
The Office of College Marketing 

The mission of the Office of College Marketing is to provide information on educational 
programs and services to the College's various publics and foster a positive image of the 
College, its faculty, students and activities through marketing/advertising, public 
relations (internal and external), and publications. 

The Office of College Marketing is responsible for managing the College’s brand and 
visual identity, creating advertising and visual media, and developing College-wide 
brand consistency.  

Central to the mission of the College is the concept of education. Nurturing minds, 
creating opportunities, and changing lives are all a part of the experience. Our brand is 
a promise of this experience. 

 

 

Contact Information  

 

For Marketing, Advertising, Publications, and Web Site information, contact: 

Shelley W. Greene, Senior Director of Marketing 

(336) 629-2758, swgreene@randolph.edu 

 

For Media Relations, Public Relations, and Publications information, contact: 

Cathy D. Hefferin, Director of Communications 

(336) 633-0208, cdhefferin@randolph.edu 

 

For Marketing, Advertising, Publications and Design issues, contact: 

Lisa S. Hughes, Assistant Director of Marketing and Design 

(336) 633-0244, lshughes@randolph.edu 

 

 

 

 



Randolph Community CollegeÕs Marketing  Manual 

The key to enhancing the Randolph Community College brand is a consistent and reliable 
approach to its visual identity, an approach builds and protects its image. This manual 
contains guidelines governing the proper use of the RCC colors, logo and writing style.  

The guide explains the College’s Web standards, contains sample printed pieces, and 
includes an A-to-Z communications style guide to make sure written materials are 
consistent. 

BRAND 

Brand Characteristics 

To understand what’s at the heart of the College’s brand, it is helpful to be familiar with 
its voice and appreciate the many ways it speaks to people. 

Brand Promise – Randolph Community College is a community-centered institution that 
strives to create opportunities and success for students. 

Brand Attributes   

• Small class sizes taught by dedicated and talented faculty 
• Rigorous academics that promote student success 
• Curricula that combine learning with real-world experience 
• A peaceful setting defined by the Uwharrie Mountains 

Brand Colors 

Randolph Community College’s Board of Trustees initially approved the colors – reflex 
blue and silver as the official colors in October of 1980. In March of 2009 The Board of 
Trustees approved the addition of the color orange to the primary color palette and the 
removal of silver. The color palette plays an integral role in the College’s identity. 
Consistent use of the official colors distinguishes the College from other institutions. 
These colors reinforce and strengthen the brand and create a unified look that crosses all 
disciplines. All College materials and messages, especially those directed to outside 
audiences, must adhere to the college’s color standards. 

Primary Color Palette 

Reflex Blue signifies peace, tranquility, loyalty, harmony, trust and confidence. 

 CMYK – 100-89-12-6 

 RGB – 33-61-133 

 Hexadecimal - #213d85 

Orange represents excitement and creates a welcoming, warm feel.  

 PMS - 144  



 CMYK – 1-50-100-0 

 RGB – 244-147-31 

 Hexadecimal - #f4931f 

 

Secondary Color Palette 

Gray (Silver) represents neutrality, stability and wisdom. 

White is the color of simplicity, innocence, friendship and peace. 

LOGO & SEAL  

Official College Master Logo 

The college logo has been altered several times since it was adopted. In 2009, after much 
analysis and input from key leaders across the campus, we adopted a new logo. 

Employees may use only the sanctioned logo and other marks. There will be a grace 
period as materials of older logos and word marks are depleted. However, the logo and 
other marks listed in the manual must be used as new materials are produced or ordered.  

 

 

 

 

Logo Guidelines  

The official College master logo is the cornerstone of Randolph Community College’s 
visual identity. It has presence. And the logo, like the College, holds on to our rich 
history. The logo represents everything for which RCC stands. Consistent use of the logo 



builds recognition over time. Therefore, it is vital that the logo be used correctly and with 
the utmost respect. 

Logo Custom Signatures 

The official College logo may be combined with the name of specific departments, 
academic units within the College, administrative units or student clubs and organizations 
to create custom signatures.  

The Office of College Marketing must approve custom signatures. To request the 
creation of a custom signature, contact The Office of College Marketing. 

Official College Seal 

The college seal is the official, legal mark of Randolph Community College. It is vital 
that the seal be used with the utmost respect. The seal should not be confused with the 
official College logo. At one point a word was misspelled in the seal and has since been 
corrected. Please note that the word “Palmam” is spelled with an ‘m’ on the end and not a 
‘n’.  

 

Electronic Letterhead 

Electronic letterhead is available through the marketing department.  Electronic 
letterhead does not replace official printed letterhead. It is meant to be used only 
electronically. It contains low-resolution images and does not reproduce well when 
printed. It should never be used with the intention that it will be printed and mailed.  

Business Cards 

Official business cards are a vital element of the College’s business system.  Layout, 
formatting, type specifications and colors of the business cards may not be changed. The 
design may not be rearranged, distorted or altered in any way. No other logos or marks 
may appear on the College’s business card. Contact The Office of College Marketing to 
request business cards.  

E-mail Signatures 

E-mail is perhaps even more widely used for daily correspondence than letters written on 
stationery. Therefore, the College adopted an official format for the e-mail signatures of 
all campus employees. This format includes a standard format for listing contact 



information. The e-mail signature should not include the college’s logo or other custom 
signature marks. For instructions on how to customize your e-mail signature contact 
Computer Services. Below is a sample of how the e-mail signature should look. 

Shelley W. Greene  
Senior Director of Marketing 
336.629.2758 
swgreene@randolph.edu 
www.randolph.edu 
_________________________________ 
Creating Opportunities. Changing Lives. 
 

Facsimile Cover Sheet 

To promote consistency and recognition, the College created templates for facsimile 
cover sheets. An electronic facsimile cover sheet is available from The Office of College 
Marketing. 

PUBLIC RELATIONS PROCEDURES  

It is the responsibility of all employees to maintain excellent public relations with 
everyone we serve. However, all public news releases and other forms of public 
information must be submitted to the director of communications for final composition 
and distribution. The procedure for preparation and approval of press releases and other 
public notifications is maintained by the director of communications and available in the 
Office of College Marketing and on the RCC Web site. The following procedures have 
been established to handle public information (news releases, feature stories, and other 
events that warrant contact with the media). The director of communications will work 
with each department to maximize our opportunities for positive publicity. 

 (1) Prepare a written account of what is happening, who is involved, when it is 
 happening, where, etc. When you bring the information to the director of 
 communications, distribution, photos, release date and other details will be 
 discussed. 

 (2) The information needs to be submitted at least three weeks prior to the event 
 or class in order to assure maximum distribution. Many radio and TV stations and 
 publications that run public service announcements require the information four 
 weeks ahead of air time or publication. 

 (3) When the release has been written, usually it will be returned to the 
 department for a quick review. If you definitely want to review the release before 
 it is submitted, please tell the director of communications as he/she can reserve 
 extra time for a longer review process. Copies of the release will be provided for 
 the departments at their request and copies will be kept on file in the Office of 
 College Marketing. 



 (4) The director of communications will maintain all releases electronically. 
 Please feel free to check it for background  information, ideas, etc. 

(5) The Office of College Marketing maintains photos and slides for publicity purposes 
and welcomes any contributions to that file. 

(6) Calls coming into the College from representatives of the media will be given  to the 
director of communications unless someone else is asked for by name. The director of 
communications will then refer the call or request for information to the appropriate 
person or department. The purpose of this procedure is to ensure that all press contacts 
are followed up without the media representative being transferred all over the campus, to 
have one person whom the media may call on with requests, and to enable the College to 
keep a record of these contacts and the results of them. To help accomplish this goal, 
please let the director of communications know if a department or personnel has been 
contacted directly by a member of the press and the results of that contact. 

(7) Be sure to let the director of communications know about new programs, personnel, 
etc.; any particularly interesting projects; honors and awards; or anything else that might 
provide positive publicity for RCC. Even if a department is unable to prepare a story on 
one of these subjects, someone else may be able, or the director of communications can 
alert the media. Suggestions for feature stories will be sent to the media regularly. 

Contact the director of communications at (336) 633-0208 or e-mail 
cdhefferin@randolph.edu. 

PROJECT REQUEST 

The creation and placement of College advertising is a collaborative process between the 
marketing team and our clients. We work with you to create an ad that effectively 
delivers your message and reflects the College’s vision and ideals. 

Once you have met with the Office of College Marketing and outlined your specific 
needs, we will create electronic files for your piece, and deliver them according to the 
graphic and technical standards required by the media you have chosen. 

To initiate a project, please contact The Office of College Marketing.  

Please remember that the Department of Marketing must approve all College materials 
intended for mass distribution. Please plan on sufficient time for writing, copy editing, 
designing, printing and distributing your materials.  

Project Cost  

Our team will find the most cost-effective way to produce your project, whether we 
undertake creative work internally or connect you with outside vendors. No charges are 
incurred for the use of our planning, editorial, design or production coordination services. 
However, there are costs associated with printing as well as for any freelance design, 
photography or illustration services that are needed. The Office of College Marketing 
will prepare and submit an estimate of these costs to you. 



Fill out a Project Request Form from the Office of College Marketing for assistance with 
these materials.  

 

WEB CONTENT MANAGEMENT GUIDELINES  

Purpose - Randolph Community College's main Web site, www.randolph.edu, is 
designed as an external-focused communications tool designed to promote the College 
and its programs. Key audiences for the site include prospective students and parents, 
current students, faculty, staff, alumni and business partners. The Web site follows RCC 
publications guidelines and promotes a College image consistent with other RCC 
communications. 

Roles and Responsibilities 

The Office of College Marketing is responsible for the main Web site. The Marketing 
office receives technical support from the Computer Services department. 

Content Management System 

Randolph Community College's CMS is a custom-written PHP program that interfaces 
with a mySQL database. The main purpose is to have a searchable Web site using a 
database where page content is stored. 

The CMS uses predefined templates, and each Web site page is assigned a template. The 
template will pull the page content from the database and insert it into the PHP file for 
the visitor to see. Each template can be easily changed as needed, and the changes will 
automatically be made across all pages with that template. 

Content Manager List 

The Office of College Marketing maintains the Content Management System and will 
provide updates to sections of the site upon request from that department. Each section of 
the Web site may be managed by one individual from that department, identified as that 
section's "content manager." The content manager will be the contact for any content 
additions or edits made to his/her section of the Web, and will be trained to use the CMS 
by the webmaster.  

Responsibilities of the Web content manager are as follows: 

• review the department's section of the Web site routinely to check for accuracy of 
content and viability of links 

• convey to the webmaster requests for additional pages or design needs that cannot 
be handled in the CMS 

Content Policy - Main Pages 

The home page and gateway pages of RCC's Web site are marketing tools. As such, the 
content is controlled by the Marketing office with input from administrators, faculty and 



staff. Home page space is premium space and although we understand everyone wants a 
link on the home page, we also understand that to present an attractive and user friendly 
site, we must limit the number of links. 

Submitting changes for the main pages: RCC's Marketing office and the 
design/programming team who worked on the redesign carefully designed the particular 
links and wording used on the home page and gateway pages. However, as the College 
grows and needs change, these links will need to be updated. Anyone in the College 
community can suggest a change/addition for the home page, gateway pages, navigation 
bars, or Quick Links. These changes should be submitted to the senior director of 
marketing, the director of communications, or the assistant director for marketing and 
design. Approval of the change can be made by this group, or may be referred to the 
College Development staff or the Marketing Committee for further discussion and 
approval/disapproval. 

Content Policy - Internal Pages 

Accuracy - Information entered into the CMS must be accurate and up to date. The 
following items should be reviewed at least twice a year and any updates or edits 
submitted to the Office of College Marketing or made by the content manager: 

• dates 
• links 
• spelling and grammar 
• financial and other dated information 
• contact information 
• faculty information  

Catalog related pages  

The College catalog on the Web site is updated by the Office of College Marketing each 
year after the printed catalog is updated. In addition, the catalog pdf and the individual 
program area pages which outline curriculum classes per semester will be updated 
throughout the year by the Marketing office as changes are submitted from the 
appropriate dean or vice president. 

Faculty/staff directory   

The information in the Faculty/Staff Directory is maintained in a database by the Office 
of College Marketing. Human Resources is responsible for notifying the Marketing office 
when phone numbers or other information, including educational credentials, change. 

Photos and pdfs 

Content managers have the ability to upload photos and pdf documents in the CMS with 
certain limitations. Please contact the Office of College Marketing for questions or 
problems with this feature. 



Linking to other sites - When using hyperlinks to link to information outside of RCC's 
official Web site, you must make it clear to the user that they are leaving RCC's site. Do 
not link to sites that 

• advocate illegal activities (e.g., using drugs, theft, copyright violation, etc.) 
• promote pornography or violence. 
• contain and/or promote hate speech and racism. 
• It is also important to carefully consider links to private sites. For instance, if you 

link to just one photo supply company, how can you justify not providing links to 
all photo supply companies?  

Crediting and Copyright - Make sure you credit properly when referencing other people's 
material. Copyright protection is granted by law to authors of published and unpublished 
materials. RCC Web pages must respect and abide by copyright law, as well as maintain 
copyright ownership of the College's materials and resources. For RCC's policies and 
guidelines for copyrighted materials, see the RCC Personnel Handbook and Policy 
Manual: Index: VF, Page: 1 of 5, Updated: 5/15/08. The manual is available at 
www.randolph.edu/administration/human_resources/. 

Also, refer to the College's Acceptable use (Electronic Access) Policy, also in the 
Personnel Handbook and Policy Manual: Index: IX A, Page: 1 of 3, Updated: 5/15/08. 

 Style Guide/Formatting Standards 

The office of College Marketing utilizes the Chicago Manual of Style for publications 
and the Associated Press Stylebook for news releases. Following are some general style 
guidelines. 

Spaces - Single space after periods before beginning next sentence. 

Months - Abbreviate when used with a date: Feb. 14, 2007. Spell out in a sentence: 
School will start in September. 

Hours/Minutes - No colon and zero minutes at whole hour. Use lowercase and periods 
with a.m. and p.m. For example, 11:30 a.m., 1 p.m.; noon (not 12 noon) 

Numbers - In general, the numbers one through nine should be spelled out and numbers 
10 and above should be represented as numerals. 

Seasons - No caps (winter, spring, fall summer), unless used as a formal name (Spring 
Fling) 

Streets - Abbreviate when used in an address: 2200 E. Kenwood Blvd. Spell out in a 
sentence: The street is too narrow for parking. 

RCC Conventions - Use of "college": Cap when used as the formal name: The College is 
growing. No cap when informal: The college students went on a break. 

IT-related Terminology -  



• Internet 
• Web site (but webmaster, webcam, webcast) 
• e-mail 
• podcast 

Academic Titles  

Capitalize and spell out formal titles when they precede a name: Chancellor Carlos 
Santiago, Professor John Smith. Lowercase elsewhere: Susan James, professor; John 
Doe, president of the club. 

• Academic Degrees 
• bachelor's degree; master's degree; associate degree 
• Do not "double amplify" degree: 
• Correct: Susan Smith, Ph.D. 
• Wrong: Dr. Susan Smith, Ph.D. 

Accessibility Guidelines 

It is Randolph Community College's intent that all our official Web sites shall be 
accessible to people with disabilities. The Guidelines of the World Wide Web 
Consortium (W3C) shall be the standard for Web accessibility and Americans with 
Disabilities Act compliance. The W3C Web Content Accessibility Guidelines are at 
www.w3.org/WAI/. 

 

 


