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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

THINGS to REMEMBER
1.
		

		
2.
		
3.
		
		

All official College publications must be created or approved by OCC’s
Marketing and Communication Department. All publications listing courses
and degree requirements must go through the Enrollment Services office
for academic review.
All off-campus advertising (with the exception of classified ads must
be approved, in advance, by OCC’s Marketing and Communication
Department.
All College publications (printed and electronic) adhere to the
editorial style guidelines laid out in the manual, and MerriamWebster’s Collegiate Dictionary. All College publications must
adhere to the College identity standards laid out in this document.

4.

The only official logo is the registered Oakland Community
College logo. No department on campus is permitted to create or
use a logo other than the registered College logo.

5.

Graphic/Multimedia Services, along with Manager of College
Publications, and the Director of College Communications, provides
expert marketing, graphic design, writing, editing, and support
services free of charge to the College community. Graphic/
Multimedia Services has primary responsibility for all printed
publications.

6.

Print, Mail and Distribution Services offers printing, bindery, and
mailing services. They are located at the Auburn Hills campus in
SM
the M-TEC building.
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7.

‘Raiders’ is our athletic identity, not our academic identity. The
word ‘Raiders’ as a description of our students or programs should
not be used in any academic context.

8.

Identity standards are an important part of branding the College.
All campuses offer equally important services, equally qualified
staff and should be advertised as one College focused on our
students success.

9.

All student service publications will include contact information,
addresses, phone numbers and email addresses for all five
campuses. According to research provided by the Institutional
Research (IR) department at Oakland Community College, the
top reasons students attend OCC is for the convenience, low
cost and excellent education. The message OCC would like to
continue to send to its students is that, “You can go to the campus
that is most convenient.”

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

IMAGE PLAN
The image plan is a set of graphic, editorial, and procedural standards
for the College’s marketing, advertising, and communications efforts.
Authorized by the Marketing and Communication Department, the plan was
developed to ensure the quality and consistency of the College’s efforts to
market its self.
The Rationale Behind the Image Plan
Every organization is perceived in some manner by its constituents. In the
absence of an image cultivated by the organization, the general public will
create its own.
The success of each department of the College contributes to the reputation
of the whole institution, and the reputation of the College affects the
success and reputation of each unit. It is in everyone’s best interest that
our promotional efforts Collegewide presents a consistent, high-quality
image. The Marketing and Communication Department has approved this
image plan to address this need. This plan will help to create an accurate
perception of the exciting realities that exist here.

In Plain English
The image plan ensures that all College publications printed and electronic,
as well as advertising, share a common look. This means that all pieces
use a common typeface, treat the College logo similarly, and use text and
design elements in a similar manner. This does NOT mean that all pieces
are identical, only that they share visual elements that identify them as
coming from Oakland Community College. The section explaining this
graphic identity begins on p. 8.
The image plan also requires a common editorial style. As an institution
of higher learning, we have a responsibility to use language correctly and
consistently and to use it well. All College publications and advertising will
adhere to the ‘Identity Standards’ guide that begins on p. 8.
This image plan applies to everyone; adherence is expected and required
by all College departments. One of the easiest ways to ensure that you
are in compliance with the image plan is to work with Graphic/Multimedia
Services in developing your promotional and communication materials.

The Directive of the Marketing and Communication Department
The name Oakland Community College, the words Oakland Community
used in the context of the College, the abbreviation “OCC,” the College seal
and logo, and other authorized College symbols shall not be used for any
official or quasi-official, noncommercial, promotional purpose – or for similar
purpose – by any group or organization for any activity on-or-off campus
without the approval of the Marketing and Communication Department.
The Marketing and Communication Department has the authority to make
these approvals and to establish the appropriate guidelines and procedures
to support this plan.

PAGE 3

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

ADVERTISING POLICY
Oakland Community College departments are encouraged to consider
advertising as a way to promote their programs. However, the College
requires the Executive Director of Marketing and Communication approve
any space or time reservations for non-classified, off-campus advertising.
This includes newspaper and magazine display ads, billboards, and radio
and television spots.
Research and Planning
Once you decide to advertise, you must set a budget, define the purpose of
the advertising, and identify the types of media and specific outlets to be
used, determine specifications for the materials, and develop a production
plan for the materials. All of these issues should be resolved before reserving
space or airtime. Do not underestimate the amount of time this phase can
require. The Executive Director of Marketing and Communications can help
your department in this important phase.
Reservations: Space and Time
Reserving space in the printed publication or a broadcast time is an
agreement to use and pay for the space or time. Typically, once a placement
is reserved, the advertiser cannot withdraw without paying some sort of
penalty.

Creating Ads
Reserving space is fairly simple; creating materials to run in that space is
not. The ad’s effect is determined not only by its placement, but also by
its quality. Consider carefully the time and resources required developing
the appropriate materials before space or time is reserved. Remember,
once the space or time is reserved, the media outlet will expect payment
whether or not the ad runs. Be sure to confirm all delivery specifications
upon receiving reserved space or time.
Advertising materials must also reflect the quality of the College. All nonclassified advertising materials require the approval of the Executive
Director of Marketing and Communications.
Billing
Billing usually occurs at the time the media runs. Tear sheets are required
for print ads.

Advertising is usually most effective when it is repeated. Media outlets
recognize this and often provide discounts to advertisers based on the
volume of advertising they do. The College can save money by maintaining
one overall account with an advertiser. Although a particular ad might be
paid for by a particular department, the account should typically be listed
under the name of Oakland Community College.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

PUBLICATIONS and ADVERTISING STANDARDS and PRACTICES
Every Print or Electronic, or Communication sent out by the College
departments reflects on the quality of this institution. To maintain a
consistent, high-quality image, Marketing has produced this manual
to ensure adherence to specific publication guidelines. Whether you
bring a publication to Graphic/Multimedia Services, take it to Print, Mail
and Distribution Services, hire a freelancer, or do it yourself, you have a
responsibility to follow the guidelines in this publication.
These are internal guidelines set out by the Marketing and Communication
Department to create a unified appearance and to maintain editorial
consistency in all publications, whether print or electronic, published and
distributed by Oakland Community College.
All questions concerning these guidelines should be directed to:
Manager of Multimedia and Web Services
M-TECSM Building
2900 Featherstone Rd, Room A-201
Auburn Hills, MI 48326
(248) 232-4423
Creating Publications
Keep in Mind
Come to Graphic/Multimedia Services first. When you decide you need a
print or electronic publication, meet with us as soon as possible. We can
help you plan a time line, determine a budget, and create specifications.
We can also plan the design, assure that it meets all the standards set by
Graphic/Multimedia Services, and walk it through the bid process.
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The Publication Process
Schedule a time to meet with Graphic/Multimedia Services (ph (248) 2324423) to discuss your publication. The requester will need to gather the
following information for the initial meeting:
•
•
•
•
•
•
•
•
•

The purpose of the piece
The audience for the piece
A delivery date
A budget
The quantity you need
How you plan to distribute the piece
Prepare the text
Ideas for photographs
Any collateral pieces (envelopes, reply cards, etc.) needed

Prepare text in Microsoft Word without formatting, except for paragraphs and
headings and send as an email attachment. Include a completed Graphic
and Duplicating Services Service Request (AUX 09 WEB) on InfoMart. A
business manager’s approval is required for all printed publications.
You will be asked to approve a mock-up of your publication. Remember,
academic approval for student recruitment materials is required. Approval of
Identity Standards in the publication design by the Manager of Multimedia
and Web Services is required for all pieces.

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

PUBLICATION REVIEW and APPROVAL
College Publications
All publications designed for recruiting, promoting events or building
relationships (e.g., brochures, flyers, posters) must be submitted to, reviewed
by and approved by the Marketing and Communications Department before
they are printed and distributed. (Keep in mind if promoting a degree program
it must be presented in a manner consistent with the College catalog.)
Each publication will be reviewed for editorial consistency, accuracy of information, graphic style, appropriate use of the College logo, and use of
photographs. All publications containing course listings and degree program
information will be reviewed by the Marketing and Communication Department.
In planning a production schedule, the department should allow at least
one week for the review process.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

UNIFIED VISUAL IDENTITY
The Rationale Behind the Unified Visual Identity
The elements of the visual identity outlined on the following pages represent
an effort to create a unified “family” look for the College’s communication
materials. By defining the framework upon which designs are created, we
do limit design options. But, we also eliminate much of the ill-conceived
design that proliferates in the absence of standards for applying design. By
implementing a unified identity, the College projects a more professional
and consistent image. The result is a strengthening of the OCC brand.
The success of each part of the College contributes to the reputation of
the whole institution, and the reputation of the College affects the success
and reputation of each department. It is in everyone’s best interest that our
promotional efforts College-wide present a consistent, high-quality image.
This image plan applies to everyone; adherence is expected and required
of all College departments. One of the easiest ways to ensure that you
are in compliance with the image plan is to work with Graphic/Multimedia
Services in developing your promotional and communication materials.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

IDENTITY STANDARDS
The Visual Image
The official logo of Oakland Community College was adopted in 1993 by
the OCC Board of Trustees.
It is to be used consistently to create a single, strong image of the College.
Its effectiveness depends on consistent application throughout the College.
The logo has the all-important power to communicate the first impression
of the College.
An institution’s identity is created by all visual impressions. This includes
catalogs, ads, brochures, posters, signage, exhibits, letters, official College
forms, etc. Consistent application of high standards of our image is the key
to building and maintaining a strong institutional identity.
Every visual piece produced by the College has two functions: the specific
function for which the piece is designed and – that of projecting the image
and identity of the College in a quality manner.
While some departments produce their own internal documents through
the use of personal computers, the quality and image of the College must
never be compromised. {Use College templates when possible.}
All publications at the College must conform to the appropriate policies
and regulations of the College image plan and of the state and federal
governments, including the U.S. Copyright Code.
College letterhead, envelopes, business cards, etc. should be ordered
through Forms and Publications on InfoMart and must comply with the
approved College image plan.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

IDENTITY STANDARDS
The College Logo
The Oakland Community College logo is the combination of the College
mark and the College word mark as it appears in figure 1.
Using any other logo(s) or modifying the approved College logo sends conflicting
and inconsistent images to the external and internal College community.
The College mark and word mark – i.e., the logo – should never appear
in any other configuration than that shown on p. 13. Use of the College
mark as a wordmark or as a design aesthetic must be approved by College
Marketing.

College Logo

Electronic copies of the official logo in several sizes are available from
Graphic/Multimedia Services or at the Graphic/Multimedia Services
website on InfoMart.
The logo is always to be printed in the official Oakland Community College
color PMS 349 (green) or black. It may also be reversed to white, metallic
gold and silver.
On an 8.5” x 11” page, the logo is 3” wide. On a 5.5” x 8.5” page, the logo
is 2” wide. On an 11” x 17” page, the logo is 4” wide.
Specifications for use of the logo on the Oakland Community College
website are available at www.oaklandcc.edu.

College Mark

College Word Mark

Figure 1

If there are any issues or questions about the proper use of the College
logo, please contact Michele Kersten-Hart, Manager of Multimedia and Web
Services, at (248) 232-4423 or email her at mrkerste@oaklandcc.edu.
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COLLEGE LOGO and TAGLINE
General Guidelines
The logo is a registered trademark of Oakland Community College. As such,
it can be used only for approved purposes and cannot be altered in any way
other than to adjust its size (while maintaining its proportions).
The logo must be reproduced from original artwork. Logo files can be
obtained from Graphic/Multimedia Services.
The College logo and Oakland Community College word marks are the only
marks approved for use by the College community. The logo supersedes
and replaces all other logos or marks used by individual departments, or
programs. No other marks or logos may be used to represent the College
and its programs without receiving prior written approval from the Executive
Director of Marketing and Communications.
The logo should be treated as a signature, the official stamp of approval
that says, “This comes from Oakland Community College.” It should not be
used as a primary graphic element. The preferred placement of the logo
on multi-page documents is on the back cover. This, of course, does not
apply to items with only one face, such as billboards, banners, ads, and
postcards.
When the logo is applied to items other than publications (e.g., decals,
desk items, signs, t-shirts, etc.) Graphic/Multimedia Services must be
consulted before proceeding. Since the logo is a registered trademark,
logo items designed for sales must include the registration mark and the
artwork must be supplied by Graphic/Multimedia Services.
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The Design
The Oakland Community College logo consists of a diamond shape with
five custom lines and the words “Oakland Community College” which are
in a specified relationship to one another and the tagline (unless using the
department name).
The area around the logo must be free of type or graphics. When placing
text or graphics next to the logo, a minimum space of one-quarter of an
inch around the entire logo must be maintained. (The spacing rules are
different when the logo is used with a return address or the College tagline.
Refer to p. 29.)
The spacing and the relationship of the elements in the logo may not be
altered in any way. For example, the diamond shape may not be used
without the words, and neither the relative width nor size of the five custom
lines nor the typeface may be changed.
Size
The configuration of the Oakland Community College logo must be used as
a whole. It may be reduced or enlarged proportionally, but the relationship
of the elements may not be altered or modified in any way. The minimum
reproduction size of the logo is three-quarters of an inch. Do not distort the
logo when resizing it.

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

COLLEGE LOGO and TAGLINE
College Logo and Tagline
Only to be used in the colors below:

College Tagline
‘Community is our middle name’ is the unified marketing message for the
entire College community. The wording and punctuation of the message
should not be altered in any way. Distinctive message points for a
particular program can be used as headlines or in body copy, but they
should not be used as a tagline or slogan. The College as a whole will use
‘Community is our middle name.’

Stacked Logo
The Oakland Community College stacked logo is the secondary logo that
should be used when our logo with the tagline is not being used. This logo
should be used when emphasizing the prominence of OCC and the diamond.
The logo should always be stacked to the left and never centered.

Pencil Logo
For use with stationery and mailing items.
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COLLEGE LOGO and TAGLINE
Improper use of College Logo
The Oakland Community College logo is the main identity that defines
the College. As such, it is required to appear on all internal and external
publications distributed on and off-campus unless otherwise noted.
• Only use approved logos, provided via InfoMart or by contacting
		 Michele Kersten-Hart, Manager of Multimedia and Web Services
• Do not recreate the logo
• Do not stretch the logo
• Do not stretch the tagline. The ‘Community is our middle name.’
		 tagline should always appear smaller than the College name
• Do not stretch the social media logo to make it fit into whatever
		 content you are working with
• Do not use the previous version of the College logo in which the
‘Oakland’ appears larger than ‘Community College’

Do not use the following:

Community is our middle name.
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COLLEGE LOGOS and WATERMARKS
The College Seal
The College seal was approved following the Foundation of the College in
1964. The College seal is for use only on official documents of the College,
e.g. catalog, diplomas, contracts, etc.

Department Logos
The College logo, with the department name as shown below, is the
only approved individual department logo design allowed. Artwork for
department logos can be obtained through Graphic/Multimedia Services.

Department Name Here

Social Media Logos

Economic Workforce and Development Logo
Train. Learn. Succeed. is the unified marketing message for the College
Economic Workforce and Development department. The wording and
punctuation of the message should not be altered in any way. Distinctive
message points for a particular program can be used as headlines or in
body copy, but they should not be used as a tagline or slogan.

Economic and Workforce Development

PAGE 13

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

SPECIALTY COLLEGE LOGOS
OCC Foundation Logo
The OCC Foundation Tagline: Be the one. is the unified marketing message
for the OCC Foundation. The wording and punctuation of the message
should not be altered in any way. Distinctive message points for a particular
program can be used as headlines or in body copy, but they should not be
used as a tagline or slogan.

OCC Bookstore Logo
OAKLAND COMMUNITY COLLEGE

YOUR CAMPUS CONNECTION.

Raiders Sports Logo

Raider One Logo

CREST Logo

Raider One
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PLACEMENT of the LOGO
Placement of the Logo
The preferred placement of the logo is left, right or centered toward the
bottom of a page (fig. 2b). The preferred size for the logo on most printed
pieces is the minimum size, which is three-quarters of an inch in height
(fig. 2a). When the logo is isolated on the back page of the brochure leave
a generous cushion of white space between the logo and the bottom of the
page.

Figure 2a | College logo with tagline

Height: 3/4”

Figure 2b | Flyer with correct logo placement
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TREATMENT of OUR NAME
Oakland Community College is our brand, and each discipline, department,
and office is a product marketed under the umbrella of OCC. What we are
striving to do with the visual identity program is strengthen the perception
of the OCC brand and, by association, all of the products that make up that
brand. A key element in implementing the visual identity program is the
placement and treatment of the name “Oakland Community College.” Use
one of the following treatments of the name on the cover or main face of
your publication.

OAKLAND COMMUNITY COLLEGE
1. This is the primary treatment for the Oakland Community
College name. Track (letter spacing) can be adjusted depending
on the amount of space available. Tracking should range between
100 and 650, as shown in these examples (Adobe InDesign). The
standard tracking for an 8.5 x11 inch sheet is 200 with 24 pt font.

Century Schoolbook Regular / 200 track (Adobe InDesign)

Oakland Community College
2. This is the preferred treatment of the College name when in need of a
larger College identity or space for the header is limited.
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Century Schoolbook Regular / additional tracking between the k-l
and t-y letter combinations (Adobe InDesign)

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

TREATMENT of OUR NAME

Oakland Community College
3. Use this treatment when reversing type out of a dark background.

O A K L A N D

Century Schoolbook Regular / (Adobe InDesign)

C O M M U N I T Y

4. Use this treatment when reversing type out of a dark background and
there is limited space. Track (letter spacing can be adjusted depending
on the amount of space available. Tracking should range between 100
and 650, as shown in these examples (Adobe InDesign).

C O L L E G E

Century Schoolbook Regular / 650 track (Adobe InDesign)

OAKLAND COMMUNITY COLLEGE
Century Schoolbook Regular / 100 track (Adobe InDesign)
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TREATMENT of OUR NAME
Figure 3a | correct placement

Consider this question first when designing any publication: where will the
name go? In most cases, the Oakland Community College name will be
the first thing read on a piece. The name “Oakland Community College”
appears prominently, clearly, and consistently in ads, on postcards and
other single-page pieces, and on the covers of multi-page documents.

Figure 3a
Proper placement of the Oakland Community College name; while other information
appears larger, the placement gives the name prominence.
Figure 3b
Improper placement of the Oakland Community College name; as used here, is the
least prominent piece of information.

Figure 3b | incorrect placement

PAGE 18

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

COLOR PALETTE
The logo may print in one of the following colors (fig. 4a). Different tints of
each of the primary and secondary colors are allowed.

PRIMARY COLORS
Black

OCC Green

hex:

Mint

Orange

Blueberry

75%

75%

75%

75%

50%

50%

50%

50%

50%

25%

25%

25%

25%

25%

c:90 m:33 y:99 k:25

PMS 349 C

White

75%

046A38

r:0 g:130 b:71

SECONDARY / WEB COLORS

hex:

000000

r:0 g:0 b:0

c:0 m:0 y:0 k:100

hex:

FFFFFF

r:255 g:255 b:255
c:0 m:0 y:0 k:0

hex:

F37321

hex:

r:243 g:115 b:33

c:0 m:68 y:100 k:0

74A589

r:116 g:165 b:137

c:59 m:21 y:54 k:0

Silver

Eggplant

hex:

223770

r:34 g:55 b:112

c:100 m:90 y:26 k:15

Steel

Figure 4a

hex:
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75%

75%

50%

50%

50%

25%

25%

25%

6C267B

r:108 g:38 b:123

Figure 4b (right)

75%

c:68 m:100 y:12 k:8

hex:

CCCCCC

r:204 g:204 b:204

c:19 m:15 y:16 k:0

hex:

757474

r:117 g:116 b:116

c:58 m:50 y:50 k:8

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

TYPEFACES
The consistent use of a small family of typefaces is the most important
constant in helping to establish a unified look among our many publications.
Two font families have been chosen as the College’s fonts of choice.

CENTURY SCHOOLBOOK
24 POINT (PT)

Century Schoolbook Regular
Century Schoolbook Italic

Century Schoolbook Bold
Century Schoolbook Italic

24 PT

24 PT

24 PT

EXAMPLE OF CENTURY SCHOOLBOOK

Century Schoolbook (fig. 5a), in four variations, is a classic serif face.
Uses:
• Standard headlines
• Body text in print
• Formal events

ABCDEFGHIJKLMN
OPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*()
Figure 5a | Century Schoolbook
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TYPEFACES
Franklin Gothic is the font you are reading right now. Franklin Gothic (fig.
5b) in ten variations, is a strong and geometric sans serif face.
Uses:
• Any text being used under 12 pt
• Bold headlines
• Suggested for email use
• Directional signage

FRANKLIN GOTHIC

18 POINT (PT)

Franklin Gothic Book Regular

18 PT

Franklin Gothic Book Italic

18 PT

Franklin Gothic Demi Regular
Century Schoolbook and Franklin Gothic should be on MS Office products
or can be obtained from Information Technologies (IT). Other typefaces may
be used as accents, headlines, or in limited applications as appropriate.
There should be a justifiable reason for using other typefaces, beyond the
requester’s personal preferences.

18 PT

Franklin Gothic Demi Italic

18 PT

Franklin Gothic Demi Cond Regular

18 PT

Franklin Gothic Heavy Regular
Franklin Gothic Heavy Italic

18 PT
18 PT

Franklin Gothic Medium Regular
Franklin Gothic Medium Italic

18 PT
18 PT

Franklin Gothic Medium Cond Regular

EXAMPLE OF FRANKLIN GOTHIC

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*()
Figure 5b | Franklin Gothic
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TYPEFACES
WEB ONLY FONT: Open Sans is the font primarily used for body text on
the College website. Open Sans is available (fig. 5c) in ten variations, and
simliar to Franklin Gothic is a strong and geometric sans serif face.
Uses:
• Body text for web use
• Any text being used for copy on the web
• Bold headlines

OPEN SANS
18 POINT (PT)

Open Sans Light
Open Sans Light Italic
Open Sans Regular
Open Sans Italic
Open Sans Semibold
Open Sans Semibold Italic
Open Sans Bold
Open Sans Bold Italic
Open Sans ExtraBold
Open Sans ExtraBold Italic

18 PT
18 PT
18 PT
18 PT
18 PT
18 PT
18 PT
18 PT
18 PT

EXAMPLE OF OPEN SANS

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*()
Figure 5c | Open Sans
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TYPEFACES
WEB ONLY FONT: MerriWeather is available (fig. 5d) in six variations, and
simliar to Century Schoolbook provides an elegant and professional text.

MERRIWEATHER
18 POINT (PT)

MerriWeather Regular
MerriWeather Italic
MerriWeather Bold
MerriWeather Bold Italic
MerriWeather Ultra Bold

18 PT

18 PT

18 PT

18 PT

18 PT

MerriWeather Heavy Italic
EXAMPLE OF MERRIWEATHER

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*()
Figure 5d | MerriWeather
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PHOTOGRAPHY
Quality photographs are critical to first impressions, whether they grace a
web page, a brochure, or a book. Fuzzy, poorly cropped snapshots have no
place in Oakland Community College’s publications; they do not reflect well
on the quality of our programs. Photo subjects should usually not be shown
standing stiffly in what is commonly called a “group and grin.”
Think always of your audience and what images are most appealing to
them. Is a group photo of your faculty really relevant to a high school
student? Will a potential donor be moved by a distant shot of a speaker at
a podium? Will alumni be favorably impressed by bored-looking attendees
at a luncheon? Remember, it is better to use no photo at all than to use a
bad photo that leaves a negative impression.
Sources of Photography
Graphic/Multimedia Services has a photo subscription service or you
can hire a professional photographer. A Photographic/ Publicity Release
form (OCC 08) must be completed and signed by any students that are
recognizable in the photographs that are published in print or on the web.
If you wish to use photos for other than what is listed above, you must
provide a signed release from the photographer giving OCC permission to
reproduce their work.
If you wish to use company logos other than OCC’s, Graphic/Multimedia
Services must receive the .EPS artwork from the company directly along
with their permission to reproduce it.
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PHOTO TREATMENT
Photography is a vital part of publications design, and our visual identity
program. Publications will use fewer images; those used will be featured more
prominently and will be of higher quality. The preference is to use one strong
image in a cover design (fig. 6). Another preference is for the one image to
bleed (extend beyond the edge of the page) on all four sides, provided the
image fits the space and allows all type to work on top of the image.

Figure 6 | Preferred photo treatment
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

PHOTO TREATMENT
When an image will not work as a full-bleed cover, the preferred treatment
of the photo is a three-sided bleed (left, right and top) with generous white
space at the bottom of the page if and when allowed. The white space
allows for comfortable and flexible placement of type and draws the eye
inward on the placement of the text.

OAKLAND COMMUNITY COLLEGE

Student LIFE
LEADERSHIP • INNOVATION • FUN • ENGAGEMENT

SUBMIS
SIO
DEADLIN N
E IS
MONDAY
,
DECEMB
ER 1

Student LIFE and the President’s Office at Auburn Hills Campus present

OCC AUBURN HILLS CAMPUS 50 TH ANNIVERSARY

Mural Design Competition
Winner to receive a paid $1,000 contract
commission (to include supplies) to
paint an indoor mural on the Auburn Hills
Campus located at the intersection
of D/E/G buildings*.

Electronic versions of artwork may
also be showcased in the college
media communications, such as the
website, print publications and
social media pages.

Open to all OCC students and alumni
with the exception of OCC employees
and family members.
Contest opens October 25, 2014.
The winning artist will be invited to a mural
unveiling ceremony in March, 2015.

For questions, email studentlife@oaklandcc.edu. *Please review the contest entry packet for rules
and details including the space measurements at oaklandcc.edu/studentlife-ah.

Affirmative action/equal opportunity institution.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

ADVERTISING
Advertising
Advertisements (fig. 7) placed in newspapers, magazines, or other publications,
with the exception of classified advertising, must be approved by the Executive
Director of Marketing and Communications.

What’s the
connection
between a
qualified
workforce
and our
community?
Oakland Community College. Yes, OCC. Each year, we educate and train thousands
of people who come to OCC to enrich their lives and enhance their careers. From
students looking to transfer to four-year institutions, to those pursuing vocational and
technical careers, to workers seeking to upgrade their skills, we’re creating the kind of
dynamic workforce that stays in Michigan, keeps companies in our area competitive
and even attracts new businesses to our region. Why place so much emphasis on the
prosperity of our community? Because at OCC, community is our middle name.

Community is our middle name.
www.oaklandcc.edu

Figure 7 | External advertisement
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

STATIONERY
Stationery
All departments must follow the standard stationery format established
for College letterhead (fig. 8), business cards, office forms, and other
stationery items. Graphic/Multimedia Services has the formats for all
stationery items and business forms, and every effort must be made to
obtain these items from Duplicating Services.

Phone: (248) 942-3100
Fax: (248) 942-3125

Figure 8 | College letterhead standard format
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

STATIONERY
Stationery: The Logo with a Return Address (fig. 9)
The back panel piece is often a mailing face. The logo on a self-mailer is
placed on the upper left corner of the mailing face and is accompanied
by the return address. The College tagline never appears with the logo
when used in the return address position. Uniform treatment of seemingly
insignificant details (such as the elements of a mailing face) ultimately
contributes to a positive perception of an institution.

Stationery: Mailing Label
Standard size: 4.25” x 2.75”
Type: 11/11 pt Franklin Gothic Book

Advancement Office
George A. Bee Administration Center
2480 Opdyke Road
Bloomfield Hills, MI 48304-2266

Figure 9

PAGE 29

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

STATIONERY
Name Tag
The College tagline logo should be placed in the center on the bottom portion
of the name tag with the name and title of the person in the center middle.

Christine
Hemsworth
Organization Name/Title

Placard
The pencil logo should be placed in the center bottom of the placard with
the name and title of the person in the center middle.

Christine
Hemsworth
Organization Name/Title
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

BUSINESS CARDS
Business Cards
Font: Franklin Gothic Book and Franklin Gothic Demi (Name)
Colors: PMS 349 (dark green) and Black
Card Size: 21 point x 12 point

Emeritus card

Randall M. Retired, Ph.D.
Emeritus, Professor of Psychology

Cell
(248) 505-0000
Email
xxxxxxxx@gmail.com
Website www.oaklandcc.edu

Standard card –
crowded example

Public safety
card

Pamela Battleston-Ryles, Ph.D., L.P.C.

Jonathan Doe

George A. Bee Administration Center
WH-Building/Room 000A
27055 Orchard Lake Road
Farmington Hills, MI 48326-3898

OCC Southfield Campus
Room 000
22322 Rutland Drive
Southfield, MI 48075-4793

Coordinator/Professor
Construction Management Program

Ph
Cell
Fax  
Appt

Sergeant

(248) 232-0000
(248) 232-0001
(248) 232-0002
(248) 232-0003

Email
xxxxxxxx@oaklandcc.edu
Website www.oaklandcc.edu

Ph (248) 232-0000
Cell (248) 232-0001
Fax (248) 232-0002

Email
xxxxxxxx@oaklandcc.edu
Website www.oaklandcc.edu

Standard card –
typical example

Douglas Riddleton, Ph.D., L.P.C.

Francis R. Example

OCC Highland Lakes Campus
WH-Building/Room 000B
27055 Orchard Lake Road
Farmington Hills, MI 48326-3898

Doris Mosher Foundation House
2480 Opdyke Road
Bloomfield Hills, MI 48304-2266
		

Counselor

Email
xxxxxxxx@oaklandcc.edu
Website www.oaklandcc.edu
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Foundation
card

Ph (248) 232-0000
Cell (248) 232-0001

Foundation Director

Ph (248) 232-0000
Fax (248) 232-0001

Email
xxxxxxxx@oaklandcc.edu
Website www.oaklandcc.edu/foundation

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

INDICIA, POSTCARDS and INVITATIONS
Indicia Standards
Use of DO address is mandatory. Department name and campus added in
the sequence shown (above street address).
Logo: 2” to 2.5” width; proportional for postcard 6” size or smaller; postcard
6” size and larger, logo minimum 3” width. Logo appears once on the card
(includes both front and back).

Figure 10a | Nonprofit use

Figure 10a
Use for Nonprofit: All other OCC
Figure 10b
Use for Profit: Workforce, Business

Figure 10b | For profit use

Postcards and Invitations
The maximum size for the postcard rate is 6” x 4.25”.
Example of Non-Postage (fig. 10c)
Crop marks placed by the designer. Cut size labeled in cut-away margin. OCC,
department name, and title placed on the cover.

THURSDAY, MAY 23, 2013
5:30 pm to 8:30 pm
ORCHARD RIDGE CAMPUS
27055 Orchard Lake Road
Tirrell Hall • J Building • 3rd Floor
Farmington Hills, MI 48334-4579
TICKETS AVAILABLE

$50 $55
until
may 21

at the
door

To order tickets,
contact Maureen Gilbert
at 248.522.3700.

For more information visit,
oaklandcc.edu/culinary
Affirmative action/equal opportunity institution.

SR 31012 05/13

Cut to 4.5” x 6”

THURSDAY, MAY 23, 2013
5:30 pm to 8:30 pm
ORCHARD RIDGE CAMPUS
27055 Orchard Lake Road
Tirrell Hall • J Building • 3rd Floor
Farmington Hills, MI 48334-4579
TICKETS AVAILABLE

$50 $55
until
may 21

at the
door

To order tickets,
contact Maureen Gilbert
at 248.522.3700.

For more information visit,
oaklandcc.edu/culinary
Affirmative action/equal opportunity institution.
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SR 31012 05/13

Figure 10c |
Non-Postage

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

INDICIA, POSTCARDS and INVITATIONS
Example of Postage (right)
Cover: 3 sided bleed with indicia. Return address placed 3.75” minimum from the
right edge. Remaining area can be cover or text.
Back: No logo. Affirmative action tagline, service request code, and text.

Department Name
2480 Opdyke Road
Bloomfield Hills MI 48304-2266

Winterizing Your Boat

PRSRT STD
U.S. POSTAGE
PAID
BLOOMFIELD HILLS MI
PERMIT NO. 31

This hands-on, 8-hour workshop is designed to help you prepare your boat, personal water
craft and/or trailer to keep it protected and safe during the winter months. Participants will
need to provide their own parts.

Date: Saturday, October 6, 2013
Time: 8:00 am - 5:00 pm
Location: Auburn Hills Campus, Auto Lab
Course Fee $150.00
Registration Code: PRSN-1002-T0802
Instructor: ed Houchen
Contact: Kristina Hawkins
Economic and Workforce Development
Phone: 248.232.4163

An equal opportunity/affirmative action institution.

Department Name
2480 Opdyke Road
Bloomfield Hills MI 48304-2266

PRSRT STD
U.S. POSTAGE
PAID
BLOOMFIELD HILLS MI
PERMIT NO. 31

WFD 50 PC 12/12

Winterizing Your Boat
This hands-on, 8-hour workshop is designed to help you prepare your boat, personal water
craft and/or trailer to keep it protected and safe during the winter months. Participants will
need to provide their own parts.

Date: Saturday, October 6, 2013
Time: 8:00 am - 5:00 pm
Location: Auburn Hills Campus, Auto Lab
Course Fee $150.00
Registration Code: PRSN-1002-T0802
Instructor: ed Houchen
Contact: Kristina Hawkins
Economic and Workforce Development
Phone: 248.232.4163

An equal opportunity/affirmative action institution.

WFD 50 PC 12/12

Example of Postage (below)
Cover: Artwork is a full bleed.
Back: No logo. Affirmative action tagline, service request code, and text.

OAKLAND COMMUNITY COLLEGE

Please join
Oakland Community College
and presenting sponsor
Delta Network Services, Inc.
on August 22, 2013 for our
17th Annual “Golf for Scholarships” Outing
at Pine Knob Golf Course, Clarkston, MI.

Auburn Hills Campus

Department Name
SM
2480 Opdyke
Road
M-TEC
Warehouse
Bloomfield Hills MI 48304-2266

2480 Opdyke Road
Bloomfield Hills MI 48304-2266

FIRST CLASS MAIL

U.S.
POSTAGE
NONPROFIT
ORG
U.S. POSTAGEPAID
PAID
BLOOMFIELD
HILLS
BLOOMFIELD HILLS MI
PERMITPERMIT
NO. 31 NO. 31

MI

PREVIEW

Thursday, November 20
Because of your participation
this year,
4 pm - 6 pm
- No sales or holds at this time we were able to award
over $42,000
SALE
in scholarships toONE
our DAY
students.
Friday, November 21
9 am - 5 pm

17th Annual

Delta Network Services, Inc. presents

“Golf for Scholarships” Outing
August 22, 2013

PAYMENT
INFO:
For information about
sponsorship
Cash, Visa, MasterCard,
Discover, American Express
opportunities, please
call

LOCATION
248.341.2138

Auburn Hills M-TECSM Warehouse
2900 Featherstone Road

Auburn Hills, MI 48326-2845
This event is dedicated
to the memory
of Dorene
HopeFShank.
ALL SALE
S ARE
I NAL!
Affirmative action/equal opportunity institution.
An equal opportunity/affirmative action institution.

BR 603 PC 10/14
BR 218 12/12

OAKLAND COMMUNITY COLLEGE
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Auburn Hills Campus
M-TECSM Warehouse
2480 Opdyke Road
Bloomfield Hills MI 48304-2266

FIRST CLASS MAIL
U.S. POSTAGE
PAID
BLOOMFIELD HILLS MI
PERMIT NO. 31

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS
PREVIEW
Thursday, November 20
4 pm - 6 pm
- No sales or holds at this time -

ONE DAY SALE
Friday, November 21

POSTERS, FLYERS and BROCHURES
Posters and Flyers Standards for Size and Setup
Posters (11” x 17” or 17” x 11”)
Oakland Community College is typed at the top margin for portrait and
landscape sized posters in Calisto MT Regular, with 1/2” minimum margin on
3-sides for full bleed. Projects with a full bleed will be trimmed 1/4” per side.

Student LIFE Standards
Note that all Student LIFE projects include a Student LIFE header, equal
opportunity disclaimer, and social media icons.

OAKLAND COMMUNITY COLLEGE

Major Requirements
MUS 1510
Piano I
MUS 1530
Fundamentals of Music
MUS 1620
Ear Training and Sight Singing I
MUS 1630
Music Theory I
MUS 2521
Ear Training and Sight Singing II
MUS 2530
Music Theory II
MUS 2551
Applied Music: Vocal or Instrumental
MUS 2560
Conducting
MUS 2810
Recital/Special Project
choose any one or more of the following:
MUS 1751-58 Small Ensemble/Combo
MUS 1761-68 OCC Chorale
MUS 1771-78 Concert Band
MUS 1781-88 Orchestra
MUS 1791-98 Jazz Band
Required Supportive Courses
MUS 1560
Listening to Music: Chant to Jazz
MUS 1585
Listening to Music: World Music
MUS 1590
Listening to Music: Rock to Hip-Hop
Required Elective Courses
MUS 1500
Voice I
MUS 1521
Fundamental Ear Training
and Sight Singing
MUS 1601
Voice II
MUS 1611
Piano II
MUS 1570
Guitar I
MUS 1671
Guitar II
MUS 2630
Music Theory: Jazz
MUS 2640
Music Composition: Art Music
MUS 2730
Jazz Improvisation
MUS 2740
Music Composition: Standard Forms

Major Requirements
MUS 1510
Piano I
MUS 1530
Fundamentals of Music
MUS 1620
Ear Training and Sight Singing I
MUS 1630
Music Theory I
MUS 2521
Ear Training and Sight Singing II
MUS 2530
Music Theory II
MUS 2551
Applied Music: Vocal or Instrumental
MUS 2560
Conducting
MUS 2640
Music Composition: Art Music
MUS 2810
Recital/Special Project
choose any one or more of the following:
MUS 1751-58 Small Ensemble/Combo
MUS 1761-68 OCC Chorale
MUS 1771-78 Concert Band
MUS 1781-88 Orchestra
MUS 1791-98 Jazz Band
Required Elective Courses
MUS 1500
Voice I
MUS 1521
Fundamental Ear Training
and Sight Singing
MUS 1601
Voice II
MUS 1611
Piano II
MUS 1570
Guitar I
MUS 1671
Guitar II
MUS 1560
Listening to Music: Chant to Jazz
MUS 1585
Listening to Music: World Music
MUS 1590
Listening to Music: Rock to Hip-Hop
MUS 2630
Music Theory: Jazz
MUS 2730
Jazz Improvisation
MUS 2740
Music Composition: Standard Forms

General Studies

Orchestra

Affirmative action/equal opportunity institution.
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Chorus

Create Your Own
Ensemble/Combo

Concert Band

Jazz Band

13566 03/14

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

POSTERS, FLYERS and BROCHURES
Flyers (8.5” x 11” or 11” x 8.5”) (fig. 11a)
Oakland Community College is typed at the top margin in 24 point Century
Schoolbook Regular with 200 pt kerning (for portrait sized posters). It
should have 1/4” minimum margin on at least 3-sides for full bleed.

OAKLAND COMMUNITY COLLEGE

Student LIFE
LEADERSHIP • INNOVATION • FUN • ENGAGEMENT

Black/White Ink
A minimum of 1/4” white border is required on all 4-sides.
Color Ink
Full page bleeds have the background art bleed to the edge on all 4-sides,
text and graphics are to be placed a minimum of 1/2” inside margin on
all 4-sides.

3/31/15

Flyer Back Side (fig. 11b)
When there is too much text provided
from the requester. Another option is
to have secondary information on the
backside.

12 pm - 1 pm

Student Center

J Building

Orchard Ridge
Campus

All students are invited!
ALL students are welcome to join our
Campus President, Dr. Steve Reif, for a
FREE pizza lunch and a panel discussion
featuring campus administrators.

This event is open to the first 100 Orchard Ridge students!
Please RSVP by March 18, 2015 via email at wjkonkol@oaklandcc.edu or call (248) 522-3595.

Affirmative action/equal opportunity institution.

13539 02/15

Figure 11a |Standard flyer
Figure 11b
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

POSTERS, FLYERS and BROCHURES
Brochures
Brochures will vary in size and are based on the need of the requester.
Full-color brochures must be given a bleed and guidelines for Duplicating
Services to print.
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OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

WEB DESIGN
Web Design
All Web elements are created at 72 dpi resolution.
OCC Web Page Design (below)
992 pixels x 831 pixels; following a Photoshop template.

New College Website Sample Suggested Page Layout
Use the sample wireframe layout below to design your webpage and take
note of placement of text, images, and links. If in need of assistance while
working on your page, please contact Graphic Services.

HERO IMAGE
(Contact Graphic Services to provide photos)

PAGE

Page Header (Properties>Page>Content Header)

RELATED LINKS
(Max of 7 links)

Body text. (Second Row>Third Drop Down Button>Paragraph>Paragraph)

New College Website Layout Design

Offictem quidell atemporesti dolupti onectent, eos exere dolorat endamus
nus.
Tat ea doluptatiis aut doloreritet utemporit ventisc itibea eniet ulpa eatiorpor acias ni sinctem vent.
Oditibusaero tem quae nossit, ute debisitatur, inullo corrum ullaborionet
apedia explaut emporae culpari opta vellestion consequi aut qui omnimoles
re sumet porerspit et archit quatur si corescitat que ex esto delibera delit
remquat ionsecustio.

SECONDARY PAGE HEADER (Properties>Page>Extra Row 1>Show)
Body text. (Second Row>Third Drop Down Button>Paragraph>Paragraph)
Offictem quidell atemporesti dolupti onectent, eos exere dolorat endamus
nus.

Key
Link
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Image

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

WEB DESIGN
InfoMart Web Page Design (right)
1200 pixels x 959 pixels; following a Photoshop template.

OCC Homepage Slide (below)
705 pixels x 224 pixels; following a Photoshop template. “Learn More”
button should always appear on the slide (unless slide has no link).
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InfoMart Slide (below)
480 pixels x 240 pixels; following a Photoshop template. “Learn More”
button should always appear on the slide (unless slide has no link).

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

WEB DESIGN
Web Only Flyer (fig. 12a)
Standard 8.5” x 11” PDF Flyer create for the web. Web flyers are found
on the Events section of the OCC homepage. Contact Graphic/Multimedia
Services if links (fig. 12b) need to be added to a PDF.

Figure 12b |
Link buttons

Facebook Time line Header/Cover Photo (fig 12c)
851 pixels x 315 pixels; following a Photoshop template.

Profile Picture
- 160 px -

Figure 12c

23 px gap
210 px gap

Social Media 4x4 Square
403 pixels x 403 pixels; following a Photoshop template. All squares
should include a footer that includes the College/College department’s
logo, URL and use the hashtag #OCCollege unless noted.
Figure 12d | Standard square

Figure 12e | Header square

Figure 12a
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SIGNAGE
Signage
Common Sizes and Specs
On all signage and banners, the header placement is 2 picas from the
top edge and 2 picas from the left and right edges. The College name is
set in Century Schoolbook Regular, centered horizontally and vertically in
the header, 110 tracking, and white. For sizes below, use the same specs
for both horizontal and vertical formats. For other sizes, use the same
proportions for header depth and type size.
8.5” x 11”:
11” x 17”:
18” x 24”:
24” x 36”:

Example of Signage

Header is 3p9 tall, type is 25 pt
Header is 4p9 tall, type is 33 pt
Header is 7p9 tall, type is 55 pt
Header is 10p6 tall, type is 74 pt
Community is our middle name.

Example of Signage

(17” x 11” layout)

Second Option
Use these layouts if the banner is too small to use the “Oakland Community
College” banner at the top.

OAKLAND COMMUNI TY COLLE GE

Community is our middle name.

(21” x 3” layout)

OAKLAND COMMUNITY COLLEGE

(21” x 3” layout)

(8.5” x 11” layout)

Community is our middle name.
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FACILITIES SIGNAGE
All campus and facilities signage must meet the requirements of OCC’s
identity standards and be approved by the Manager of Multimedia and
Web Services.

Maps
All maps (for duplicating or outside purposes) must be ordered through
Graphic/Multimedia Services.

Oakland Community College

Banners
Any banner to be used for posting on campus inside or out must be done
through Graphic/Multimedia Services. The banner should also feature the
stacked logo unless the design calls for a slimmer logo.

Auburn Hills Campus Map

2900 Featherstone Road, Auburn Hills, MI  48326-2845 • (248) 232-4100

GO

R
A
I
D
E
R
S
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Auburn Hills is located near the intersection of I 75 and M59.
North

From Flint area. I75 South for approximately 36 miles. Exit to M59 East; take it for approximately one mile. Exit at Squirrel
Road North. Turn right, the college is on the left, accessible from Squirrel Road South or from Featherstone Road.

South

Follow I75 N to M59 East. Exit to M59 East; take it for approximately one mile. Turn right onto Squirrel Road North.
The college is on the left, accessible from Squirrel Road South or from Featherstone Road.

East

From Utica area. Take M59 West approximately 9 miles to Squirrel Road. Exit at Squirrel Road , turn right onto Squirrel
Road North. The college is on the left, accessible from Squirrel Road South or from Featherstone Road.

West

From Brighton area. Take I696 East to Exit 8 Lodge Fwy/M10 toward Telegraph Road (US24) North. Drive for .04 miles.
Merge to John C. Lodge Fwy for .5 miles. Take Telegraph (US 24) North for 7.7 miles. Go right onto Franklin 1 block.
Turn right onto Square Lake Road. Follow Square Lake Road to I 75 North. Merge. Follow I75 North to M59 East. Exit to
M59 East; take it for approximately one mile. Turn right onto Squirrel Road North. The college is on the left, accessible
from Squirrel Road South or from Featherstone Road.

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

FACILITIES SIGNAGE
Exterior Building Signage

Interior Room Sign
Background is always white, text is always black.
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Directional Signage

Outdoor Welcome Signage

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

FACILITIES SIGNAGE
Exterior Directional Signage
When the diamond appears on a sign, it should contain the College logo
in all of its entirety. The diamond should never appear alone. All vendors
should request ALL ARTWORK from Graphic Services when ordering ANY
exterior signage. All type must be written in the typface Franklin Gothic.
This will ensure a consistency among logos and type.

ADMINISTRATION BUILDING
ENROLLMENT SERVICES
PUBLIC SAFETY

SMITH THEATRE
F BUILDING
G BUILDING
PARKING
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PRINTING and GRAPHICS
College Printing and Graphics
College plan requires all requests for graphic, printing, copying, and mailing
services include a Duplicating/Graphic Service Request (AUX 09 WEB)
(page 42) completed, approved by the appropriate business manager and
sent to Duplicating/Graphic/Multimedia Services at M-TECSM Building,
Auburn Hills Campus via the Graphic/Multimedia Services/Duplicating
Services Online Ordering System. Questions regarding the use of this
site should be directed to Graphic/Multimedia Services at ext. 4423 or
Duplicating Services at ext. 4088.
Work provided by the Duplicating Services department does not require
competitive bidding. If Duplicating Services cannot meet printing
requirements, the project will be bid out by the Manager of Print, Mail and
Distribution Services through a competitive bid process.
How To Request Services
• Complete a Service Request form (AUX 09 WEB)
• Include an account number (required for printing only)
• Must include a Business Manager approval
• Actual Completion Date (do not use ASAP)
• Give your project a Title
• Attach any necessary documents (i.e. photos, Word files, etc.)
• Copyrighted materials must have a signed release attached
• Provide ship to information including; campus, building, and room
		 number

Publication Resources
Standard Sizes
Below are the standard sizes for design and printing. Custom sizes are
available; just inquire when working with the Graphic Designer.

Flyer
8.5” x 11”

Poster
11” x 14.25”

Invitation
6.25” x 4.625”

Single Sheet
8.5” x 11”

Table Tent
5.5” x 7”

Tri-fold
8.5” x 11”

Poster
18” x 24”
24” x 36”

(These sizes are
charged by the
sq. ft.)
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Booklet
5.5” x 8.5”
8.5” x 11”

Gate-fold
8.5” x 14”

Post Card
5.5” x 4.25”

Ticket
5.5” x 2.375”

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

PRINTING and GRAPHICS
AUX 09 WEB Service Request Form
All service requests must include (1) where the job is going (graphics or
duplicating), (2) job name, (3) form number (if job is a reprint), (4) job
delivery date (printed and digital requests require minimum 2 weeks), (5)
where the document should be posted, (6) requester information, and (7)
shipping information.
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Printing Options
If the document will be printed, the request must include (1) number of
copies being printed, (2) type of ink, (3) one/ two sided printing, (4) type of
paper, (5) size of paper, (6) any extra finishing options, and (7) any special
print instructions or attachments.

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

FORMS STANDARDS
How do I know if my form should be designed by Graphic/Multimedia
Services?
•		 If the form is used Collegewide
•		 If the form is used by the student body
•		 If the form is used by multiple campuses
The Process for having a form designed by Graphic/Multimedia Services
•		 A Graphic and Duplicating Services Request form (AUX 09 WEB)
			 must be completed for all form design requests.
• Each form is owned by the department that originated the form.
• Include a mock-up of the desired form with the Graphic
			 and Duplicating Service Request (AUX 09 WEB) and send it to
			 Graphic/Multimedia Services.
• Upon receipt, the project is entered into a queue and picked up by
			 a designer.
• The designer makes the requested changes and sends a proof to
			 the requester for approval.
• Once approved, the job is sent to print.
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No form will be posted on the “Forms and Publications” web site unless
the College Webmaster receives the form from Graphic/Multimedia
Services. (*Lead time, approx. 3 - 6 days for proof.)
Remember:
•		 If the form is to be placed on the “Forms and Publications” web
			 site, an announcement to the College community is the responsibility
			 of the department that owns the form.
•		 If the form is moving from printed to electronic format, the depletion
			 of inventory (if any) should be coordinated with the Manager of
			 Print, Mail and Distribution Services.
•		 Changes will only be made to forms if the request comes from the
			 department who owns the form.
• All artwork is saved in Graphic/Multimedia Services by form
			 number for future use.

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

FORMS STANDARDS
Standards for Form Header

Information Limitation
Logo, title (including NCR information) form number and rule. All other
information is placed below rule-minimum space 1/4”.
Logo
3” width; proportional.
1/2” from left edge 1/2” from top edge (light text volume).
1/4” from left edge 1/4” from top edge (heavy text volume).
Title
14 point Arial Bold, upper/lower case. Centered between logo and form
number.
Centered; left justified when more than one line. Total text height
centered to the logo’s diamond.
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Form Number
6 point Arial Regular, all caps. Flush right justified.
1/2” from right edge (light text volume).
1/4” from right edge (heavy text volume).
Position top ascender across from top ascender of lower case of title.
Rule
Stroke rule is .5, solid black. Extended between left to right margins, 1/8”
under last line of text in header.
Black/White Ink
All ink color is in grayscale.
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FORMS STANDARDS
Form Numbers
Form numbers are assigned new service request numbers upon arrival.
This will help with tracking and reordering. (When a new form request
comes in, the current form’s list is reviewed to locate any similar forms and
confirmed they are still needed.)
Form numbers start or end with two or three letters.
Form numbers starting with:
• ADS 		
• AUX 		
			
• EDU
			
			
• FA		
• FS
• HR		
• OAK
• OCC		
			
			
• PDTC
• PRC 		
• WFD
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Enrollment Services
Auxiliary Services, Raiders Store, Child Care, Duplicating
Services, Food Services, Mail Distribution
Alumni, Counseling, Curriculum Forms, ESL, ASC, Library
Services, ACCESS, Placement Services, Student Service
Forms (Not ADS)
Financial Assistance
Business Office, Financial Services
Human Resources
Oakland Literacy Council
Chancellor Forms, Facilities, Graphic Forms, Institutional
Research, Information Technologies, Maintenance,
Marketing, Media Services, OCC Foundation, Public Safety,
State and Federal Programs, Womencenter
All PDTC Jobs
100 - 199 Public Safety, 200 - 299 Human Resources,
300 - 399 Environmental Health & Safety, 400 - 499
Purchasing , 500 - 599 IT, 600 - 699 Marketing
Work Force Development

Additional Graphic/Multimedia Services work which is not forms will
be set up with a “BR” number prefix:
THESE ARE PUBLICATIONS
•BR 		 Bookmarks, Catalog, Charts, Letterhead, Menus,
			 Newsletters, Programs, Schedules, Signs, Stationery,
			Stickers
and ending with:
• BRO 		
• COV 		
• ENV 		
• FLY 		
• HAND
• INV		
• LTR		
• MAP		
• PC 		
• POS
• SAND
• TKT 		
• TT 		
• WEB

Booklets, Brochures, Guides, Handbooks
Covers
Envelopes
Flyers
Hand cards/mini flyers
Invitations
Letters
Maps
All Cards, Postcards
Posters (11x17”)
Sandwich Posters (26x34”)
Tickets
Table Tents
Web version of a PDF

OAKLAND COMMUNITY COLLEGE IDENTITY STANDARDS

WRITING STYLE
This is a guide for writing promotional materials intended for a larger
audience, whether they are current students, potential students, parents,
donors, alumni, or other groups.
When writing recruiting and fund-raising materials, adopt a familiar and
engaging style. Use first and second person (we and ours, you and yours)
to create a personal connection. Make sure there is tense and pronoun
agreement. If you use “our,” keep first person throughout. If you use ‘The
College,” keep third person throughout. Language and grammar should
be correct and clear but not necessarily formal. Avoid using jargon and
passive voice. Example: “Trustees passed a motion” is preferred over
“Motion was passed by trustees.” Don’t be afraid to use contractions or to
end sentences with prepositions if it suits your style. Many of the rigid rules
of writing we all learned in grade school have relaxed over the years.
Focus on the Benefits
People naturally want to know what’s in it for them; make sure you answer
that question. You may have one of the best departments in the country
in a particular field, but what does that mean to the student who enrolls in
your program? What benefit will accrue to the donor who contributes a big
gift? What will a professional get out of your seminar or symposium?
Present your offering in terms of what your audience wants. Don’t just list the
features; explain the benefits. For example, a car may come with anti-lock
brakes, air-conditioning, leather seats, and a powerful V-8 engine, but you
sell safety, comfort, luxury, and power. Similarly, small classes, professors
with PhDs, and a variety of degrees are all features. How do those features
translate into benefits? That is the question you must answer.
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Jargon
Jargon is the use of terminology that is understood only by certain groups.
Academia is rife with jargon, and it has a purpose within its own circle.
However, when used outside that circle, jargon clouds the meaning. Write
simply and clearly. Have someone else read your work (always a good idea)
to identify confusing terms and phrases.
Bloated Phrasing, Vague Terms, and Made-up Words
There are plenty of words in the English language. We don’t need to make up
our own. A few examples we’ve come across include nouns corrupted into
verbs (contextualize, operationalize, transition, visioning, and obsoleted)
and words that are completely made up (perplexion?). And just because
there are lots of words, don’t use any more than you need. Avoid overly
verbose terms (opportunity and its attached baggage are favorites, e.g.,
spiritual development opportunity, dining opportunity, and employment
opportunity) and long-winded sentences. Have someone look over your
work when you’re finished.
Editorial Style
As an institution of higher learning, we have a responsibility to use language
correctly and consistently and to use it well. To ensure editorial consistency,
we use three references (listed in order of authority): this style guide, the
fifteenth edition of The Chicago Manual of Style, and the eleventh edition
of Merriam-Webster’s Collegiate Dictionary.
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WRITING STANDARDS
The following are writing standards for Oakland Community College. These
standards must be reflected in any materials written for the College, regardless
of whether the materials are intended for internal or external usage.
Use as One Word
• Collegewide
• coursenotes
• email
• online
• Internet (capitalized)
• Womencenter (capitalized)
• website

Use as Two Words
• web address
• web page

Hyphenated Words
• full-time / part-time
• on-campus / off-campus
• on-site / off-site

Capitalization
• The standard rules for capitalization should be used. All proper
		 names should be capitalized. Titles should only be capitalized
when the individual’s name is used after the title.
• Degree titles (bachelor, master, associate, etc.) are capitalized
		 only when using the completed title of the degree. (Ex: Bachelor in
		 Fine Arts or bachelor degree).
• Capitalize the words College and Board when it refers to our College
		 and our Board.
• Do not use all caps in body text unless a word is an acronym or the
		 proper/legal name is in all caps.
• The word “fax” is not capitalized.
• Do not capitalize “board of trustees” unless it is immediately
preceded or followed by “OCC” or “Oakland Community College”.
• Capitalize the “C” in Chancellor when using the Chancellor’s
last name; for example, Chancellor Smith. On first reference, in
a press release, these are acceptable: Chancellor John Smith,
Dr. John Smith. On second reference, in a press release it should
be “Smith.” In a letter, brochure or other printed materials, it should
be Dr. Smith.
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Microsoft Products
• When referring to any Microsoft product, use “MS” in front of the
		 program name. Example: MS Excel.
College Web Addresses
• Use “www” when referring to the College Web site: www.oaklandcc.edu.
		 Some computer users cannot connect to the site without including
		 the www.
• Do not use “www” when referring to College Web sites other than
		 the main site. Example: students.oaklandcc.edu. Computer users
		 cannot connect to these sites when the www. is used.
• If in doubt about the correct web address for a College site,
contact the OCC IT Department.
Paragraph Spacing
• Spacing between paragraphs is block style double space. If spacing
		 is an issue in the design then use paragraph indents.
Phone Numbers
• Phone numbers should include ten digits. Example: (248) 232-4423
• Hyphenate phone numbers using parenthesis and a dash
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WRITING STANDARDS
Other Writing Standards

• Never use acronyms without using the full title on first reference.
Ex: Oakland Community College (OCC). Academic Support Center
(ASC).
• When referring to a page number, use p. Example: For payment
questions, please see p. 4. When referring to multiple pages, use
pp. Example: For information on tuition and fees, see pp. 4 and 5.
• Use full numbers when using the time, use a space after the time, and
no periods between the time of day (e.g., 2:30 am, and 2:30 pm).
• Write out the whole calendar name (no abbreviations).
• Spell out the word “and” rather than using an ampersand {&} unless
the ampersand is officially part of a name or title.
• Avoid the construction “and/or”.
• Do not capitalize the following words in New Headlines {for, with, and,
is, the, on, to}.
• Do not use “st”, “nd”, “rd”, or “th” after numbers (e.g., March 5th).
• @ is out - use a dash to separate the event from the time.
• & is space driven (e.g.,  used in formal names).
• No “periods” are used in Buttons (e.g., “Click here to review report”).
Only the first letter on the first word in Buttons will be capitalized unless
there is a proper noun.
• Do not use periods for acronyms such as USA, SAFE on Campus,
Student LIFE, ACCESS office.
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Web Writing Standards

• Follow all College writing standards
• Spell out and italicize the common key words as written below:
phone (248) 232-000
email example@oaklandcc.edu
fax (248) 232-0001
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PUBLICATION POLICIES
AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY STATEMENT
All College catalogs, schedules, and student recruitment publications
(booklets, brochures, flyers, etc.) must contain the following statement:
Oakland Community College does not discriminate against
applicants, employees or students on the basis of race,
religion, color, national origin, sex (including sexual
harassment), age, height, weight, marital status, familial
status, sexual orientation, Vietnam era veteran status, or
disability in its employment practices and/or educational
programs or activities.
- and Employment and student recruitment advertisements and posters use
the abbreviated statement:

USE OF NONPROFIT MAIL PERMITS
Departments that want to use the College’s mail permit rather than
metered postage to mail College publications must adhere to all
standards set by the United States Postal Service. If you have any mail
related questions such as mail preparation, postal requirements or
mailing service options, please contact the Manager of Print, Mail and
Distribution Services at ph: (248) 232-4088.
USE OF College SYMBOLS
The College logo
The Oakland Community College logo is the ONLY approved logo for
use on College publications.
The College seal
Use of the College seal is limited to certain official College documents,
such as diplomas and contracts. Consult with the Sr. Administration or
Graphic/Multimedia Services.

Affirmative action/equal opportunity institution.
Those concerned about the above should contact the Equal Opportunity
Compliance Officer, Oakland Community College, 2480 Opdyke Road,
Bloomfield Hills, MI 48304-2266. ph: (248) 341-2000.
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CONTACT INFORMATION
Contact Information
If you have any questions regarding proper College writing standards, or would
like to know where Printing and Graphic/Multimedia Services are located:
Graphic/Multimedia Services
Oakland Community College
Auburn Hills Campus
M-TECSM Building
2900 Featherstone Road, Room A-201
Auburn Hills, MI 48326
fax: (248) 232-4256

Duplicating Services
Oakland Community College
Auburn Hills Campus
M-TECSM Building
2900 Featherstone Road, Room A-202
Auburn Hills, MI 48326
fax: (248) 232-4260

Manager of Multimedia and Web Services
Michele Kersten-Hart
(248) 232-4423

Manager of Print, Mail and Distribution Services
Sarah Rowley
(248) 232-4088

Graphic Designer
Alan Crouse
(248) 232-4113

Printing Specialists
Kevin Batt
(248) 232-4066

Interim Graphic Designers
Lori Allen
(248) 232-4114

Lauren Parlin
(248) 232-4087

BR 425
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