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Marketing Toolkit:

How can College Relations 
& Marketing help you?
To request images, photography, video, adver-
tising or publicity for programs or events,
start with a form here >>

Creating a consistent College identity

Palm Beach State College’s

brand elements are copyrighted

and registered service marks.

Any usage of these service

marks must comply with the

standards contained in this

Branding Guide.

The name, logo, marks and
images of Palm Beach State
College cannot be used to 
imply or suggest endorsement 
of any product or service not
provided by the College.

www.palmbeachstate.edu/crm/marketingtoolkit.aspx
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In written communications, spell out the 
first reference to the College as follows: 
Palm Beach State College. 

Subsequent references may identify 
the College as 
• Palm Beach State 
• the College
• PBSC

The word “College” is capitalized when 
referring to Palm Beach State College.
The College will not use abbreviated
acronyms, such as PBS or PB. 

Palm Beach State College

Palm Beach State College at Belle Glade

Palm Beach State College – Boca Raton

Lake Worth campus of Palm Beach State College

When listing or referring to specific c
ampuses, use one of the formats shown. 

List Palm Beach State College locations 
or campuses as elements separate from
the logo.
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CREST LOGO is available in
full color for use online (rgb) and in
print (cmyk). There are many color
options available in this guide. The
Crest may also be shaded as a back-
ground element. On black-and-white
pages, the Crest can be printed in
both solid colors or the gradient
options. The Crest Logo is available in
several different versions depending
on final usage, for example; full color
printing, embroidery, or screen print-
ing. There are solid color options
available in all black, all green, all 
gold or all white along with gradient
options of each color. Please see 
page 8 for specific examples.

WORDMARK LOGO is
available for use as an alternative to
the Crest Logo. In the wordmark, the
words “Palm Beach State College” are
used without the crest. The gold wave
and the words are centered.  The
words “Palm Beach State College” are
in the College green PMS 561 and the
gold wave is in PMS 130.  The word-
mark is also available in solid 1-color
versions of green, gold, white or black. 

COLLEGE SEAL: The seal’s
use is RESTRICTED.  The seal is used 
primarily on official documents of the
College, i.e., diplomas, and on building
signage and flags.  Any other use of
the seal must be approved in advance
by College Relations & Marketing.

Approved
The District Board of Trustees
approved the official logo for 
Palm Beach State College on 
Jan. 12, 2010.

Please use the logo on all College
communications.

The name, logo, marks and images 
of Palm Beach State College cannot
be used to imply or suggest
endorsement of any product or
service not provided by the College. 

External individuals and organiza-
tions who wish to use any of these
logos must first obtain written 
permission by contacting College
Relations & Marketing: 
(561) 868-3122 or 
crmarket@palmbeachstate.edu

NOTE:
Any misuse of the College logo on items may
result in non-payment.

OFFICIAL
LOGO 
& SEAL

College Colors
PMS 130 Gold

PMS 561 Green

See page 8-10 for logo
color options.
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SLOGAN 

About the Typeface:
Friz Quadrata was created in 1965 by Swiss designer
Ernst Friz, who studied graphics in Zurich with Rudolf
Bircher and Walter Koch. Friz Quadrata made its first
international appearance when Visual Graphics
Corporation released the design in the late 1960s as
one of the winners of its International Typeface design
competition. 

Palm Beach State College logo is a modified Friz Quadrata
and the stationery, including letterhead, business cards and envelopes,
use Friz throughout the design.

The Slogan is usually set in Gill Sans
Department Identity is set in Franklin Gothic

TYPOGRAPHY
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Accreditation Statement 
Palm Beach State College is accredited by the
Southern Association of Colleges and Schools
Commission on Colleges to award the associate
and baccalaureate degrees.  Contact the
Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call (404) 679-
4500 for questions about the accreditation of Palm
Beach State College.  The Commission should be
contacted only if there is evidence that appears to
support an institution's non-compliance with an
accreditation requirement or standard.

Equal Opportunity
Statement - options
Long Version
Palm Beach State College is committed to the pol-
icy that all persons shall have equal access to its
facilities, educational programs, employment or
activities without regard to race, color, creed, eth-
nicity, national origin, gender, sexual orientation,
age, religion, marital status, veteran status, or dis-
ability.

Short Version
Palm Beach State College is an equal access/equal
opportunity institution.

Mission
Palm Beach State College, founded in 1933 as
Florida's first public community college, is a
diverse, comprehensive institution dedicated to
serving the educational needs of Palm Beach
County. Integrally linked to the community
through strong partnerships, the College provides
associate and baccalaureate degrees, professional
certificates, workforce development and lifelong
learning.

Palm Beach State College's mission is to create
and sustain a dynamic teaching and learning envi-
ronment that provides a high-quality, accessible,
affordable education, preparing students to con-
tribute and compete ethically and successfully in a
diverse global community.

Vision 
We envision a College of diverse, active learners
engaged in intellectual, social and personal growth
that enriches and transforms our community.

STATEMENTS
Usage Requirements

The Accreditation Statement 
is included in official College 
publications, such as the Catalog,
Student Handbook and recruitment
brochures. No variation in wording
of the statement is permitted. The
College website includes a link to
the Accreditation Statement on
each page.

The Equal Opportunity Statement 
is included as appropriate in official
College publications. Use the full
version where space permits; the
shorter version is an approved
option if space is limited.
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Official Colors 
of the College Logo
In the full-color logo, the Crest is in
full color, the wave is gold PMS 130
gold, and the letters of the College
name are in PMS 561 green. (Pantone
Matching System). Permitted logo color
options are shown on pages 8 - 10. 

Gold:
PMS 130
CMYK = 0 / 30 / 100 / 0
RGB = 236 / 183 / 49
HEX = ECB731

Green:
PMS 561
CMYK = 85 / 0 / 54 / 52
RGB = 44 / 104 / 89
HEX = 2C6859

Tertiary Colors and Tints

PMS: Pantone Matching System, an industry standard color
matching for printing, embroidery, signage

RGB: Red/Green/Blue for online and television graphics
CMYK: Cyan/Magenta/Yellow/Black for full color printing
HEX: Web/online color standard

PMS 561 PMS 130 PMS 542

COLORS 

100%

80%

60%

40%

20%

10%

5%

All branded pieces should use the College’s official
color palette, as shown here.

PMS 375



PALM BEACH STATE COLLEGE

BRANDING GUIDE

7
Please contact College Relations & Marketing for

artwork, editing and compliance issues.

The logo or mark for Palm Beach State
College consists of the full color Crest,
accompanied by the Wordmark (name of
the College separated by the gold wave), or
the Wordmark used separately from the
Crest design.  These logo guidelines offer
many options when using the logo. 

For specific questions please contact
College Relations & Marketing.

The logo used on all Palm Beach State
College materials identifies them as 
produced by and for Palm Beach State. 

When the logo is used, its shape will not
be altered in any way.  The mark will not
appear with any other mark, symbol, logo,
or logotype, other than the logotype
designed for it and presented here. The
wordmark may not be combined with any
other artwork, image or background image.
DO NOT distort, place on angle, create
new background(s) images for, apply 3-d
techniques to, redraw, stretch, compress or
use as part of an outline shape, or use low
resolution images in print, promotional
items, web or emails. The wordmark is not
to be recreated using department names,
clubs, or any other words - this dilutes the
branding and the singular image of the
College logo. Do not add or attach words
or images to the wordmark and/or full
crest logo. Do not rearrange the elements
of the logo(s) to create a new logo.

LOGO
USAGE
OPTIONS

Space should be left around the logo. A minimum
distance from the logo is determined using the height of the
capital “P”.  The space would be equal to the cap height in the
logo at any given size.

When resizing the logo in Word be sure to pull
from the “corner point” only. This will ensure
that the logo (or any image) is kept in the
same proportions when it is resized and
ensure that it is not distorted.

To fix a distorted logo:
Right click on the image, Choose “Size.” Under
“Scale” make sure the “Height & Width” are
the same % value. 

Pages 7–11

SOCIAL MEDIA

Words or graphics cannot be redrawn, replaced or
used in any unapproved color combinations in
either of the logos. See page 11.

To bring in a logo:
While you are in a program, you can bring in a
College logo. Located on a shared server are
high resolution logo files that are designed for
use in Word, PowerPoint, Publisher, etc. While in
the program go to “insert picture” then click on
the “Computer” icon, then under Network
Location find the folder named CRM Logo
Options which is open to all employees for
your use. Or go to the Windows logo in the
bottom left corner of the monitor, click, and go
to Computer, then under Network Location
find the folder named CRM Logo Options.
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Gradient Green - PMS 561 

Gradient Black

LOGO
OPTIONS

Gradient
Designed for use on 
• Report covers
• Flyers
• Forms
• T-shirts
• Signage
• Hats
• Embroidery (needs multiple 

thread colors)
• Engraving
• Etched glassware 
• Posters
• Publications
• Websites

NOTE: There is NO gradient
white option available. Please
see SOLID color options, pg 9.

PMS 130
CMYK = 0 / 30 / 100 / 0
RGB = 236 / 183 / 49
HEX = ECB731

PMS 561
CMYK =  85 / 0 / 54 / 52
RGB = 44 / 104 / 89
HEX = 2C6859

Gradient Full Color - 4-color process

Gradient Gold - PMS 130  

Pages 7–11

Logos options are available for faculty and staff on a
shared server named: CRM logo options
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Solid Gold - PMS 130  

Solid White

Designed for use on items with
one-color imprinting. The gold and
white options are also specifically
designed to be used on darker color
materials and backgrounds: 
• Forms
• Trophies
• T-shirts
• Signage
• Hats
• Embroidery
• Engraving
• Etched glassware  
• Metal objects
• Leather

If you have questions regarding
usage on an item, please call CRM.

LOGO
OPTIONS

Solid

PMS 130
CMYK = 0 / 30 / 100 / 0
RGB = 236 / 183 / 49
HEX = ECB731

PMS 561
CMYK =  85 / 0 / 54 / 52
RGB = 44 / 104 / 89
HEX = 2C6859

Solid Green - PMS 561 

Solid Black

Pages 7–11

Logos options are available for faculty and staff on a
shared server named: CRM logo options
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LOGO
OPTIONS 
HORIZONTAL
Designed for use on items with
limited height or smaller items
such as:

• Advertising (print & web)
• Pens
• Keychains
• Jump drives
• Pennants
• Other promo items
• Websites (that link back to

Palm Beach State)
• Vehicles

NOTE: There is NO gradient
white option available.

Gradient Gold - PMS 130

Gradient Full Color - 4-color process

Solid Black

Gradient Black

Gradient Green - PMS 561

Solid White

Solid Gold - PMS 130  

Solid Green - PMS 561

Pages 7–11

Logos options are available for faculty and staff on a
shared server named: CRM logo options
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SOCIAL MEDIA

Do Not use unapproved colors

When the logo is used, its shape will
not be altered in any way.  The mark
will not appear with any other
mark, symbol, logo, or logotype,
other than the logotype designed
for it and presented here. The
wordmark may not be combined
with any other artwork, image or
background image.

DO NOT distort, place on angle,
create new background(s) images,
apply 3-d techniques to, redraw,
stretch, duplicate elements of the
logo, compress or use as part of an
outline shape, or use low resolution
images in print, promotional items,
web or emails. 

The wordmark is not to be recreat-
ed using department names, clubs,
or any other words - this dilutes
the branding and the singular image
of the College logo. 
Do not add or attach words or
images to the wordmark and/or full
crest logo.

Club Name

Do Not use “replacement” artwork or text

Do Not Distort or Outline logos

No duplicated art elements
No “added” artwork or text

Do Not place logos on an angle

No “recombination” of artwork
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CORPORATE 
& CONTINUING 
EDUCATION
BOCA RATON

A College logo customized with
the department or program
name is available for usage on
various pieces, such as:
• Internal forms
• Report covers
• PowerPoint presentations
• Email signatures
• Posters or flyers
• Stickers
• Web buttons
• Table skirts
• T-shirts
• Apparel
• Internal newsletters

Please contact College Relations
& Marketing for customized
treatments as shown at right.

PLEASE NOTE:
Department funds cannot be
used to order promotional give-
away items customized to the
department.

College logo item give-aways are
available through CRM. Please
see page 34. 

Department Identity

Dr. Floyd F. Koch
HONORS COLLEGE

CORPORATE 
& CONTINUING 
EDUCATION

DEPARTMENT
IDENTITY

Dr. Floyd F. Koch
HONORS COLLEGE

Options include both centered on the wordmark or on the entire logo

Logos options are available for faculty and staff on a
shared server named: CRM logo options
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PANTHER
LOGO

Main colors are PMS 561 green and
PMS 130 gold, black and white* 

*Opaque white may be necessary in certain uses
such as embroidery, or screen printing on dark
materials.  A specially designed logo in both white
and gold has been developed to maintain the
integrity of the Panther on dark materials. 
See pages 14–15.

The Panther logo is restricted for
use in Athletics, Student Activities
or for club items such as T-shirts,
caps, flyers and notebooks to pro-
mote student activities. Only the
official mascot image should be
used. Please do not redraw the
Panther, distort, outline, place inside
shapes or use non-approved colors.

The mascot is not appropriate to
use in lieu of the official logo on
College materials such as program
brochures, letterhead, academic
program flyers, business cards,
report covers or web pages not
affiliated with Student Activities or
Athletics, etc.

Any questions regarding the use,
color or artwork format should be
addressed to College Relations &
Marketing. There are several color
options available on the following
pages.  

Pages 13–15

PMS 561 Green

PMS 130 Gold

Black

White

PMS 130 Gold (50%)
or PMS
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PANTHER
LOGO
A Full color, 4-color
B. 2-color black and gold
C. 1-color: black
D. 1-color: white 
See page 14 for E & F
E. 1-color: gold for dark

backgrounds
F. 1-color: gold for light

backgrounds

NOTE: The “all white” Panther,
and the “all gold” Panther art-
work is specifically designed
for use over dark backgrounds,
i.e., the teeth and the eyes will
print white or gold.  When the 
all black Panther artwork is used
and reversed improperly to
white or gold, the teeth would
be the dark color of the shirt 
or background image, which is
unacceptable. See example of
improper use below.

A
B

C D

Pages 13–15

– Specifically designed for use on dark backgrounds.

Black teeth are
unacceptable
for the Panther

Inside of mouth
should be the
dark color of
the T-shirt, not
printed

Note:
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PANTHER
LOGO
Panther Mascot artwork is in white
or PMS 130 gold. Here are exam-
ples showing the difference
between the gold option specifically
designed for dark color shirts/back-
grounds and the gold version for
light color backgrounds. Option “F”
is designed for light color
shirts/backgrounds.

D. 1-color: solid white for
dark backgrounds 

E. 1-color: solid gold for 
dark backgrounds

F. 1-color: solid gold for 
light backgrounds

FD E

Artwork can be used for either
embroidery or silk screened t-shirts.
Please have your vendor contact
College Relations & Marketing for
the proper artwork.

Improper use of
logo that has been
reversed to white
and printed on a
black shirt.

Pages 13–15

Specifically designed for use on dark backgrounds. Specifically designed for use on dark backgrounds. For use on light backgrounds.
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Full Color
The approved official letterhead, envelopes and 
business cards have been standardized to provide 
a consistent College identity.  They can be ordered 
from Graphic Communications / Print Shop.  

To add official e-letterhead to outgoing emails go to
intranet.

NOTE:
Black and white copies of the color letterhead 
(where the College logo was in color) are unacceptable.
Please use the solid black letterhead available from
Graphic Communications printshop. 
Copies made from color are strongly discouraged.
Always make copies from solid black originals for 
multiple copies that are to be distributed.

Use only the official letterhead of 
the College when sending external
communications.

Office or Department Name / cam-
pus address / up to 3 phone numbers
available, or a department email. 
(No individual email addresses on let-
terhead.)

Name / Title / Office or Department
/ up to 3 phone numbers available /
Individual email address / 
Campus address

Office or Department Name /
Campus address

The College logo and web address
are pre-printed on all letterhead,
business card and envelope shells. The
letterhead has all four campuses list-
ed.

STATIONERY
Front

Back

www.palmbeachstate.edu/PrintShop
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For standard stationery items, the following paper stocks will be used:

Neenah | Classic Crest | Solar White
70# bright white, smooth finish. Laser and ink-jet compatibility
guaranteed.  A minimum of 30 percent post-consumer recycled content, with a
minimum of 60 percent overall recycled content. The FSC certified logo can only
be used on this specific paper.

Neenah | Classic Crest | Solar White 24#

Neenah | Classic Crest | Solar White 80# Cover

Customization on stationery items will be printed in black ink. Custom titles or
names will not be printed in any other color.

Place orders for standard stationery items through Graphic Communications, the
Print Shop. By filling out the Graphic Communications work order and stationery
order forms you can customize information specific to the department for letter-
head, envelopes, business cards and College notecards. Forms are available online:

PAPER
STOCK

www.palmbeachstate.edu/printshop

Forest Stewardship Council

FSC is an independent, non-govern-
mental, not-for-profit organization
established to promote the
responsible management of the
world’s forests

www.fsc.org
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FLYER 
TEMPLATES
Here are samples of templates
available in Word. They are
designed for faculty and staff to
edit and create flyers, postcards
and e-cards that can be used on
and off campus, as well as online.
For any events, such as an open
house, an information session,
workshops, new courses, you are
encouraged to use the templates. 
All templates are available on the
INTRAnet and on a server you
can access named CRM Logo
Options. You will need a login to
view. There are handy instructions
to get you started with great tips
for Word and how to import and
size images. 

Always make sure your event is
listed on the College Events
Calendar. Update your webpages
to show all current and future
event information:
Title/Time/Date/Location/Campus
directions and duration of the
event will also help potential
attendees to find it. (Do not rely
solely on a flyer - if someone is
searching, they will find your web-
site before they see a flyer.)

Tip:
These templates have all been updated
with the latest social media icons, new web
and phone areas and easy to fill photo and
text boxes, so please use these newest
templates.  New Word 2013 

BRANDING GUIDE
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Here are samples of PowerPoint
templates that CRM has available  

SHARED SERVER:
PowerPoint templates are located
on a shared server. On your office
computer, go to the Windows logo
in the bottom left corner, click and
go to Computer, under Network
Connectes the folder named CRM
Logo Options is open to 
all employees for their use.

For academic use, please go to
MTIS, who will also design custom
backgrounds for faculty
PowerPoints presentations.

POWERPOINT
TEMPLATES

www.palmbeachstate.edu/mediatechnology
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Dr. Pamela Jones
VP Student Services & 
Enrollment Management

Dr. Pamela Jones
VP Student Services & 
Enrollment Management

Dr. Pamela Jones
VP Student Services & Enrollment Management

Dr. Pamela Jones
VP Student Services & 
Enrollment Management

Dr. Pamela Jones
VP Student Services & 
Enrollment Management

Dr. Patti Anderson
VP Student Services & 
Enrollment Management

2” square

Dr. Pamela Jones
VP Student Services & Enrollment Management

Dr. Pamela Jones
VP Student Services & 
Enrollment Management

1.5”

3”Horizontal version

Color logo print
plus black engraved
name & title

Logo, name & title 
engraved on 
metallic plastic

Square version

Color logo print
plus black engraved
name & title

Logo, name & title 
engraved on 
metallic or white

Name:
Franklin Gothic Demi (shown at 12pt)
Title: 
Franklin Gothic Book (shown at 10pt)

Preferred Font

A B

C D

E F

G H

The options at right are all
approved versions for College
employees.  These badges are
used when representing the
College at community events;
they do not take the place of
College-issued photo IDs.

NAME
BADGES Pages 18–19
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The smaller size options at
right are additional versions 
for College employees.  

These badges are used when
representing the College at
community events; they do not
take the place of College-
issued photo IDs.

NAME
BADGES Pages 18–19
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DISPLAY
ITEMS

Banner
Recommendations
72” wide x 48” high

Banner
Recommendations
108” wide x 48” high 

Welcome
Students

Your Pathway to Success

Your Pathway to Success

Your Pathway to Success

Gonfalons

Pages 22–23
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DISPLAY
ITEMS

Flag or banner material pennants

Traditional felt pennants

Single-color options only available

Multi-color options are available

Pages 22–23
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8 ft w
ide table cloth

with box pleat skirt

2 ft width

3 ft w
ide logo runner

with 2” wide gold border

29 inches 
to the fold

standard 
table 
height

DISPLAY
ITEMS Separate table runner piece

can drape over any part of the
table, or the runner can be
used as a backdrop against a
curtain or wall.

Table runners and black table
cloths are available to borrow
from College Relations &
Marketing.

A logo wall or publicity back-
drop also is available for events
where a press conference is
scheduled.
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DISPLAY
ITEMS

Table skirts drape over the
entire table and are usually a
rectangular piece of cloth,
made without seams. 

Options include:
A. Digital full color printing of

the entire tablecloth (shown
full color ink digitally printed
onto white material) 

or 
B. Single color (shown white

ink screen printed on green
material) or 2-color or 3-
color screen printing onto a
solid material. 

Fitted options of the table
cloths are available, where
seams are sewn along the edge
of the table, and slits are on
the corners.  These are more
expensive and are designed to
fit one size table. 
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BRANDING GUIDE
DISPLAY
ITEMS

Custom Designed Samples

Designed for use both off or
on campus, pop-ups (portable
retractable displays) can be
requested through the forms
online here. Pop-ups can be
single sided or 2-sided depend-
ing on usage. Many size options
and styles are available. 
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BRANDING GUIDE
DISPLAY
ITEMS

Custom Designed Samples

Outdoor hanging banners welcome
students and visitors onto the
campuses. These banners may be
initiated by the provost or district.
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APPAREL

Several color options are shown
here, along with an option to
include a department name/
program name on the sleeve.

Shannon

Choices include: 
2-color, 1-color and full
color logos, such as
green and gold, all solid
gold, all green, all black.

Choices include: 1-color,
2-color and full color
logos, such as green and
gold, all solid gold, all
green, all black. 

Note: Green embroidery may be
too dark to be effective on some
darker shirt colors. Have the ven-
dor do a stitch sample on the
material before ordering to make
sure there is enough contrast.

INFORMATIONTECHNOLOGY

Pages 28-33
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DEPARTMENT 
NAME WOULD
GO HERE

APPAREL

For maximum font size of the
department name, position
embroidery on the sleeve. Most
embroidery shops will require a
.25” tall minimum font size for
readability.

Pages 24–28
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4-color process logo (crest) 
on left sleeve - 2” tall

4-color process or 
match pms 561 green 
and pms 130
- 10” wide 

APPAREL

4-color or full color silk screen-
ing works well on T-shirts.
Other options are 1-color and
2-color. 

4-color process 

Pages 28-33
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APPAREL Pages 28-33
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APPAREL

Gradient or Solid color
logo options can be used
in embroidery. Please note,
for white thread, there is
only the solid logo option.

  
IN

FO

RMATION TECHNOLO
G

Y

CRIMINAL
JUSTICE
INSTITUTE

CRIMINAL
JUSTICE
INSTITUTE

Gradient color logo
uses more than one
thread color

Solid color logo
uses only one
thread color, the
contrast is the
material the logo is
embroidered on.

actual size

Pages 28-33
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EMBROIDERY 
SAMPLES
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RECRUITMENT
PROMOTIONAL
ITEMS
Branded items for recruitment and
community relations purposes are
available from College Relations 
& Marketing.  These items may be dis-
tributed at open houses, program
information sessions, college fairs,
school visits, community festivals, etc.,
or given to College visitors.  They
are not for distribution to College
employees or currently enrolled
students. Items intended for enrolled
students should be secured through
Student Activities.

Any employee wishing to acquire 
or suggest branded items for recruit-
ment and community relations purpos-
es should contact College Relations &
Marketing. 

Please note: These items are purchased
in quantity for use College-wide;  
customization by department,
program or campus for any 
give-aways is not available per
College policy. 

Bags Coasters 

Beverage

ITEM SAMPLES
For the current list of promo items available 
please go to >> www.palmbeachstate.edu/CRM/PromoItems.aspx

Various
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LOGO ITEMS

Select branded items are available
for College functions and repre-
senting the College at off-campus
community events

Any employee wishing to secure
branded items for recruitment
and community relations purposes
should contact College Relations 
& Marketing. 

Please note that these items are
purchased in quantity for use
College-wide.

bronze raised metal logo
with black enamel, oval

full color logo with gold
metallic accents, oval

Lapel Pins
actual size



Publication CRM Review & Approval REQUIRED CRM Review & Approval NOT REQUIRED
Event materials Examples: invitations, ecards, programs,

posters, newsletters, flyers, and other event
related materials, etc.

Recruitment materials Examples: view books, applications, 
advertisements, image ads, publications, 
invitations, brochures, flyers, etc.

Marketing materials for 
distribution, including web
postings 

Examples: flyers, e-flyers, advertisements, 
publications, invitations, brochures, post-
cards, posters, meeting announcements,
newsletters, etc.

Promo items
(CRM, recruitment 
& student activities)

Examples: pens, pins, magnets, shirts, table
cloths, banners, tote bags 

Web: links, posts, ads Examples: logos to link to College page,
Banner ads, social media items; posts for
Facebook, Twitter, YouTube channel, 

PowerPoint Presentations

Classroom material Printed materials for interdepartmental /
division distribution, student notices 
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REVIEW &
APPROVAL

Please send materials requiring 
CRM review and approval to:
crmarket@palmbeachstate.edu
or Mail Station #25. Please
allow up to 5 work days for
review and approval.

Please contact College Relations & Marketing for
artwork, editing and compliance issues.
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Does the College have social
media guidelines?

Yes, visit the Social Media web page
to view the Social Media Guidelines.

What if I need images?
You can use images from the
Microsoft Clip Art Gallery (images
only - no cartoons) or you can fill
out an image request form and we
can help locate images from our
inventory. Remember, it’s illegal to
download pictures from Google.

What should I share on the
College’s Facebook page?

Share events, good news, student suc-
cess stories, new equipment, oppor-
tunities for students, and more. CRM
hosts all the official Social Media
pages for the College and our goal is
to inform, keep up to date and create
new ways to share with potential
new students. 

Can my department create a
Facebook page?

Departments are free to make their
own Facebook pages but must have
a person responsible for main-
taining it. That includes: monitoring,
posting, responding, and engaging 
on a daily basis (sometimes, hourly). 
If you do not have available staff time
to dedicate to a department FB page,
it is best to send information to
socialmedia@PalmBeachState.edu and
it will be posted on our official
College FB page.

What should I name our
department FB page?

Be sure to use Palm Beach State,
Palm Beach State College or PBSC in
the name and include your campus, if
appropriate.  

What is the College’s Twitter 
handle? 
@PBStateCollege

Can my department create 
a Twitter handle?

Departments are free to make their
own Twitter handle but must have
a  person responsible to maintain
it. That includes: monitoring, respond-
ing, retweeting, and engaging on a
minute-by-minute/hourly basis. 
If you do not have availabe staff for 
a department Twitter account, it is 
best to email your tweet to: 
socialmedia@PalmBeachState.edu
and it will be posted on the official
College Twitter page.

Can I tag or retweet the
College?

Yes, please do! Share the good news!

Can I submit pictures to
CRM to post on the
College’s Flickr page?

Yes, please do! Send photos on a
CD or flash drive to MS 25.  Please
make sure the pictures are good
quality, appropriate and at least 1024
pixels each.

Can I submit videos to CRM
to post on the College’s
YouTube channel?

Yes, please do! Send videos on a
CD or flash drive to MS 25. Check
YouTube for formats.  Please make
sure the videos are good quality and
appropriate.

SOCIAL
MEDIA

www.palmbeachstate.edu/SocialMedia

FAQs

socialmedia@PalmBeachState.edu



What to Know: Official Name

Web Pages: Create a new page, update program pages often, post your
events on the College calendar, add appropriate imagery, add links to
other pages.

Facebook
15,600+ Likes

Share your info here: CRM may post your news, event dates,
interesting facts, or more news: please send a link to your updated web
page, a flyer or events calendar post - you can link to a video or photo
gallery, too. 

Palm Beach State
College

Twitter
2,200+ Followers

Examples: We can post your 140-character news very quickly.
Include: what/where/when & why plus a link to the best webpage for
more info. Make sure your webpages are always up to date!

@PBStateCollege

YouTube Share your videos:The College’s YouTube Channel has 
hundreds of videos. Share yours or create your own Channel and link to
the College’s.

PBStateCollege

Flickr
4,600+ photos
uploaded so far

Photo Sharing Galleries: Flickr is where College event 
photos are posted. CRM may take photos at your event, or you may
send images to Ryan Donovan, digital media specialist at
donovanr@palmbeachstate.edu to post them. 

PalmBeachStateCollege’s
Photostream

Instagram Photo Sharing: You may send images to be added to the
College’s Instagram site. Add a hashtag(#) on photos, too, such as
#emsprogram,  - always include a #PBSC or #PBState to bring people
back to the College.

pbstatecollege

Hashtags # Add Hashtags:You can reach more people if you add a hashtag
that can be “followed” or grouped with other hashtags in Titter,
FaceBook and Instagram. For example, #PBState, #PBSC, #Science,
#greenenergy,  #PBStateScience, #PBSCfire, #science, #coolscience,
#classof2015, #Shakespeare #graduate.... be creative with tidbits of infor-
mation, interesting photos or inspiring quotes that make people think.
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SOCIAL
MEDIA
AT A
GLANCE

Reaching more people through
sharing on social media is what
College Relations & Marketing
does daily.  We can get your
message out on the College’s
offical Social Media sites quickly.

socialmedia@PalmBeachState.edu
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An avatar is a graphic represen-
tation of a social media entity.
An appropriate department or
program avatar in social media
environments must include the
name of the College, or use the
College logo, Panther mascot
logo for student groups or
sports pages. The same logo
guideline rules apply here (please
refer to page 11). Do not create
new logos or facsimiles of the
College logo using other names
or departments.

AVATARS

Graphical Representation
When representing the College
on social media websites such as
Facebook, Twitter, or YouTube, all
College logo rules apply.  When
adding graphics in the form of
avatars or background images to
these websites:  consider using a
portrait or a photo of your
location.

AVATAR
Use an iconic image cropped to 70
pixels x 70 pixels.

BACKGROUND
Use a textural image cropped to 1600
pixels x 1200 pixels.

NAME
Be as specific and descriptive as possi-
ble within the 20-character limit. Use
the name of your department, school,
or organization. Do not use “PBState”
alone.

LOCATION
If you’re near PBSC’s campus, use
PBState as your location.

BIO
Be as specific and descriptive as possi-
ble within the 160-character limit.

WEBSITE
Always link back to your website on
palmbeachstate.edu.

TWITTER URL
Matches your account name.
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How do I create a new 
web page?

To have a new web area added to the
Palm Beach State College website,
you must email your request to the
Web Content Manager, Tish Sailer at:  
sailert@palmbeachstate.edu. 
See all the requirements here:
www.palmbeachstate.edu/web 

How do I know the correct
URL to give out?

Some College web addresses use
.aspx at the end and some do not.
When listing a web URL, you should
always use the URL of the ‘home’
page of the department where the
info is found. Viewers can navigate to
a specific sub-page as needed.  

For example, if someone wants info
about residency guidelines that is
found in the Admissions area, the
URL to list would be: 
www.palmbeachstate.edu/Admissions
(instead of the exact sub-page page
which is:
www.palmbeachstate.edu/admissions/flor
ida-residency-for-tuition-purposes-guide-
lines.aspx).

How do I make changes to
our department web page?

Each department has a designated
“Web Maintainer” to update and
maintain the dept. Web pages.  If you
do not know the name of this per-
son, contact Tish Sailer for a list.

My supervisor wants me 
to be a web maintainer - 
how do I do that?

If your supervisor has designated 
you to be a web maintainer, you 
must attend and complete an 
OU Campus New User
Training Session.  The supervisor
must email Tish Sailer to request 
that you be trained to be a web
maintainer. A training session will be
arranged and access granted.

I’m already a web maintainer
but how would I get some
additional training and help?

If you have already completed the
OU Campus training but would like
more assistance, hands-on workshops
are offered periodically and/or desk-
side coaching can be scheduled.
Contact Tish Sailer or visit 
www.palmbeachstate.edu/Web to see
when workshops are scheduled.
There are several Help Documents
located at this same web page.

What is the difference
between the College website
and the Intranet site?

The College website is our
largest marketing medium and can 
be viewed by anyone - no login is
required.  It uses the
palmbeachstate.edu domain.  

The Intranet site is a protected
area meant for information for
employees. Only those with a College
employee ID can log on and view
these pages. It still uses the old
pbcc.edu domain name.

WEB PAGES

FAQs

View requirements at:
www.palmbeachstate.edu/Web 

OU is Omni Update Campus, the
College’s Content Management
System that allows you to update
pages of the website. If you need to
know OU, visit: 
www.palmbeachstate.edu/Web
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How can I get my event
added to the College 
Events Calendar?

Fill out the Events form found at:
www.palmbeachstate.edu/Events. 
Event forms must be submitted 
at least five business days in
advance of the event and must 
be for a college-sponsored event.
This form also allows the event to
be promoted on the College LED
signs and social media sites, at 
the discretion of CRM.

What if something about
the event changes?

Email Tish Sailer with any changes
and/or additions needed to the
Events Calendar.
sailert@palmbeachstate.edu or
crmarket@palmbeachstate.edu

How can I get my event
marketed on the College’s
home page?

There are two ways - once an
event form is submitted, that event
will appear on the College home
page as the date gets closer.  An
event or notice may also be
emailed to sailert@palmbeach-
state.edu for placement under the
News & Notes section (based on
space availability).  

How can I get a story post-
ed on the College’s online
newsletter, News Center?

Share upcoming events, achieve-
ments, awards, news stories, good
news and department / student and
alumni successes.  Visit palmbeach-
state.edu and click on Send in
your news to learn more.

COLLEGE
EVENTS
CALENDAR

The College Events Calendar is
the first place to announce and
advertise your Palm Beach State
event. This is the “Go To” place to
find out what’s happening at the
College. Follow the easy steps on
the Events page to make sure
your event gets noticed. 

Please note: The Events
Calendar request form also is
used to request that events be
listed on the campus LED signs. 

Placing your event on the official
College Events Calendar, as early
as possible lets those planning
other events know what is already
scheduled on that day – which
helps avoid conflicts.

More information can be found at:  
www.palmbeachstate.edu/Events

Make sure your webpages are
always up to date, or this process
may be delayed. Your event web-
page should include: Title / Time /
Date / Location / Campus, a brief
description, on-site directions and
the duration of the event. The info
will help potential attendees find it
and make it easier to create their
own reminders with their smart-
phones using the “live” date info,
or by sharing. (Do not rely solely
on a flyer - if someone is search-
ing, they will find your website
first). Remember, try to be smart-
phone friendly! 

BRANDING GUIDE
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What are the LED signs used for?
College marketing and recruitment are the primary
content emphasis for the LED sign displays, followed
by event publicity. 

How do I submit an event announcement
for an LED sign?

Submit the online Event Form at least five business
days in advance of the event date.  This same form is
used to post the event to the College Events Calendar.
This allows event organizers to request both Web and
LED sign announcements at the same time, with one
form.  The event also will be promoted on the College
social media at the discretion of CRM.

LED SIGNS:
On each campus there is at least
one rotating LED video board
monument sign. 

More information may be found at:
www.palmbeachstate.edu/Events
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BROCHURES
College messages and various
recruitment pieces are a vital
part of the image of Palm
Beach State.  As program
brochures are refreshed, and
new pieces designed, the web
page will be updated through-
out the year.  

Along with printed versions,
there are digital versions of
brochures. Departments can
link to various brochures on
the CRM website, at the
address shown.

College Relations & Marketing
recommends a link only to
any of the digital brochures.
CRM will update these links to
make sure they always point to
the current brochure.

www.palmbeachstate.edu/CRM/publications
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POCKET
FOLDERS
The “College Logo” pocket
folder is available through
Stores in Purchasing. It is
designed for use by all depart-
ments for packaging program
information for students or 
for the public. It can be used 
during presentations to the
community, colleagues and
potential students.

The “Program Choices” 
folder is provided by CRM for
recruitment purposes only. It 
is designed to package recruit-
ment information for prospec-
tive students.

The “New Student” folder is 
in the Advising Offices and is
used for Student Orientations.
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Distributed to all departments
to be placed in view of students
across all College campuses.

A poster installed in every class-
room.




