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Malachowsky Hall Digital Signage Policy and Procedure 
 
POLICY 
 
Purpose 
Malachowsky Hall for Data Science and Information Technology serves as the University of 
Florida's hub for interdisciplinary research, innovation, and industry engagement in artificial 
intelligence, data science, information technology, cybersecurity, and related fields. 
 
The purpose of the digital signage system is to support this mission by communicating 
information that is relevant to the research, educational, operational, and collaborative 
activities occurring within Malachowsky Hall. 
 
Digital signage is a limited shared resource intended to inform, educate, and engage building 
occupants and visitors while highlighting activities that advance the mission of the building, 
including research, educational, professional development, outreach, student engagement, 
and community-building activities relevant to Malachowsky Hall occupants. 
 
Ineligible Content 
The following content will not be approved for display: 

• Commercial advertising 
• Political or lobbying activities 
• Personal announcements 
• Classified advertisements 
• Content inconsistent with university regulations or policies 

 
Approval Authority 
The Office of the Vice President for Research shall administer the Malachowsky Hall digital 
signage system. 
 
All submissions will be reviewed for: 

• Relevance to the mission of Malachowsky Hall 
• Relevance to Malachowsky Hall occupants 
• Compliance with university branding standards 
• Appropriate content quality and readability 
• Availability of display space 

 
Approval of content is at the discretion of the Malachowsky Hall Digital Signage Administrator. 
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PROCEDURE 
 
Content Submission 
Individuals wishing to display content on Malachowsky Hall digital signage must submit their 
request through the Digital Signage Submission Form available on the UF Research website 
(research.ufl.edu/Malachowsky-hall). 
 
The submission form shall require: 

• Requestor name 
• College, department or unit 
• Email address 
• Requested display dates 
• Digital file upload 

 
Submission of content does not guarantee approval or display. 
 
Submission Deadlines 
Requests should be submitted at least five (5) business days before the requested display date. 
 
Requests requiring modifications or additional review may require additional processing time. 
 
Content Requirements 
Submitted content should: 

• Be sized at 1920 x 1080 pixels or 16:9 aspect ratio for widescreen displays 
• Be concise and easily readable. 
• Use high-quality graphics and images. 
• Comply with University of Florida policies 
• Include event date, time, location, and registration information when applicable. 

 
Content that does not meet these standards may be returned for revision or denied. 
 
Review and Approval Process 
All submitted content will be reviewed by the Office of the Vice President for Research. 
 
The Office of the Vice President for Research reserves the right to: 

• Approve content 
• Request revisions 
• Modify formatting to meet display requirements 
• Determine display duration and scheduling 
• Deny requests that do not support the mission of the building or otherwise fail to meet 

policy requirements 
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Display Scheduling 
Approved content will be added to the digital signage rotation based on available display space 
and content priority. 
 
Display Duration 
Unless otherwise approved: 

• Event announcements may be displayed for up to 30 days prior to an event. 
• Event announcements will generally be removed within one week following the event. 
• Building notices will remain active as determined by the Office of the Vice President for 

Research. 
• Recognition announcements will be displayed for a limited period based on available 

space. 
 
Questions 
Questions regarding Malachowsky Hall digital signage, content eligibility, submission 
requirements, or display scheduling should be directed to:  
vpr-scheduler@research.ufl.edu 
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