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Policies and Procedures for Creative Services

PURPOSE

ity ""[Formatted: Indent: Left: 0.75" }
and-to-supportuniversityidentityefforts—This policy supports university identity efforts

and the utilization of campus resources (Biomedical Communications, University

Relations, and ETSU Postal Services) collaborating under the umbrella title Creative

Services, to provide ferebtaining-design, print, and mail services for all university
departments and university affiliates.underthe-umbrela-title-of Creative-Services.

"_—[ Formatted: Indent: Left: 0.75" }

GENERAL-POLICY-AND-PROCEBURES

a TFheETSU-Creative Services website-is to be used for all identity, design, print (including Formatted: Indent: Left: 0.75", No bullets or
digital/offset printing), mail (including use of variable data and bulk mail procedures), ﬂ ‘
promotional items, advertising, displays, signage, and other relevant media/materials.
Custom projects will be reviewed on a case by case basis. Creative Services personnel will
be available for consultation throughout the design and production process.
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EXEMPTIONS
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Exemptions include scientific posters, classroom instructional materials, student
assignments, scholarly publications such as journal articles, and conference slide
presentations.

SERVICES

b.a. DESIGN

1. All design, prejeets;, including but not limited to, print, digital, or advertising
shall be processed through and approved by Creat|ve Serwces —thﬁ—web&rte

2_ ae A e 2 eaahaapprovea A A e e-pHo o
p#edaetien—Graphlcs designed by-EFSY personnel out5|de of Creative Services
tndependently-designed-graphies may require modification for compliance
with university identity standards and/or production requirements. All designs
shall be submitted and approved prior to production.
P “ | Formatted: Indent: Left: 1.63", No bullets or
b. PRINT numbering

1. AdrRequests for printing shall be processed through -Creative Servicesthis

—Oneeprintprojectsare reviewed it willbe determined-if the specifie < | Formatted: Numbered + Level: 3 + Numbering Style:
iob-i H H i 1,2, 3, .. + Start at: 1 + Alignment: Left + Aligned at:

to-an-off-campusresource—Creative Services will work with the 1.38" + Indent at: 1.63"

customer ehent to determine the most effective and efficient methods

for production. efprinting:

“3 Formatted: Indent: Left: 1.63"

c. MAIL

1 CreativeServicaswi . . . focti

e#iefeﬂ{—ﬁ%et—hed—fef—w i i O
——The USPS nonprofit and business reply permits are managed solely b Formatted: Space After: 0.75 pt, Numbered + Level: 3
ETSU Postal Services and any use of these permits for off campus + Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

mailings must be coordinated in advance. All bulk mailing shall be Left + Aligned at: 138 + Indent at: 163"

processed through Creative Services.
2. Creative Services will work with the customer to determine the most effective
and efficient method for mailing.

- i i } Formatted: Indent: Left: 1.63", No bullets or
website: numbering

2/2/17



A Tha LICDC nanneafit and hicin ranlsnaroai ro pmanacacdl
g T £s

loby by, ETCLID 1 C H o £ e £ ££
T =y 2 ¥ h g 45

* Formatted: Indent: Left: 1.63"

Formatted: Indent: Left: 1.63", No bullets or
numbering

G| A Eeq ests f@ﬁ pE'ﬁgnn hall ho ,-.I thﬁe |gh ¥}-\. wahcit
© e Formatted: Indent: Left: 1.63"
o} On neint nead +s arere H :-ll ol bao daotarmainad if
e L": L '1 .J.:+ dforthe on L Formatted: Indent: Left: 1.63", No bullets or
b 7 b numbering
eutsoyrcingt fcamp

— J A )

Formatted: Indent: Left: 1.63", Space After: 0.75 pt

e-d. PROMOTIONAL ITEMS

1. Only officially licensed vendors may produce merchandise bearing the ETSU

trademarks [ETSU Trademark and Licensing{guidance-and-resourees): Formatted: Font: Italic

http://www.etsu.edu/univrela/identity/trademark/default.aspx]. \[Formatted: Font: 11 pt, Italic

4:2. All promotional items shall be processed through Creative Servicesthis
; Formatted: Font: 11 pt, Italic, Font color: Auto

Formatted: Font: 11 pt
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e. ADVERTISEMENTS *><[ Formatted: Font color: Auto
——{Exeludingjob posting-advertisements) Formatted: Numbered + Level: 2 + Numbering Style:
a, b, ¢ ..+ Startat: 1 + Alignment: Left + Aligned at:
——All designs for advertisements must be submitted to and approved by 0.75" + Indent at: 1"
Creative Services prior to production. Formatted: Font: 11 pt, Font color: Auto
- . . . ) Formatted: Font color: Auto
——AHaAdvertisements shall be processed through this-websiteCreative -
Services Formatted: Indent: Left: 1", No bullets or numbering

Formatted: Indent: Left: 1"
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website-precess-priorteproduction—This includes online, print, radio,
TV, billboards, sponsorships, etc. (excludes: journal pages and job

Space After: 0.75 pt

postings).
2. "—‘[ Formatted:
6 Formatted:
V. APPROVAL-COMPLIANCE numbering

Indent: Left: 1.63", No bullets or

a. IDENTITY COMPLANCE

AlrRepresentations of the university must comply with ETSU Identity Standards and - 4———[ Formatted:

List Paragraph

Alsueh—representation-will be processed through this-websiteCreative Services

[ETSU lo_’entity Standards: /{ Formatted:

Font: Italic

http://www.etsu.edu/univrela/identity/documents/style graphic standards.pdf].

b. FBR-STATE AND FEDERAL REQUIREMENTS

Font color: Auto

1.
they-were-produced-Creative Services will manage assignment and reporting
of TBR publication numbers-ferprojectscompleted-through-this-website, [TBR
Guideline G-140, https://policies.tbr.edu/quidelines/publications] /{ Formatted:
_ . ¢ o le.gscientifi :

oativeSer . . . .
. +h TBR policies.

2. Promotional Items:

: Font:

+Body (Calibri), 11 pt

for state employees, unless the item, for example apparel, is required to

a. State funds cannot be used to purchase apparel or promotional items + Formatted
Formatted

erform the duties of the position and would not be worn outside the

work scope [/RS Publication 15 Circular E, Employer’s Tax Guide, Wages /{ Formatted

: Font:

+Body (Calibri)

not paid in money_https://www.irs.gov/publications/p15; IRS

- - = - Formatted: Font: +Body (Calibri), Font color: Auto

Publication 529 Miscellaneous Deductions, Work Clothes and Uniforms,

https://www.irs.gov/pub/irs-pdf/p529.pdfl. Formatted: Font: +Body (Calibri), Font color: Auto
b. Product purchased with foundation funds for students, faculty, or staff Formatted: Font: +Body (Calibri), Font color: Auto

is allowed, with limits by the IRS, of one item per year per person Formatted: Font: +Body (Calibri), Font color: Auto

(maximum value of $50). . cted: Font. +Body (Calibr). Font color. Aut
c. ETSU is a tax-exempt organization and therefore€ampus -entities are ormatted: Font: +Body (Calibri), Font color: Auto

not permitted to resell merchandise for fundraising or any other Formatted: Font: +Body (Calibri), 11 pt
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purposes.
3. Competitive pricing is required at state bid limits [T.C.A. 12-3-503].
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. _ADDITIONAL RESOURCES

#a. Creative Services website: www.etsu.edu/creativeservices

a b, c ... + Start at: 1 + Alignment: Left + Aligned at:
0.75" + Indent at: 1"

b. ETSU Identity: www.etsu.edu/identit
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