Walters State Publications and Graphic Standards Manual

Introduction

Walters State Community College is recognized regionally and nationally for its commitment to quality in all
aspects of the institution.

This recognition is the sum of the contributions made by individuals who share a common mission to bring higher
education opportunities to upper East Tennessee. 1tds also the result of the collegets efforts to present a uniped im-
age to the general public that accurately reyects the high academic and professional standards of our faculty, staff,
students and supporters.

Every brochure, yyer, Web page, letter, and memorandum about Walters State represents not just a person or
individual department or division but also the college as a whole. These visual images of the college contribute
signipcantly to Walters Stateds identity.

As part of our effort to present a uniped, consistent image of Walters State, the college has established graphic
standards that serve as a guide for our communications to external audiences. The graphic standards manual that
follows provides information on the collegeds logo, trademark, and seal and other visual identipers as well as the
steps to follow when developing and printing materials or seeking publicity for programs, events or accomplish-
ments.

The collegeds Public Information Ofpce is charged with ensuring that publications and other materials comply
with these graphic standards. The Public Information Ofpce also works with Printing Services to document the
cost and purpose of all publications intended for external review. These ofpces can help you determine the most
cost-effective way to produce a publication without comprising the quality of the piece.

Your support of the Walters State graphic standards policy will play an integral role in the collegeds efforts to
present an image that communicates the signipcant contributions and accomplishments of our faculty, staff, stu-
dents and supporters.

Wade B. McCamey
President, Walters State Community College



Ofpce of Public Information
The Ofpce of Public Information is responsible for communicating Walters Stateds programs and services to the
collegefs internal and external publics. It disseminates information about the college through the news media,
oversees and produces college-related publications, coordinates photography services, and handles the collegets
advertising and marketing. The Ofpce of Public Information welcomes and encourages suggestions from the
college community about information of interest for internal and external publicity.

In order to present a consistent image of the college that reyects its quality and mission, the following informa-
tion is meant to be used as a reference tool for faculty and staff when creating publications, seeking publicity for
events or programs, or producing written communication.

Publicity and Press Releases
The Ofpce of Public Information writes press releases and public service announcements and distributes them
to the news media. Public Information staff adhere to the guidelines of the Associated Press Stylebook when
writing press releases and PSADS.

Publicity and Press Release Procedures

1. Fill out a press release request form located on the Ofpce of Public Information page of the collegets Intranet
site. Please allow for a two-week turnaround time.

2. The Ofpce of Public Information will write a press release based on the information submitted and, if nec-
essary, follow-up meetings. The press release will be disseminated to media outlets and publicized internally
through various media as appropriate.

Design/Layout Services
The Ofpce of Public Information can assist you in the publication process, including writing and design servic-
es. Public Information staff can help you write, design and lay out yyers, brochures, posters and other publica-
tions. Please allow at least a two-week turnaround period for the design and layout process.

Advertising
Paid advertising for any college program, service or activity is coordinated by the Ofpce of Public Information,
which can provide creative assistance as well as recommendations of effective media. Funds from the appropri-
ate budget should be identiped to cover advertising expenditures.

Photography
Photographic services, including pictures for press releases, publications, and the collegeds Web site, are coordi-
nated by the Ofpce of Public Information.

Publications
Publication Procedures
1. Fill out a Print Order form (include description of job being requested on this form) and submit to Printing
Services. If design or layout services are needed prior to printing, a meeting with the compositor, assistant direc-
tor or director of Public Information should be scheduled following submission of the Print Order form.
2. Prior to your meeting to discuss design or layout services, consider the quantity, audience, paper, color, and
photographs for the publication.
3. Please allow a two-week turnaround period for design and layout services. Customer changes can increase
the turnaround time. However, the Ofpce of Public Information will make every effort to complete your project
in a timely manner.
4. Your division dean will sign off on the publication prior to printing.

All printed matter designed for distribution off campus (except for individual constituencies such as Foundation



Trustees, program advisory committees, professional colleagues, etc.) is subject to review by Public Information
to ensure consistency and quality of the institutional image in print.

Tennessee state law requires certain quality and cost monitoring procedures that relate to publications (Tennes-
see Code Annotated Section 12-7-104-106). The rules and regulations formulated by the Higher Education Pub-
lications Committee govern the preparation of all Walters State publications whether produced by the WSCC
Printing Services Department, external vendors or through desktop publishing.

A number is afpxed to all WSCC publications by Printing Services indicating the institution responsible, docu-
ment control number, account charged, and date of origination or last revision.
Ex: WSCC 01619-P-2-56100 Rev. 1/03

A non-discrimination disclaimer, Tennessee Board of Regents and SACS statements are also printed on all ap-
propriate external publications.

Non-discrimination Disclaimer

Walters State Community College does not discriminate on the basis of race, sex, color, religion, national origin,
age, disability or veteran status in provision of educational programs and services or employment opportunities
and benepts. This policy extends to both employment by and admission to the college. Walters State does not
discriminate on the basis of race, sex or disability in its education programs and activities pursuant to the re-
quirements of Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section
504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act (ADA) of 1990. Inquiries and
charges of violation concerning Title VI, Title X, Section 504, ADA or the Age Discrimination in Employment
Act (ADEA) or any of the other above referenced policies should be directed to the Humans Resources Ofpce
at Walters State, 500 S. Davy Crockett Pkwy., Morristown, TN 37813-6899. Requests for accommodation of a
disability should be directed to the ADA Coordinator at the Ofpce of Services for Individuals with Disabilities
at Walters State, 500 S. Davy Crockett Pkwy., Morristown, TN 37813-6899.

Tennessee Board of Regents Statement

Walters State is one of 45 institutions in the Tennessee Board of Regents system, the sixth largest system of
higher education in the nation. The Tennessee Board of Regents is the governing board for this system which is
comprised of six universities, 13 community colleges, and 26 area technology centers. The TBR system enrolls
more than 80 percent of all Tennessee students attending public institutions of higher education.

SACS Statement

Walters State Community College is accredited by the Commission on Colleges of the Southern Association of
Colleges and Schools (1866 Southern Lane, Decatur, Georgia 30033-4097: telephone number 404-679-4501) to
award Associate of Arts, Associate of Science and Associate of Applied Science degrees.

Logo/Trademark/Seal
The symbols below are identifying marks and should be used in the proportions as designed. Except in unusual
circumstances, only one should appear on a document page or single piece of artwork or design. The symbols
are to be used only for documents and products produced by or with the stated permission of Walters State. Out-
side vendors should secure permission before producing materials incorporating the symbols.

The logo is used on letterheads, business cards, and recruitment materials that promote academic programs. The
logo should be rendered in one color only. Appropriate colors are blue (PMS 289) red (PMS 199), and black.

IALTERSSIATC

THE GREAT SMOKY MOUNTAINS COMMUNITY COLLEGE




The trademark is used on less formal documents and athletics materials. The solid 0W06 and 0Walters State6 are
rendered in one color (Pantone 289) and hanging 0S4 is outlined in a second color (Pantone 199).

Walters State

The seal is reserved for legal documents, such as diplomas, reports and formal documents. When printed in col-
or, the oak leaves, planet rings, yame of torch are rendered in red; shield in white; inner circle and text in blue.

Ofpcial College Colors

Walters Stateds ofpcial colors are blue, red, and white. The PMS equivalentsPAPMS is an ink-matching sys-
tem used by the printing industry i are Pantone 289 (blue) and Pantone 199 (red). The proper shades of the

collegeds ofpcial colors should be used in publications, souvenirs, uniforms, clothing, etc., that incorporate the
collegeds name, logo, or trademark.

Pantone 289 (blue) Pantone 199 (red)




Correspondence

Letterhead and Envelopes

A standard design has been created for letterhead and envelopes for the college. The letterhead is printed in
black ink on 25 percent cotton paper. The envelopes are black ink on white wove stock. The stationery is also
available in half-sheet size with matching envelopes. These are ordered as needed by issuing a printing work
order form to Printing Services. The college prefers the modiped block style for correspondence.

WALTERSS T

THE GREAT SMOKY MOUNTAINS COMMUNITY COLLEGE

OFFICE OF PUBLIC INFORMATION

December 2, 2006
(Times New Roman font pt. 12)

Ann Herzog

Executive Ofyce Services
5602 Dulap Road
Cincinnati, OH 45247

Dear Ann:
RXXXXXXXXXXXXXXXXXXXIXXIIXIIIIIIIIIIIIIIIIIIIIIOOOOXHKXXXXXK
XOOOOOXXXXXIKKKIKIIOXIXXXKKHKHKHKIIIIOXXXXXKKHKKKIKHXXXXXIKKKKKXKXK
XOOKKKHKHKHKKHKHKHKKKHKHKHKHKHKKHKHKHKKKHKKHKKKKKKKHKKHKKKHKKKKKKKKKKKHKKKKKKKKKKKKKKKKKKKKX.
RXXXXXXXXXXXXXXXXXXXXIXXXXXIIIIIIIHIIIIIIIIIIOHXHKXXXXXK
XOOOOOOXIXXXIIKHKKIIIOXIXXXKKHKKKIKIIOXXXXXKKHKKKIKIOXXXXXIKKKKKXKXK

1,9,:0.0.9.0.0.0.0.0.0.0.0.0.0.0.0.00000000000.0.0,0.0.0,0.0.0,0,.0,0,:0,0,:9,:9,0,0:0,0.0,0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.006060008

Sincerely,

Logan Bolinksy
Coordinator of Student Records

rk
Enclosures
c¢: Lillian Soo

Esteban Cordova

PS:  XXXXXXXXXXXXXXXXXHXXXXXKXXXXKXXXHXKX XXX XXKKXXXXHXKXXXKXXXXKXXXXKXXXXKXXXXKXXXX
),9,:0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.0000000.0.0.0.0.0.0.0.0,0.0,0,0,0,0,0,9,0,0,0,.0.0.0.0.0.0.0.0.&

500 SOUTH DAVY CROCKETT PARKWAY A MORRISTOWN, TN 37813-6899 A 423-585-6822
A Tennessee Board of Regents College




ALT ATE 500 S. Davy Crokett Pkwy.

THE GREAT SMOKY MOUNTAINS COMMUNITY COLLEGE MorriStOWn, N 37813-6899

OFFICE OF PUBLIC INFORMATION

RETURN SERVICE REQUESTED

A Tennessee Board of Regents College

Business Reply Mail 8 Envelopes and Cards

The basic layout for business reply mail is provided by the U.S. Postal Service. Bar codes must be properly po-
sitioned as indicated on the following sample. The WSCC zip code for business reply mail is 37813-9989. This
zip code applies to business reply mail only. The minimum size for a business reply card is 3 1/26 X 50.

(— NOT DRAWN TO SCALE =
NO POSTAGE
NECESSARY
IF MAILED
IN THE
UNITED STATES
i s e
BUSINESS REPLY MAIL P R R R
FIRST CLASS MAIL PERMIT NO.161 MORRISTOWN, TN T R R
RSN
POSTAGE WILL BE PAID BY ADDRESSEE P N B AR A
SRR ITTIN
i e ea)
PR R AR
WALTERS STATE COMMUNITY COLLEGE [Ean
500 S DAVY CROCKETT PKY
MORRISTOWN TN 37813-9989
4
IH“IIlI|”|IIlllIIllll[lIllllllllll!ll!lllllll“ll
0.250 inch space between BARCODE and envelope bottom

T

&
<

maximum 4 inches from start of BARCODE to right edge of letter







