CITY OF RICHLAND
ELECTRONIC READER BOARD
USER REQUEST FORM

The City’s electronic reader board at Richland City Hall displays municipal messages and ones from non-profit
organizations that serve Richland. Messages may include promotion of community events, attractions, activities and
programs. Please see the reverse for guidelines. Messages are displayed 24 hours a day; a single message will appear
multiple times in each hour. For non-profit organizations, the fee is $10 per message for one calendar month or any
portion of a month. An organization may display up to five different messages per calendar month.

INSTRUCTIONS: For each different message, complete this form (you may make copies) and attach a check payable
to the City of Richland. Mail or deliver your request to Richland Community Development Office, PO Box 190 MS 02,
Richland, WA 99352 or 975 George Washington Way. Availability is on a first-come, first-served basis. The City
reserves the right to edit, refuse or delete messages. Fees must be paid in advance. Request form(s) and payment
must be received at least two weeks prior to the requested start date.

RELEASE: The user hereby releases the City of Richland, its officers, officials, employees, agents and assigns from
any and all liability that may be associated with the display of information on the electronic reader board, including, but
not limited to, any failure to perform by the City of Richland.

Organization:

Street Address:

City: State: Zip:
Phone: Email:
Your title:

Your name (please print):

Sighature: Date:

MESSAGE: Please provide the beginning and ending dates and the text of the message in the spaces provided below.
For best results, use as few characters (letters/numbers) as possible. Your message may not exceed 14 characters,
including letters numbers, spacing and punctuation, per line. If you are requesting more than one message, submit
additional copies of this form. Be sure to include correct payment of $10 per message.

Beginning Date: Ending Date:

FIRST FRAME

Line 1

Line 2

Line 3

SECOND FRAME

Line 4

Line5

Line 6




CITY OF RICHLAND READER BOARD
GUIDELINES FOR USE

The City’s electronic reader board is used to communicate information of interest to Richland residents
and visitors. Care is taken to ensure that all reader board messages are in good taste and appropriate
for display on a municipally-owned reader board.

Reader board messages may not include items of a personal nature, advertisements for individual for-
profit firms or organizations, or religious or political messages.

The reader board may be used for messages by local, non-profit organizations that serve the Richland
community. The reader board is available for public health and safety messages from outside
organizations. As part of Richland’s economic development program, business promotion messages of
a general nature may be displayed.

The reader board may be used to announce fund raising events, but not specific requests for
contributions for individual programs or organizations.

At their discretion, City staff will select text and background colors and may include a graphic or
animation with messages.

You must complete the form on the reverse side, including the message portion. The City will not
accept brochures, notes or any other combination of words in lieu of the message form. Messages are
limited to two frames to ensure that motorists can read them.

To make your message effective:

. Be concise; use as few characters and words as possible
. Use simple, easy to understand words
. Double check phone numbers, dates and times

. Avoid using acronyms and abbreviations.



