch margins.
· Original can be hand lettered, typed, or generated by computer.

· For documents to be photo-copied  -“original” should be on white or light colored paper; print & graphics should be dark. Copies can be on bright or darker paper.
· 
If a return form is included, design so that participants keep all important “who, what, when, where” information.

· Check with post office or extension office for envelope or self-mailer design requirements.

· For “on-line” versions – keep graphics simple to minimize download time.
· 4-H Graphics and guidelines are available from: http://4h.wsu.edu/images/4hclipart.htm 

►
Production:

-
PROOF:  Have more than one person examine flyer for correct information; names, dates, time, location, phone numbers, and spelling.

· Submit example to WSU Extension office with as much lead time as possible. If Extension Office is producing and/or mailing out, allow at least 10 business days before distribution date. Contact Karen at 659-3209 or robertk@wsu.edu for more information.
www.lincoln-adams.wsu.edu/4-H/
WSU Extension programs and employment are available to all without discrimination. Evidence of noncompliance may be reported through your local WSU Extension office. Accommodation for special needs can be requested in advance by calling 659-3209.








