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Policy No: 5-100

Marketing / Customer Relations
Properly controlled marketing of our activities and services is crucial to the success of Tehachapi Valley Recreation and Park District. The District Manager is ultimately responsible for all marketing activities within the District and, as such, all marketing activities must be run through or otherwise approved by the TVRPD District Manager.

Instructors and/or other unauthorized District representatives:
· Must not conduct marketing without direct permission of the District.
· Must not initiate contact with District customers for any purpose other than those that are deemed “class related” by the District (i.e., alerting students to changes in class time or location).

Public Relations / News Media Contacts
Only those employees designated by the District are permitted to conduct interviews with the news media. Those designees may comment to news reporters on District policy or events relevant to the District and its employees, customers, and properties.

Any press release announcements must be created by or otherwise approved by the District Manager.

Printed Materials
Printed materials created for District promotional purposes should be created according to District logo usage guidelines and approved by the District Manager. 
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Policy No: 5-200

Organization Identity
The organizational logo is the most visible and recognizable element of a successful brand image. It is the best way to get credit for the positive things we do and to leave an impression in the minds of our constituents and potential customers.

The consistent and correct usage of the Tehachapi Valley Recreation and Park District (TVRPD) logo is integral to developing and maintaining a consistent image and message about ourselves that we can control. Its proper use in promotional and communication materials, such as brochures, one-sheets, ad copy, internal and external correspondence, the Internet, and direct marketing materials, is critical to building a strong and easily identifiable image for TVRPD. This also applies to the use of the logo on any forms, packaging, mailings, promotional giveaways, apparel, and/or signs at our parks and office buildings.

At first glance, a logo is simple and unassuming, but that logo, and the way we use it, is very important to TVRPD. It represents our visual identity. It is something that no other company or organization has. It should bring a great degree of credibility, recognition, and value to everything it is attached to.

Unfortunately, an organizational identity is also a very fragile thing. If left unchecked, it is easily compromised and potentially abused.

That is why this document is so important to the operation and success of TVRPD. It clearly defines the standards and limits for the use of our organizational identity, our logo. If we are not careful about how our logo is used, we will lose its value.

Any use of the logo of Tehachapi Valley Recreation and Park District that is not outlined in this document is not an authorized use and is, as such, strictly forbidden. 

Graphic Standards Overview
All communications highlighting TVRPD activities, classes, services, or products must adhere to these general rules:
· It may not be misleading or deceptive as to price, features, authorization, parties involved, or in any other manner.
· All advertising, publicity and/or communications must be in good taste and reflect favorably on TVRPD and its partners, products, or services.
· No performance claims and/or guarantees can be made for TVRPD activities or services that are inconsistent with current TVRPD guarantees. 
· All uses of the TVRPD logo must ultimately be approved by the TVRPD District Manager.
· The TVRPD logo shall maintain prominent placement on all communications and projects originating from TVRPD.
· TVRPD logos must be placed in an equal or greater position relative to the partner’s logo on all communications originating from outside of TVRPD.

General Guidelines for Use of the TVRPD Logo
Note: The only logos approved for use are those obtained from TVRPD. For logos and complete usage guidelines, including logo spec and color information, contact the TVRPD District Manager at 661-822-3228.

The TVRPD logo may only be used to promote TVRPD affiliated programs or services. Do not modify or recreate the TVRPD logo for any other reason or circumstance. Use ONLY artwork provided by TVRPD.

The TVRPD logo is a valuable asset and, as such, is not generally available for third party use with the exception of approved partners of TVRPD. The logo, as a whole, is a stand-alone identifier. It may not be used as an element in a title, headline, phrase, or sentence. In these cases, plain type should be used. In other instances where the logo is used, the following rules must be followed. 
· The TVRPD logo must always appear as outlined by the rules for use set forth by this document.
· The TVRPD logo cannot be altered (cropped, outlined, italicized, printed over, stretched, smashed, etc.) in any way.
· The TVRPD logo cannot be used as a border.
· The TVRPD logo must not be incorporated into any other logo, title, or design (except where outlined in this document).
· The TVRPD logo must only appear in approved colors (as defined in the specifications section of this document), solid black, or solid white.
· All black versions of the logo must appear on a white or light colored background.
· All white versions of the logo must appear on a black or dark colored background.
· All color versions (whether one, two, or full color process) of the logo must appear on a white or light colored background. 
· The logo must be distinguishable from any background and easily read.
· 
TVRPD Logo Preferred for Promotional Usage (Items and Apparel)
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The TVRPD Logo is illustrated above. Whenever possible, the TVRPD Logo should be presented in its full-color version. This logo is best suited for television, Web, and marketing collateral (flyers, brochures, etc.). 

The minimum size to reproduce the logo is .75 inches long. The only exception is on promotional items with  areas smaller than .75 inches long.

This category of items is generally used to “give away” to our customers and employees. For the most part, due to technical and financial considerations, the application of logos on promotional items will be small and single color.

DO:
· Choose a color that is close to logo colors for the item you are ordering and choose an imprint color that is opposite (within our color scheme) to that item color.
· Keep the imprint as simple as possible. 
· Use the icon emblem only as a left chest adornment or an “above the bill” adornment on embroidered shirts or hats.
· Always keep the logo in the colors specified as acceptable by TVRPD (contact the District Manager for a copy of the logo technical specifications).



DO NOT:
· Try to fit too much information on the item. The logo should be sufficient with a phone number OR Web address at most. There is not enough room on promotional items for addresses or both of the above. The web address is preferred.
· Place the logo on inappropriate or alcohol-related items, with the exception of TVRPD supported events such as “Brews on the Mountain Beer and Wine Festival.”
· Change the color of the logo to one not “approved” by TVRPD.
· Embroider a logo on the back of a shirt.
· 
· Place the logo on inappropriate or morally questionable clothing or items.
· Never use the logo to promote an event not officially sponsored, created by, or sanctioned through Tehachapi Valley Recreation and Parks District.

CHAPTER 5-200: District Logo Usage


178

2

[image: ] Chapter 5-300: New Facility Openings

Policy No: 5-300

Purpose
To establish clear and consistent guidelines in planning and executing grand openings on behalf of the District related to new or improved facilities for the purpose of maximizing awareness of the facility and its services

Definitions
Facility: A building, park or improvement installed or constructed on District property.

Grand Opening: The official opening of the District building, park, or improvement to the public. The date for the grand opening will be in close proximity to the date the District accepts the completion of construction and prior to substantial use of the facility by the public.

Policy
Since all facilities are completed to the benefit of the public, it is important that the public is aware of the new facility and its services.

The District will take the following steps to ensure the public is aware of new or improved facilities and their services.
· Prior to a designated grand opening, staff may prepare an information item to be placed on the Board Meeting agenda relaying plans for the grand opening event.
· Each event will be planned in accordance with the functional purpose of the facility.
· Each event will consist of, at the minimum, a dedication ceremony open to public and other invited guests.
· Whenever possible, the Chairperson or Vice-Chairperson of the TVRPD Board of Directors will serve as the master of ceremonies for the event, and in his or her absence the District  Manager.
· Steps will be taken by TVRPD staff to maximize the opportunity for media coverage surrounding the event.
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