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PUBLIC AWARENESS COMMITTEE 
MISSION 

North Carolina Central University National Alumni Associationôs 

(NCCUAA) Public Awareness Committee has a responsibility to 

promote public good, the Alumni Association and its chapters. Its 

specific responsibilities include drafting communications; web 

content, press releases, advertising, and serving in an advisory 

capacity to the Association, local chapters, and its officers and 

members.  

 
RESPONSIBLITIES 

Public Awareness is primarily responsible for releasing information to 

news media and University on behalf of the Executive Officers and 

an alumnus.  It is imperative the coordination of   media relations is 

channeled through the Public Awareness Committee. 

 
Public Awareness is also   responsible for final review and sign-off on the 

design of all alumni publications for external audiences. Content and proofing 

are the responsibility of the creating chapter or committee.  
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TALKING  TO THE MEDIA 
·   Know with whom you are speaking.  Get the reporterôs name and telephone 

number 

·   Rely on facts, do not speculate.  Contact the Public Awareness Committee if you 

need assistance.   

·   Know your objective & message, and stick to them.  

·   If you make a mistake, set it straight as soon as possible. Reporters should give 

you the benefit of the doubt for giving them bad information ï once.  

·   Say something positive in every answer 

·   Say the name of the organization in every answer so regardless of what they use, 

NCCU's name is included 

·   Never say any form of ñno commentò 

·   Never lie 

·   Never get angry with the reporter 

·   Ego is your enemy when talking to reporters.  Remember, the reporter gets to 

write the story and has the last word. 

·   No take backs.  Once youôve said it, youôve said it.  Itôs too late to take it back ï 

even through a letter from your attorney. 
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UNIVERSITY SPOKESPERSON 

You are not the official University Spokesman. The chancellor is the official 

spokesperson of t h e university.   The chancellor has designated the 

director of public relations the official spokesperson in matters of 

weather emergencies, crisis situations and other occasions requiring 

immediate public address.   

 
NCCUAA SPOKESPERSON 
You are not the official Association Spokesman. The president is the official 

spokesperson of t h e North Carolina Central Alumni Association 

(NCCUAA).    
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SERVICES PROVIDED 
ADVERTISING 

P u b l i c  A w a r e n e s s approval is required for all advertising and 

promotional content. 

 
PHOTOGRAPHIC SERVICES 

Official photographic   assignments f o r    local (in and around 

Durham, NC) meetings, programs and activities are also the 

responsibility of Public Awareness. Alumni and student alumni 

groups who desire photographs taken of al u m n i -related activities 

must request this service in advance by emailing news@nccualumni.org.  

 
 PHOTOGRAPHS 
 All photographs on the alumni website should be submitted to 
news@nccualumni.org and be at least 400x400 pixels or larger.  Photos smaller 
than the recommended size will not be used on the NCCUAA website   
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MARKETING AND PROMOTION 

Public Awareness can a ss i s t in promoting events, such as receptions and 

conferences to increase attendance and participation. If  you a r e 

seeking assistance from Pub l i c  Awareness, it is helpful if  you 

c o n t a c t us during the early planning stages so that we c a n d e v e l o p 

an effective marketing strategy.   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8 



 
USING THIS GUIDE  

 
Every un ivers i t y presents itself to the community through a diverse 

range of   media:  apparel a n d  gift i tems, athletic events, signs, 

advertising, exhibits, promotional materials, letters, forms, reports, 

magazines, and event programs.  The pub l i c perception of the 

university is based on how we p o r t r a y ourselves.  It is essential that 

care be taken to insure that the quality of o u r great institution is 

always held in high regard. The u n i f o r m use o f  coordinated 

communications graphics such as the official seal and logos, must 

present the public with a consistent, professional, and aesthetically 

pleasing image of the university. 

 
The purpose of this guide is to present the standards for w h i c h  t h e  

NCCUAA will follow for  printed and electronic graphic identity. It 

specifies the protocol for use by anyone involved in the development, 

purchase, implementation, or supervision of NCCUAA 

communications.  The universityôs name, seal a n d logos are the 

primary coordinating elements for   the university, the various 

schools, departments, and services. Correct and consistent use o f  

these marks is essential to the branding of the association and more 

importantly for the University. 

 
If  there are any quest ions, any need for clar i f icat ion, or any concerns 

with specific guidelines presented in this man u a l, please contact the 
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Public Awareness Committee for clarification and review. It is more 

cost   effective to raise questions early in t h e developmental stages 

of a project than to wait until the design is finalized and time for 

production is running short. 

 
USING COMPUTER GRAPHICS 

When incorporating images, only those with sufficient print resolution 

should be used.  Images should have a minimum of 300 dpi (dots per 

inch) and for text, the minimum is 600 dpi.  If  you are unsure how to 

discern the resolution of your image.   
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ASSOOCIATED PRESS WRITING STYLE 

The Associated Press Stylebook and is the primary style and 

usage guide for most newspapers and news magazines in the United 

States. This is the preferred writing style for NCCUAA.   

 
To enhance efficiency, if  you are producing text for a public audience, 

please consider adopting the AP style o f  writing prior to submission 

for review. 

 
NCCUAA TYPEFACES (FONTS) 

The official fonts are Adobe Caslon (serif) and Frutiger (sans  serif).    

 
NCCUAA COLORS 

The official colors of NCCU are maroon and gray. 

 
The appearance of the colors will  vary slightly according to the types of 

printers and copiers used. However for all professional printwork that 

is contracted out, NCCU identifies itself with these two approved 

color palette specifications using the PANTONE color system: 
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Maroon  Gray 
 

 

Process color (CMYK) on solid coated paper 0C, 100M, 61Y, 43K 0C, 0M, 0Y, 40K 

Process color (CMYK) on uncoated paper 0C, 100M, 65Y, 28K 0C, 0M,0Y, 37K 

Spot color on coated paper PANTONE 202 PANTONE 423 

Spot color on uncoated paper PANTONE 7427 U PANTONE 

Cool Gray 7U 

hexidecimal (web) 660000 333333 

RGB (web  and video) 142, 0, 28 143, 143, 143 
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THE UNIVERSITY SEAL 
 

The seal is the official trademark and primary identifier of the university 

to be used on diplomas and other official university documents.  It 

presents the university name, North Carolina Central University, in a 

distinctive and thoughtful manner. The sea l r e p r e s e n t s many of the 

positive aspects of our university. Dr. James E. Shepard, the universityôs 

founder, is depicted as a seeker of knowledge, with book in hand. He 

stands tall a m i d s t the clouds, his eyes f i x e d  upon the future. Below 

the image of Dr. Shepard are the motto ñTruth and Serviceò and the 

institutionôs founding date, 1910. Below the entire seal is the founderôs 

name, James E. Shepard. 

 
The s e a l   is never to be reproduced without 

the accompanying text ñJames E. Shepar 

Founder.ò The seal and founderôs name 

Should always be presented in th e i r 

original state and never altered in 

any way. 

 
SPACE AROUND THE SEAL 

It is important to be conscious of the 

amount of empty space used around the 

seal. Adequate space helps establish the 

importance of the seal. 
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The m in im um recommended space around the seal   is 0.25 i n c h e s. 

When the seal is at the smallest possible diameter of 1.25 inches.  As 

the size of the seal increases, the space surrounding it should increase 

proportionately. 

 
SEAL COLOR SPECIFICATIONS 

The official seal was designed with the official university colors in mind. 

In the interest of consistency and to preserve the designôs integrity, the 

seal may on ly be reproduced according to the color scheme specified 

in this guide. 

 
Å The seal itself may be reproduced in black or maroon (PMS 202).  The 

official seal may never be represented in a multi-color format. The 

text, center image, motto, name of the university, city and state, 

and name of founder must all be reproduced in the same color. 

Å The seal must be reproduced on a background of either white, light 

gray, or gray (PMS 423). 

Å The one-color seal m a y b e reproduced in reverse, i.e.  As white on a 

black or maroon (PMS 202) b ackgro u n d. See i l l u s t ra t i on on the 

following page. 

 
REPRODUCTION QUALITY  OF THE SEAL 

Due to the illustrative nature of the artwork, maintaining reproduction 

quality is essential. 

 
Only h igh quality, photographic methods, such a s film  (negatives or 

positives), digital vector files or rasterized (jpeg) files of at least 600 
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Dpi or higher should be used when reproducing the seal. Regular copy 

machines will  not copy th e seal accurate ly.  High reso lu t ion files may 

be found on the NCCU web site, www.nccu.edu. Call the O f f i c e  

of Public Relations for more information. 

 
Å When altering the size of the seal, maintain proportion by pressing 

the SHIFT key before, during and after you have finished sizing the 

graphic. 

Å Do not set the seal in a containing shape or design. 

Å Do not use the logo in the background or behind text as a watermark. 

NCCUôs seal   bears the likeness of t h e founder and hence, it may 

not be overwritten or printed on materials that will be trod upon 

like    flooring or in  the portion of fu rn i tu re coverings that will be 

Overlaid. 

Å Do not create a partial 

presentation of the seal by 

running it off the side of 

the page. 

Never use the NCCU seal as a watermark 
 
 

Certificate of 

Appreciation 

Congratulations on a job well done! 

This is to certify that this employee did a 

great job on Thursday, May 20, 2008 
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THE UNIVERSITY NAME LOGO 
The N C C U name logo is a less formal 

mark of t h e university.  It should be used 

in   all   media presentations not 

requiring the official seal. The  NCCU 

name logo consists of two elements: An 

illustration of the Hoey Administration 

Building and the typographic treatment 

of  the  name ñNorth Carolina Central 

University Founded 1910ò 

 
SIZE   AND    PROPER   PLACEMENT   OF 

NAME LOGO 

The  logo should always be placed in 

an area void  of  other elements.   The 

minimum size of the name logo is 1.25 

inches wide. 

 
The  space around the logo should be 

equal to 1/5 the width of the logo. For 

example, if  the logo is five  inches wide, 

the area of   space around  the  image 

should be one inch. This space includes 

the entire periphery of  the logo; both 

sides, top and bottom. 
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NAME LOGO COLOR SPECIFICATIONS 

The name logo was designed with the official university colors in mind. 

In the interest of consistency and to preserve the designôs integrity, the 

logo may  be reproduced only  according to the color scheme specified 

in this  guide. 

 
Å The  logo itself may  be reproduced in black, white, gray (PMS 423) 

or maroon (PMS 202).  The name logo may  never be represented in 

a multi-color format. The  text, image, and name of  the university 

must be reproduced in the same color. 

Å The  name logo may  be reproduced on a background of  either 

white, light gray, or gray (PMS 423) 

Å The  one-color logo may  be reproduced in reverse, i.e. as white on 

a black or maroon (PMS 202)  background. 

 
NAME LOGO FORMATS 

To ensure the highest quality logo, please use  the files  provided by 

the Office of  Public Relations.  Follow the  same guidelines for  the 

reproduction quality that are listed under ñREPRODUCTION QUALITY 

OF THE SEAL.ò 
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ATHLETIC AND ALUMNI  LOGOS 
The Eagle, which is the athletic logo and university mascot, is intended 

to be used as a coordinating symbol for all sports-related, school 

spirit activi ties  of the university and by the alumni association.  

 
The  athletic  mascot  may    be reproduced on a variety of items such  

as banners, athletic wear, sports programs, cups, sports equipment  

and hats. All  items bearing the athletic mascot should be sports or 

leisure-related paraphernalia. The athletic logo is an official 

representation of the university and should 

be used consistently. 

 
COLOR 

RESTRICTIONS 

The  athletic 

logo  may    be 

r e p r o - d u c e d 

in   black and 

white     or 

maroon, gray, 

black  and 

white. 

 

 
 
Eagle Head 

Secondary Mark 
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