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Note cards, memo pads and blank 
vacancy slips (for job announcements) 
are available through University Printing 
at 994-5708.

These items can be customized or typeset 
specifically for your department by 
contacting Publications and Graphics.

Communication tools
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University marketing cards

A cost effective option for promoting your 
department is the marketing card, also 
known as the rack card or bookmark. The 
information on the cards can be customized 
for your specific department. They are 
available for ordering on the Web at  
www.montana.edu/marketingcards

Downloads

There are several files and formats available 
for downloading on the Publications and 
Graphics Web site at www.montana.edu/cpa/
graphics/downloads.html. The following files 
are currently available:

• Powerpoint template

• Fax sheet in Word and PDF

• Display advertising templates

• Templates for name tags (Avery labels 
#5395) and table tent name card  
(Avery product #5309)

Check the Web site for new tools available  
for download.

Plastic or metal name tags

MSU name tags should follow the visual style 
set by other materials. (View a sample at  
www.montana.edu/cpa/graphics) Nametags 
are available from many different vendors in 
the area. If the vendor you choose to work 
with does not have the official nametag art 
files, contact Publications and Graphics and 
the graphic designers will send the files to  
your vendor.

Classified ads 

When space and budget permit, it is always 
best to include the MSU logo as part of 
your ad. Since classifieds are printed in black 
(and generally with low-quality Web press 
resolution), use the one-color version of the 
logo, not the one-color with screens or  
color version. 

Communication tools

http://www.montana.edu/marketingcards
http://www.montana.edu/cpa/graphics/downloads.html
http://www.montana.edu/cpa/graphics/downloads.html
http://www.montana.edu/cpa/graphics
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Environmental graphics

Environmental graphics tend to be expensive 
because they are large and built to last. Exterior 
building signs and way finding systems are 
managed by Facilities Services. As new buildings 
are completed or existing offices are renovated, 
standard door and room number signage that 
meets ADA requirements will be installed by 
Facilities Services. A university signage policy is 
currently being developed by Facilities Services.  

Signage  
(indoor signs for building and floor directories, 
room identification and nameplates)

Always use the core MSU logo, colors and 
typography for interior signage. Artwork should 
follow the visual style guidelines outlined in 
this section for publications and other products. 
Publications and Graphics can assist with 
the design and layout of directory and room 
identification signs. Publications and Graphics 
should review all signage artwork before it is 
printed. Contact Angie Mangels at 994-5128 or 
amangels@montana.edu.

Vehicles

For art on university vehicles, follow the logo 
guidelines on p. 24 and use brand extensions 
as appropriate. Use the “positive” version of 
the logo (blue M, gold flame and arc) for white 
and light-colored vehicles; use the “reverse” 
version of the logo (white M, gold flame and 
arc) for blue or dark-colored vehicles. Consult 
your vendor to see if the tinted portion of the 
flame will reproduce well and with minimal or 
no extra charge. If not, print both parts of the 
flame in 100 percent gold.

Use the unit identifer guidelines on p. 22 
when combining additional typography with 
the MSU logo. Consult with Publications and 
Graphics if you have further questions.

Sign example using the core logo and ITC Frankliln Gothic as 
the font for the department information

Environmental graphics
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Office Directory for Montana Hall

mailto:amangels@montana.edu
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Branded banners

Vinyl banners for booths or event promotion 
may be ordered from Publications and 
Graphics. Banners should include the MSU 
logo, colors, typography and other visual styles.  

Banners such as those hanging on MSU’s 
Centennial Mall may be ordered from MSU 
Publications and Graphics. Visit the Web 
site (www.montana.edu/cpa/graphics) or call 
Publications and Graphics at 994-5128 for a 
price quote.

Banner design for a college using its brand extension

Banners

Banner design for a department

http://www.montana.edu/cpa/graphics
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Web site branding standards

MSU Web Communications has designed 
new branded Web page templates that 
provide visual consistency for MSU’s Web 
presence. All MSU units should begin us-
ing these templates to convert and main-
tain their Web sites as soon as possible. 
Information about how to obtain and use 
the templates is available at the MSU Web 
Communications Web site: www.montana.
edu/webtemplates. Consistency of text and 
type styles is one of the most important 
features of the new branded templates. 
All of the text formatting and styles in the 
templates are now based on centrally-man-
aged Cascading Style Sheets (CSS) and users 
should not use local text coding to override 
these styles. There also are standard graphi-
cal title styles, particularly for use on  
home pages. 

If you need assistance with graphical styles 
or integration with your Web site, contact 
MSU Web Communications for assistance. 
You can find visual examples of properly 
branded Web sites using the new templates 
on the examples Web page: www.montana.
edu/webtemplatesexamples.

All Web conversions and design work 
should be coordinated with MSU Web 
Communications to ensure appropriate 
graphical and messaging brand standards are 
met. Web site designs must be submitted for 
their review and input prior to publishing 
live pages.

Each MSU unit will be responsible for con-
verting its own Web resources, but it’s advis-
able to contact MSU Web Communications 
early in the process. They will assist with 

Web template selection and set-up, Web 
graphical style guidelines, and, in some cas-
es, may provide direct assistance with con-
version and/or design. There is not a fixed 
deadline for conversion, but Web content 
owners are encouraged to revise their site 
designs as soon as is feasible. Any new Web 
development should also be produced using 
the branded Web templates.

For more information about the Web 
branding templates, design or process, 
please contact Moss Hartt at 994-5140, 
or Jake Dolan, 994-5036 with MSU 
Web Communications, or e-mail 
webcomm@montana.edu.

Web templates

http://www.montana.edu/webtemplates
http://www.montana.edu/webtemplates
http://www.montana.edu/webtemplatesexamples
http://www.montana.edu/webtemplatesexamples
http://www.montana.edu/webtemplatesexamples
mailto:webcomm@montana.edu
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