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DEPARTMENT STYLEGUIDE




MONTEREY COUNTY
HEALTH DEPARTMENT

What is a Style Guide?

A Style Guide is a reference guide that includes information on a unified look for the materials
produced by and for the Health Department.

What is included in the Health Department Style Guide?

The Health Department Style Guide includes:
Correct and Incorrect use of the County's Seal
The Health Department's Official Colors
Fonts to be used on publically viewed documents.
The Health Department's Stationery Templates:
- Letterhead Template
- FAX Cover Sheet
- Memorandum Template
Style Guidelines for Programs
- Logos
- Electronic Media
- Literature
- Promotional Materials

Who can | contact if I have questions about the Style Guide?

You can contact Monterey County Health Department’s Public Information Officer for
information or advice regarding the Style Guide.

Where can | get a copy of the Style Guide?

The Style Guide can be found on SharePoint under Communication/Public Information
/Materials
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MONTEREY COUNTY
HEALTH DEPARTMENT

Foreword

July 14, 2015

To All Employees,

Monterey County Health Department’s Style Guide has been produced to ensure that we
present a consistent and professional image in all forms of communication. With a high
statewide and local profile, it is important that The Monterey County Health Department
(MCHD) has a corporate style that is readily identifiable and projects the Department’s
standards and values. It is also important that Department bureaus and programs
acknowledge their connection to the Department.

Our goal has been to produce a “MCHD look” to promote a sense of coherence across our
documentation and to ensure that every document we issue carries that recognizable MCHD
look as a promotional device.

The Style Guide provides the format and guidelines for the layout of all forms of
correspondence, including the website, program logo(s), and their literature. All employees
are to ensure that they comply with the requirements of The Monterey County Health
Department Style Guide, especially when developing reports and other publications.
Requests for variations to the formats in the Style Guide, with justification, are to be
forwarded to the Monterey County Health Department Public Information Officer for
consideration.

| endorse this Style Guide and encourage you to apply its guidelines. This will all help in the
promotion of Monterey County Health Department.

Ray Bullick
Director of Health

Monterey County Health Department Style Guide - July 2015 3|Page



Contents

MONTEREY COUNTY
HEALTH DEPARTMENT
County Seal GUIEIINES .......ocueiiiiiieiiie e 5
Leading the Way LOgO GUITEIINES .......c.ccueeiiiiiie e 7
Health Department COIOIS ........ccoiiiiiiiiee e e 9
Health Department FONTS ..........cooiiiiiiee e 10
LEIEEINEAM ... bbb et 11
L T 0101 =] ] T OSSR 12
MEMO FOIMAL ... et nn e sre e b e 13
DownIoadable FIlES ..ot e 14
Bureau, Unit, and Program Logos Logosidelings.........cccoeevvvviiiieiieicceccc e 15
LAY =] 1] SR 16
YT LD USSR 17
Promotional MAterial ............cocviiieiiiiiie ettt sre e e 18
=T oL LT 1 N Uy T RS 19

Monterey County Health Department Style Guide - July 2015 4|Page



County Seal Guidelines

MONTEREY COUNTY
HEALTH DEPARTMENT

Monterey County Health Department Style Guide - July 2015

Master Seal

1. Master Seal - Full Color
The color version reproduced

for commercial printing using
CMYK (or 4-color)

breakdowns.

2. Master Seal - Line Art
The line art Seal is used in

color publications where

values of one color are not
permitted (i.e., Promotional
Items)

3. Master Seal - Dark

Background
For design flexibility, the seal
can be used on dark
backgrounds as follows:
* In black and white work
with a black background.

4. Minimum Size
With consideration for
optimum legibility, the Master
Seal should not be reproduced
smaller than .75 inch in width.

If you need to use the Master
Seal smaller than the minimum
size, please ask for advice
from the Public Information
Officer.

Seals are available on
SharePoint under
Communication/Public
Information/Materials
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MONTEREY COUNTY
HEALTH DEPARTMENT

CORRECT USE “MONTEREY COUNTY

CORRECT USE

DO NOT
rotate
DO NOT DO NOT
distort when resizing. If this happens, use different colors or borders

undo or refresh Seal. Use correct
resizing steps for your application

Training

Classes

DO NOT

put the seal on a patterned or color extend Seal area to include extra text

gradient background
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eading the Way Logo Guidelines

MONTEREY COUNTY
HEALTH DEPARTMENT

Leading the way logo

Colors authorized:
o Black and white
o0 MCHD Blue and white

This logo may be used by
any of the bureaus and
programs.

Minimum size
o 1”"Hx.72W
o

If you have questions about
the use of this logo, please
contact the Monterey County
Health Department Public
Information Officer.

Depending on the context,
the logo can be used with
Monterey County Health
Department at the top (1) or
without (2).

Logos are available on
SharePoint under
Communication/Public
Information/Materials

1' MONTEREY COUNTY 1'
HEALTH DEPARTMENT
2.
3.
4,
2.
5.
6.
3. Minimum Size
1”
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MONTEREY COUNTY
HEALTH DEPARTMENT

Do not use any other colors

Do not distort the logo.

Do not use “artistic” effects Do not add items to the logo*

A star may be used with the Leading the Way
logo for specific Quality Improvement uses.

* If you feel you need 1o add to the logo, please contact the Monterey County Health
Department’s Public Information Officer

Monterey County Health Department Style Guide - July 2015 8|Page



artment Colors

MONTEREY COUNTY

HEALTH DEPARTMENT Health Department Colors

The three Monterey County Health
Department (MCHD) Colors are
derived from elements that surround
our County - the ocean, the Earth's
soil that grows our vegetables and
leafy greens.

MCHD Blue is the main
background color.

MCHD Beige and MCHD Green
are used for contrast and are
effective if used as a highlight color.

MCHD Blue (Pantone 540C)

These colors can also be achieved
by using solid Pantone colors (e.g.,
as spot colors).

1.  MCHD Blue
PANTONE 540C*

Four Color Process:
100% Cyan
47% Magenta
0% Yellow
47% Black

RGB equivalent:

Navy Blue

. R-4 G-45 B-86
MCHD Beige (Pantone 713C)
2. MCHD Beige
PANTONE 713C*

Four Color Process:
0% Cyan
11% Magenta
30% Yellow
0% Black

RGB equivalent:
Beige
R-254 G-227 B-169

3. MCHD Green
PANTONE 7728C

MCHD Green (Pantone 7728C)

Four Color Process

84%  Cyan
0% Magenta
30%  Yellow
61% Black

RGB equivalent
Green
R-16 G-100 B70

*Note: The colors shown on-screen
are a guide only.
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Health Department Fonts

MONTEREY COUNTY
HEALTH DEPARTMENT

The following font (Times New Roman) should be used for official
documents (i.e. letters, Board Reports, etc.) and literature to be viewed
publicly.

ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqgrstuvwxyz
1234567890- (Times New Roman)

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890 (Times New Roman Bold)

The following fonts (Arial, Arial Narrow and Arial Rounded
MT Bold) should be used for brochures, newsletters, and other
materials produced in house or by contracted designers.

ABCDEFGHIJKLMNOPORSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890 (Arial)

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890 (Arial Narrow)

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890 (Arial Rounded MT Bold)
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Letterhead

MONTEREY COUNTY
HEALTH DEPARTMENT
T 1. Letterhead
.- 4 2. Margins
MONTEREY NTY o
4 l b. Bottom: 1.25”
DEPARTMENT OF HEALTH Ray X, Dire c. Left:1”
d. Right: 1”7
a. 3. Font
The font for the

July 23, 2002 L Body Text is Times
New Roman using

Ms. C Brown 12 pt.

Marketing Manager

Technical Productions & Publishing 4. Footer

PO Box 3244 .

Seaside, CA 93040 May contain
program or bureau,
address, phone, fax

Dear Ms. Brown, and/or Department

) . o . ) . . Values

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vehicula semper tincidunt. Ut

C. ulvinar velit nunc, et tempus risus condimentum non. Donec a lacus varius nisi pharetra fmibusI d.
i gl quis nulla. Nunc consectetur nisi id ligula imperdiet, eu sollicitudin libero iaculis. Curabitur

hendrerit diam vitae suscipit ullamcorper. Sed id lorem id ex mattis posuere. Integer a mauris sed

erat facilisis consectetur. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur

ridiculus mus. Aenean volutpat vel eros eu ultrices. Integer sit amet dui justo. Ut eu mauris

accumsan, finibus lorem id, volutpat mi. In fermentum massa felis, vel sollicitudin sem maximus

eu. Etiam elementum ut est et hendrerit.

Morbi tortor massa, pretium in ligula in, vestibulum condimentum nulla. Maecenas cursus purus
non aliquam pellentesque. Pellentesque fringilla enim neque, et vestibulum purus volutpat quis.
Donec vitae ipsum ligula. Fusce viverra, mi a dictum egestas, tellus ligula commodo nisi, ut
porttitor quam est quis orci. Pellentesque quis turpis id velit sodales rutrum.

Sincerely,

John Citizen
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Cover Sheet

MONTEREY COUNTY
HEALTH DEPARTMENT

MONTEREY COUNTY

HEALTH DEPARTMENT
Main Office: 1270 Natividad Road

Salinas, CA 93906
General Phone: (831) 755-4500
www.mtyhd.org

Facsimile Cover Sheet
Template

The example at left provides an
example of a fax coversheet.

FAX COVER SHEET

A fax coversheet should

DATE: contain:

e Name of bureau and
TO: program

e Phone number of
FAX#: sender

e Fax number of sender

FROM: e Confidentiality notice

Please Note: All fax
coversheets are required to
have the confidentiality notice.

SUBJECT:

PAGES (including this cover sheet):

As a reminder, all email
signatures are also required to
contain the confidentiality
notice.

Confidentiality Notice: This fax message, including any attachments, is for the sole use of the
intended recipient(s) and may contain confidential and privileged information. Any unauthorized
review, use, disclosure or distribution of this message is prohibited and may be against the

law. If you are not the intended recipient, please contact the sender by fax or phone and destroy
all copies (electronic and print) of the original message.
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MONTEREY COUNTY
HEALTH DEPARTMENT

COUNTY OF MONTEREY

a0~ HEALTH DEPARTMENT
MEMORANDUM Administration
DATE:
TO:
FROM:
SUBJECT:

This memo format is for internal use only. The template is available as a Word document on
SharePoint at
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MONTEREY COUNTY
HEALTH DEPARTMENT

Downloadable Files

The Monterey County Seal, leading the way logo and other templates are available as
downloadable files for MCHD employees. Seals and templates can be found on the
Department’s SharePoint site Communication/Public Information /Materials

Low Resolution Seals

The SharePoint site contains low resolution seals and logos. The mono versions
are designed for use in word documents. The color versions are designed for
screen use only (Internet or PowerPoint Presentations). To download seals or
logos onto your computer, right-click on a Seal and save the picture as... the
name and location inwhich you would like to put them.

If you require a larger version of the Seal (i.e., professional color printing, sign-
writing or garment overprinting), DO NOT use these versions. The quality of the
seals through the website is may not be sufficient for professional printing. To
obtain the correct version of the logo, please contact the Monterey County Health
Department Public Information Officer at 755-4639.
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Bureau, Unit, and Program Logos

MONTEREY COUNTY
HEALTH DEPARTMENT

This section provides guideline for the Health Department’s bureaus, units,
and programs that may want to create their own logo.

Examples of Program Logos

qunity Nu,,
P : W
(L3 )
~ A A
b . ' = ]
N\ (—)
PREGNANCY - /% 2
o .-;‘\ A . L‘J
o S~ _1]"?' . 3
monterey county T (0D Wi S
health department Monterey County Health Department

When creating a logo for a program, bureau, or unit that keeps its own uniqueness
for its appropriate target audience, the text "Monterey County Health Department™

will be the only requirement in its creation and incorporation. Non official fonts
may be used in the creation of program logos.

Logos 1 and 2 are examples of this guideline.

For more information or advice, please call the Monterey County Health
Department Public Information Officer at 755-4639.
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MONTEREY COUNTY
HEALTH DEPARTMENT

Website

Guidelines

The website is an important public face of MCHD. The overall look and feel of the website
should be consistent with the organization’s strateglc |n|t|at|ves and values.

—_—

1. The website should be presented
in a cohesive manner, making it
clear that the information is :
coming from the Health Webpage banner heading - Not actual size
Department.

a. The banner heading should be consistent on all pages
i. Include the County Seal
ii. County of Monterey Health Department or Monterey County Health
Department is acceptable as long as it is consistent throughout the
website.
b. The footer should consistent on all pages
i. Include links to main MCHD Twitter and Facebook accounts
ii. Include links to privacy and
disclaimer statements

iii. Include County Seal and Follow Us On
Monterey County Health
Department ’
2. In keeping with the MCHD initiative to &) HEALTH I:;'EPARTMENT

ensure access it is important to consider the
audience for which information is intended

a. Language — The main website is in Footer — Not actual size
English with Google Translation to
provide information in other languages. If the information is critical the
information should be appropriately translated into Spanish for posting to the
website.

b. Literacy level — Consider the literacy level of the readers of the page. For
general information, a 4™ grade level is a good rule. Information for
professionals will clearly be at a much higher level. Microsoft Word has a way
to test for reading grade level.

c. There will be other issues to consider Depending on the information and the
audience.

3. Emergency and Crisis Communication — The website will be an important way to get
information out during an emergency. See Risk Communication Plan, an Annex of the
Emergency Plan, for more information. It is available on SharePoint under
Communication.
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Literature

MONTEREY COUNTY
HEALTH DEPARTMENT

Even as more information is produced in digital formats, the Health Department will
continue to produce printed material if appropriate to reach target groups. It is critical
that literature produced by MCHD programs to be clearly identifiable as a program of the
Health Department.

Literature guidelines apply to materials that contain one or more pages printed for
the public in newsletter, brochure or flyer format. Please contact the Monterey
County Health Department Public Information Officer with questions.

Guidelines
1. Include the text "Monterey County Health Department” or “A program of the
Monterey County Health Department”.

2. Use the County Seal.
3. Include the website "www.mtyhd.org"

Examples

1. Text with Color Seal to be used for 4-color print jobs.
2. Text with Black and White Seal to be used for 1-color print jobs. (Black or PMS)

A program of the Monterey County Health Department
2 www.mtyhd.org

<

™ A program of the Monterey County Health Department
%] www.mtyhd.org

Monterey County Health Department Style Guide - July 2015 17|Page



Promotional Material

Promotional material guidelines apply to materials given to members of the Community in

MONTEREY COUNTY order to promote programs or bureaus. Items in this category are t-shirts, key chains, pens,
HEALTH DEPARTMENT  flashlights, magnets, etc. Please contact the Monterey County Health Department Public
Information Officer for more information or advice, 755-4639.

Guidelines
1. Use "Monterey County Health Department."
2. If atall possible use the website "www.mtyhd.org” or short url for program or

bureau i.e. “www.mtyhd.org/ems”.
3. If space allows, there should be the County Seal and/or the “leading the way” logo.
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Department Name

MONTEREY COUNTY

HEALTH DEPARTMENT
Proper name for the Department

It is proper to use either Monterey County Health Department or County of Monterey Health
Department, depending on the context of the usage. The preferred way to refer to the Department
is Monterey County Health Department.

Use of MCHD

To maximize clarity and to encourage understanding that the Department is part of the County
government, MCHD should be used sparingly. The use is dependent on factors including:

o Use MCHD if it will save considerable space or the repetition is cumbersome.
MCHD is appropriate for groups, such as staff, where the use of MCHD is conventional.
e MCHD is not appropriate for audiences who are unfamiliar with the Department, Bureau,
or Program being discussed.

More simply put, only use MCHD if it will help you communicate with your intended audience.
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