Graphic Standards Guidelines
Updated November 13, 2008

Centreville Presbyterian Church Graphic Standards |

Brand Communications
How To Use This Manual

Importance of Unified Brand Communications

This manual provides an easy-to-use reference to our
standards of communication, including the appropriate
use of our logos and standards to follow in graphic
design. Examples are provided showing approved and
unapproved uses.

• Approved brand elements
• Consistent brand application

Strategy of a Strong Brand
Every interaction builds an impression. The appearance
of a logo, the design and print quality of the church’s
promotional and communication materials, and the words
used in these materials—each is an opportunity to shape
perceptions about Centreville Presbyterian Church (CPC).
The sum of those perceptions makes up our “brand”—in
essence, what people think of us. By carefully shaping
and molding our communication methods, we can help
create accurate perceptions that position us to build our
Church.
In order to build a brand, every interaction with a current
or potential member should be approached intentionally.
As all our media work closer and closer in harmony, we
will have unified brand communications in which each
message reinforces every other message.

When creating communications for CPC, it is important to
adhere to the standards in this manual so that approved
brand elements are applied consistently. The success of
the brand depends on each communication resonating
with the others to create perceptions in our audiences
that result in increased opportunities for us to serve them.
Mismatched, inconsistent publications, and other media
hinder development of a strong brand identity.
Each person creating communications that represent
CPC has a responsibility to ensure that consistent brand
application is applied in every situation.
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Primary Brand Overview
Graphic Signature

Vertical

CPC is represented by a distinctive, dynamic, graphic
signature (logo).

Brand Consistency Checklist
• Proper logo and messaging used.
• Colors match approved colors.

Horizontal

• MetaPlusNormal is used for all copy. If it is not
available use Lucida Sans.
• Phone numbers use periods instead of hyphens.
• Web site addresses are preceded by www,
but not by http://
• One space after every period, not two.
• Serial commas are used—penultimate item in a
list sequence followed by a comma before the
“and.”
• Centreville Presbyterian Church can be used for
the first mention and CPC can be used for all
mentions thereafter.

Reversed

Secondary Brand Overview
The Vision logo may only be used in conjunction
with the CPC logo on all presentation slides and print
collateral (including letterhead and proposals). The
Secondary Brand logo must be the same height or
smaller than the CPC logo.
The Vision logo can also be used as individual pieces
as long as it is still in conjunction with the CPC logo.

Vision Logo
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Colors
Approved Colors
The CPC Graphic Signature may be reproduced using only
the two Primary Logo Colors (shown on this page), and in
one-color black, or
one-color white (reverse).
Always use PANTONE ® -approved swatches for color
matching. Do not match to existing printed pieces or to
on-screen display. Variations in paper and production
methods may result in different colors. Regardless of the
production method, colors should always be evaluated
against approved PANTONE ® standards. Do not print
color versions of the identity marks in Black & White,
because they will output as shades of grey.

Process Color
Often referred to as Full-color or Four-color printing,
this is the professional press printing process that uses
Cyan, Magenta, Yellow, and Black (CMYK) to create all the
colors. Use files labeled CMYK or Process for Full-color
press printing and for color laser/copier printing only.

Spot Color
The alternative to Full-color printing is usually One-,
Two-, or Three-color printing, where specific
PANTONE ® inks (spot inks) are used exclusively.

Screen Color
On-screen colors are approximations only. They will vary
depending on the computer setup; the target system is
a Windows PC with a CRT monitor of medium size under
office lighting.

PANTONE ® is the name for the standard color matching system
used in the graphic arts industry. More information is available at
www.Pantone.com.

Primary Logo Colors
(for CPC logo and Vision logo)

CPC Blue
Spot: PANTONE ® 282
Process: C-100 M-68 Y-0 K-54
Screen: R-63 G-73 B-101

CPC Green
Spot: PANTONE ® 7494
Process: C-25 M-0 Y-40 K-15
Screen: R-163 G-180 B-151
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Placement
White Space

MINIMUM WHITE SPACE

Other graphics, type, photographs, or illustrations should
not encroach upon the minimum white space around the
Graphic Signature.
No exceptions may be made for adding a subtitle or other
wording directly beneath the Signature.
The Graphic Signature should not touch the edge of the
page or screen; or be cut off (“bleeding”) at the edge of
printed materials.

Size
The Graphic Signature must always be reproduced in
sufficient size to be easily readable. Normally, this means
no smaller than .75 inches wide. This excludes use of
the Graphic Signature in headers/footers and on small
promotional items (such as pens).

MINIMUM SIZE

The bitmapped graphic files provided (.jpg, .tif and
.png formats) may be reduced in size for print work, but
should never be enlarged under any circumstances. Do
not use bitmapped graphic files when output is jagged,
rough, or fuzzy. The preferred file format for professional
printing is an .eps.
.75”

1.25”

Type Usage
Typefaces
The CPC Graphic Signature is set in the MetaPlus Family.
If this typeface is not available use Lucida Sans.

Additional Type Guidelines
• Do not stretch or compress typefaces.
• Do not use underlining, even for printed
representations of e-mail or Web addresses.
Use italics or bold for emphasis.

1.25”
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Usage
Background Colors

GRAPHIC SIGNATURE LEGIBLE ON BACKGROUND

The Graphic Signature must be legible against any
background. While the Graphic Signature may be
sensitively combined with a photo background or
other graphics, the Graphic Signature must be clearly
distinguishable. The preferred background is white or a
solid, light color.
If a dark background cannot be avoided, one of the
approved reverse logo files must be used.
When placing the Graphic Signature on any kind of
background, use the .eps version and/or appropriate
software settings so that the Graphic Signature appears
with clean edges. Incorrect settings (such as using
“clipping” to substitute for transparent background) can
result in jagged edges or traces of white pixels, creating
a halo effect.

BACKGROUND

The color or black & white logo work on this background because the type is in white.

Consistency and Quality
Always reproduce the Graphic Signature from the
electronic artwork provided. To ensure consistency, the
identity mark should only be reproduced in ways covered
in this manual.
Do not alter the logo in any way. Do not animate or
distort it. Do not add additional drop shadows, bevels,
or other three-dimensional effects. The Graphic
Signature should never be used as a background or as a
component of a larger image.
The relationship of the cross graphic, name should not
be altered. Do not change the size, proportions, or letter
spacing of the name. Do not change the typeface. Do not
stretch or squeeze any of the elements.

For either the logo or the vision logo, when the text appears hard to read,
use the reversed out logos, where the text is white.

INCORRECT PROPORTIONS

INCORRECT RELATIONSHIP OF ELEMENTS
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Design Tips
General Design Production Tips
Always reproduce the Graphic Signature from provided
artwork files. Do not scan in printed pieces to re-create a
graphic file.
• Artwork files provided in .eps format are preferred for
all print uses. Only .eps versions are encoded with the
correct colors for two-color offset printing.
• Versions provided in .tif and .jpg formats should be used
only with software that cannot import .eps files.

On-screen Design
On-screen use of the Graphic Signature should always be
from provided files. A set of ﬁles has been provided with
the colors optimized for on-screen display.
• Both .eps and .jpg format ﬁles can be inserted into
documents, such as those created by Microsoft Word
and Microsoft PowerPoint. To do this, go to Insert under
the main menu, then Picture, From File.
When used on-screen, the Graphic Signature should never
appear jagged or rough.
• Do not enlarge a .jpg file to the point that the images
are degraded; usually only 25 percent enlargement is
possible.
• Do not resize the image in html image tags.
• Do not use spot color or process color versions on
screen.

EXAMPLE OF A JAGGED IMAGE:
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Understanding File Formats
Vector Files

“Opening” vs. “Placing” Logo Files

A vector image is a set of geometrically defined shapes.
Vector images can be scaled infinitely, both larger and
smaller, with no loss of clarity, thus making it the most
flexible to use. This makes vector files the preferred use
(if a software program accepts them).

Graphic Signature files that have been provided were
created using professional graphic design software. For
this reason, the average user will not be able to open and
edit the files with software commonly found on an office
computer. In practice, this means that double-clicking on a
logo file icon will not accomplish anything.

Vector Files Best Uses
	
Professionally-printed Items CMYK VERSIONS ONLY
.eps
Professional Design Software
(Adobe, QuarkXPress, etc.)

Bitmap Files
In a bitmap file, each pixel is defined individually, making
the file essentially a very fine grid of squares containing
information about the color of each square. If a bitmap file
needs to be enlarged, the computer will have to guess (or
interpolate) to create new pixels between the old ones.
This results in a bitmap file becoming blurry when its size
is increased. Bitmap images should never be enlarged
from the original file, although they can be reduced in size.

Desktop publishing software, such as Adobe PageMaker,
Adobe InDesign, QuarkXPress, and Microsoft Publisher,
uses the concept of “placing” or “inserting” graphic files
into a document, rather than opening them directly. The
same applies to Microsoft Word and Microsoft Publisher,
both of which can “insert” a graphic file into a document.
Adobe Illustrator allows you to enlarge or
decrease the size of and edit .eps files, and Adobe
Photoshop allows you to decrease the size of .eps, .jpg,
.tif, .png, and .wmf files.

You can make a new bitmap file from one of the vector
files using software such as Adobe Photoshop. Remember,
bitmap images should never be enlarged, and should
never appear jagged or “pixellated,” so it is best to enlarge
the file in Adobe Illustrator to the size you need, then
export as a .tif, .png, or. wmf file.
Bitmap Files Best Uses
	
Professionally-printed Items CMYK VERSIONS ONLY
.tif
when .eps is not available

.png

Consumer Design Software CMYK VERSIONS ONLY
(Microsoft Word & Publisher)

.wmf

On-Screen Purposes RGB VERSIONS ONLY
(Microsoft Word & Publisher)

Source File Purposes
.eps
	Open file in Adobe Photoshop or Adobe Illustrator to export
new .tif, .png, and .wmf files. Be sure to observe proper color
profile (RGB for on-screen files and CMYK for print files).

The logo and graphics of Centreville Presbyterian Church were
created and developed by Alliant Studios. www.alliantstudios.com
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