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PURPOSE

Publication Standards provide direction to faculty, staff and students responsible for creating products that provide
information about Tennessee Wesleyan College. These standards help members of the college community design
communication pieces ranging from brochures, yyers and signs to videos, Web pages and multi-media presentations. They also
assist printers, graphic designers, advertising agencies and other partners that work with academic departments, administrative
ofpces and student organizations.

The purpose of having publication standards is to strive for visual consistency, not to standardize publications or limit creative
expression. A clear graphic identity for Tennessee Wesleyan:

helps audiences quickly identify Tennessee Wesleyan in publications

prevents confusion stemming from various type and logo uses

sends a message of collegiate cohesiveness

enhances the collegeis image as a prestigious institution

protects Tennessee Wesleyan trademarks
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Thank you for using the information in this manual when you create informational and promotional
materials for your department, ofpce or organization. Your help in protecting the identity of the college is
much appreciated.
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INTRODUCTION

How do you depne a college publication?

A college publication is any written or graphic communication produced or authorized by the college faculty and staff (and, in
some cases, students) that is intended for a mass audience on or off campus. This broad depnition includes both printed and
electronic publications, however does not extend to course materials or personal faculty web pages.

Which publications should follow the guidelines?
All publications must adhere to a standard use of names, seals and logos of Tennessee Wesleyan College to ensure the
collegets ability to protect its registered trademarks.

All college publications intended for off-campus audiences or distribution on campus of more than 50 must be reviewed
by the Director of Communications prior to publication. This applies to printed publications, including all program
brochures, program/department newsletters, recruitment materials and new program Web pages. Contact the Director of
Communications at 423.746.5312 or ngibbs@twcnet.edu for more information.

To clarify the level at which publications should follow the publication standards, following is a list of different publication
types:

Leading Contact Pieces:
Admissions Publications
College Catalog

Alumni Magazine

The Presidentis Annual Report
Annual Fund Materials

The collegeis Web home page

Each of these is a osignatureé publication that depnes the college for a particular mass audience. Admissions publications
are the prst contact points for most prospective students; Alumni Magazine and the Presidents Annual Report are the primary
communication vehicles for alumni, donors and other friends of the college; the World Wide Web Home Page, the collegels
digital front door, is increasingly the prst contact point for people interested in TWC. The intended audiences for these
publications benept greatly from a clear collegiate identity and graphic consistency. Therefore, they are required to adhere to
the graphic standards outlined in the publication standards manual.
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INTRODUCTION

Secondary Contact Pieces:

All department brochures and departmental web pages
Athletic Media Guides

Visitors guide to Tennessee Wesleyan and Campus Map
Student Handbook and Calendar

These publications are usually not the prst publications seen by students, prospective students, alumni and friends of the
college, but they are often seen soon after the leading contact publications, so consistency and identity are important.
Therefore, these secondary contact pieces for groups with particular needs or interests are required to adhere to the graphics
standards outlined in the publication standards manual.

Special Event Programs:
Homecoming Program
Commencement Program
Evening Program

Conferences

Convocations/ Lectures

These special event publications serve different groups of people who are important to the college. Although the events vary
in nature and tradition, these publications will be required to adhere to the graphics standards outlined in the publications
standards manual.

Department/Program Publications:
Departmental Newsletters/Flyers/Announcements

It is important that departments and programs be free to develop designs for their publications that communicate most
effectively to their specipc audiences. Therefore, these publications may not adhere strictly to the graphics standards, but must
use them as a guide and reference point. However, it is necessary that these publications use college type fonts and seal or
logos.

6 2004-05



DESIGN FRAMEWORK

An initial meeting with the Director of Communications should be arranged and a production schedule developed based on
your specipc needs and timelines as soon as possible.

The person requesting the publication must complete a Publication Request Form (available in Room 213 of Lawrence Hall
or by request to ngibbs@twcnet.edu) prior to printing, so a number can be assigned to the publication. This numbering
system allows the person/department/ofpce responsible for purchasing to track printing costs and the Offce of Institutional
Advancement to properly archive publications.

To help you get started as you think about your publication, the basic steps include:

T T~ T~ T T

Research - The publication originator gathers information that will be included in the publication.

Copywriting - Publication content is written based on the information gathered during the research stage.
Proofreading - Copy is checked for accuracy, grammar, punctuation and spelling.

Production - Proofed copy is combined with photographs/graphics, formatted and placed within the publication.

Printing - Actual production of the piece into pnished form.

DESIGN REQUIREMENTS

The following statements must be included in all college publications*:

Holston Conference Statement
Tennessee Wesleyan College is a four-year liberal arts institution afpliated with the Holston Conference of the United Methodist Church.

TWC EEOC Statement

Tennessee Wesleyan College adheres to the principles of equal education, employment opportunity and participation in collegiate activities
without regard to race, color, religion, national origin, sex, age, marital or family status, disability or sexual orientation. This policy extends
to all programs and activities supported by the College.

SACS Statement (*where appropriate)
Tennessee Wesleyan 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 baccalaureate degrees.
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COVER DESIGN

The following elements must be included in the cover design of college publications:

Identifying Signature: The words Tennessee Wesleyan College in Goudy Old Style type accompanied by the column logo.
Publication Title: Below signature, set in Garamond type.

Image Area: Below title.

Colors: The signature must be set in either black or college blue (Pantone 540), old gold (Pantone 616) or metallic

gold (Pantone 8383).
Note: College Blue (Pantone 540) may be substituted by Pantone 539 or 541 when appropriate, but one color must be

used consistently in publication.

Type: The ofpcial college type fonts are Goudy Old Style, Garamond, ITC Garamond and Garamond Condensed
when used in the signature.

Graphics and Photos: See following sections.
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TENNESSEE WESLEYAN TRADEMARKS

The following are Tennessee Wesleyan trademarks: The following words, letter combinations and phrases
A Seal are also trademarks:

A Column Logo A Tennessee Wesleyan College

A Wordmark A Tennessee Wesleyan

A College Identiper
A Unit Identipers

Tennessee Wesleyan trademark ples are only available through the Ofpce of Institutional Advancement. Only the Ofpce of
Institutional Advancement can create trademark ples. For all college trademarks used in printed publications, use only
print-quality images (as opposed to lower resolution images displayed on the College web site). Contact Nicole
Gibbs (ext. 5312 or ngibbs@twcnet.edu) with your requests.

Who can use the Seal?

The seal is used at formal, university-wide academic funtions. Its use is restricted to the following units:
A Board of Trustees
A Ofpce of the President
A Ofpce of Institutional Advancement

Who can use the Column Logo, Wordmark, College Identipers and Unit Identipers?
A TWC Board of Trustees, faculty and staff for ofpcial college-related business
A TWC Student Government Association (SGA) for ofpcial college-related business
A All others not listed must secure permission from the Ofpce of Institutional Advancement to
use the Tennessee Wesleyan trademarks
A Tennessee Wesleyan trademarks cannot be used for personal business

Student Organizations

Tennessee Wesleyan student clubs and organizations that are registered with the Ofpce of Student Activities/SGA and have a
faculty/staff sponsor are permitted to use Tennessee Wesleyan trademarks. When using trademarks, student organizations are
required to follow all Publications Standards.
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TENNESSEE WESLEYAN TRADEMARKS

When you must use the Column Logo, College Identiper and Unit Identipers ...

Print Materials and Print Ads
A On the cover of any multi-page printed piece
A On any single-page printed piece
A In any display print ad (including employment display ads)
A On any memo or notepad

Signage
A All signage, including posters, banners, table toppers, table skirts and directional signs must include one of the
following: Wordmark, College Identiper or Unit Identiper (when appropriate)

Video or Multi-Media
A In a prominent position on the last frame
A Must remain stationary on screen for a minimum of three seconds
A No transitional or other graphic effect applied to the trademarks other than a dissolve

Electronic Slide Presentations

A Wordmark, College Identiper or Unit Identiper (when appropriate) must be in a prominent size and position on at
least the prst and last slide

A Wordmark must be on every slide, in the lower right corner, that primarily contains copy, excluding the prst and last
slide - unless the slide contains one of the collegeis other trademarks in a prominent size and position

Web Sites
Each home page and any main page that may be accessed independently from the home page must include one of the follow-
ing trademarks:
A Wordmark, College Identifer or Unit Identiper
A If the Column Logo is used in place of the Wordmark, College Identiper or Unit Identiper, the words dTennessee
Wesleyan College6 must also be present
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