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 his Publications, Communications & Graphic Standards Manual establishes    

guidelines for properly using the college logo and images that constitute and 

influence our identity and the integrity of the KC brand. Every time we design a brochure, 

sponsor an event, issue a press release or just hand someone our business card, we are 

communicating the Kilgore College image. When KC’s name is put in front of the public, we 

are shaping the KC brand, our reputation and our college’s identity. Clarity, professionalism, 

consistency and coherency ensure that all of KC’s communications strengthen its brand. 

The standards specified in this manual must be followed so that the college’s materials will 

present a unified image. The development and use of separate logos to represent Kilgore 

College divisions, offices or programs must be coordinated with and approved by the 

Office of Communications and Public Relations. To project a positive image to KC students 

and the community it is necessary to create a consistent graphic identity for the college. I 

appreciate your cooperation in following the guidelines outlined in this manual.

MESSAGE FROM
THE PRESIDENT

Dr. Staci Martin
KC President



How it  
Works
All Publications representing KC Should be 
approved By the Marketing Department.

How It Works
Any materials published using Kilgore College’s name or logo must be coordinated through and approved by the 
Office of Communications and Public Relations. This ensures brand consistency, accuracy and compliance with  
institutional standards.

This requirement applies to all printed and digital materials, including posters, flyers, brochures, mailers, newsletters, 
banners, business cards, letterhead, envelopes, programs, websites, manuals, catalogs and postcards.

Depending on the scope and audience, projects may be developed internally by KC Marketing/Communications or in 
partnership with the college’s external marketing firm, Forbes & Butler Visual Communications.

To ensure timely completion, all marketing and design requests should be submitted at least two weeks prior to the desired 
delivery or publication date. Larger or more complex projects may require additional lead time. 

Marketing Design Process:

1. Request submission 
An official representative from the requesting department must submit a Marketing Request Form, available on the  
KC website.

2. Project intake and response 
The Office of Communications and Public Relations will acknowledge the request and distribute project details to the 
appropriate team members.

3. Content development
The requesting department is responsible for providing final copy, key details and any supporting materials before 
design begins. KC Marketing/Communications or Forbes & Butler will develop design concepts.

4. Printing coordination
Once design is underway, the requester must contact RangerPRINT to obtain a printing quote and confirm production 
details.

5. Review and compliance
Communications and Public Relations staff will review all materials to ensure:

•	 Brand consistency and proper logo usage
•	 Accuracy, clarity and AP style standards
•	 Appropriate use of the nondiscrimination statement (print materials)
•	 Proper image usage and required photo releases
•	 Representation that reflects the diversity of KC’s student body and programs

6. Final approval
A final electronic proof will be provided to the requesting department for approval. RangerPRINT may provide a printed 
proof when applicable.

7. Production and distribution
Printing or publication will begin only after all approvals have been received.

Contacts
Manny Almanza 
Director of Communications 
& Public Relations 
903-983-8623  
malmanza@kilgore.edu 
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Chris Craddock 
Associate Director of Communications 
& Public Relations 
903-983-8181  
ccraddock@kilgore.edu 

RangerPRINT
903-983-8153  
rangerprint@kilgore.edu



Services &  
Contacts
What services Are available,  
and who can help

Fliers, Posters, Brochures, And Programs
All publications that represent Kilgore College must be designed and approved in coordination with the Office of 
Communications and Public Relations to ensure that the graphics standards have been met. This includes posters, fliers, 
brochures, mailers, newsletters, banners, business cards, stationery, websites, manuals, catalogs and postcards. The 
design of all of these terms will be handled by internal graphic design staff or by Forbes & Butler, depending on the type  
of and audience for the item. To initiate design and development, please fill out the Marketing/Communications Request 
form kilgore.edu/about/marketing-request. If you have any questions please contact Manny Almanza at 
malmanza@kilgore.edu or 903-983-8623.

ADVERTISING STANDARDS 
(NEWSPAPER, RADIO, TELEVISION AND SOCIAL MEDIA)
All advertising for Kilgore College is produced by Forbes and Butler Visual Communication Inc. and approved by The Office 
of Communications and Public Relations. To make a marketing/communications request, please fill out this online form 
kilgore.edu/marketing-request.

Advertising, Newspaper, Social Media, and Radio Inquiries: Manny Almanza at malmanza@kilgore.edu or  
(903) 983-8623 

Graphic Design: Reagan Silvey at rsilvey@kilgore.edu or (903) 983-8218

Website, Press Releases, Public and/or Sports Information: Chris Craddock at ccraddock@kilgore.edu  
or (903) 983-8218

Print Services: RangerPRINT at rangerprint@kilgore.edu or 903-983-8153

Photography & Writing/Proofing/Editing: Rachel Stallard at rstallard@kilgore.edu or (903) 983-8193
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NONDISCRIMINATION CLAUSE
Printed publications are required to include the official Kilgore College nondiscrimination clause, it must be 
written as follows:

“Kilgore College seeks to provide equal educational and employment opportunities without regard to race, color, 
religion, national origin, sex, age, disability, marital status, veteran status or genetic data.”

REPRESENTATION OF INSTITUTIONAL 
ACCREDITATION STATUS
The institutional accreditation status of Kilgore College is officially published in two locations, the annual college 
catalog and the accreditation webpage of the college website. If it is necessary to represent accreditation status 
in any other document such as an application or a report, it must be written as follows:

Kilgore College is accredited by the Southern Association of Colleges and Schools Commission on Colleges 
(SACSCOC) to award the associate degree. Questions about the accreditation of Kilgore College may be 
directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866 
Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by using information available on 
SACSCOC’s website (www.sacscoc.org).



PRINT SERVICES
All Kilgore College printing must go through RangerPRINT. To initiate print services, please visit https://rangerprint.
myprintdesk.net/home.

KILGORE COLLEGE WEBSITE
The Kilgore College website is maintained by the Office of Communications and Public Relations. Each department is 
responsible for reporting any changes that are needed to keep the pages up to-date. Changes should be reported by 
completing the online marketing/communications request form. Questions regarding the KC website should be directed to 
Chris Craddock at ccraddock@kilgore.edu or (903) 983-8181.

The Zones are open to KC students for free computer use, 
free printing, Proctor testing and tutoring.

Appointments can be made with both the Kilgore Campus and 
Longview Campus, and can be done in person or virtually.

KILGORE CAMPUS
MONDAY- THURSDAY

8 am- 6 pm

FRIDAY
8 am -12 pm

STUDENT SUPPORT 
BUILDING #17

Scan QR Code to Schedule an Appointment with the KILGORE Campus

LONGVIEW CAMPUS
MONDAY- THURSDAY

8 am- 6 pm

FRIDAY (LAB ONLY)
8 am -12 pm

HENDRIX BUILDING 
ROOM #308

Scan QR Code to Schedule an Appointment with the LONGVIEW Campus

ZONE
THE

ZONE
Need a little more help with your assignment?
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SOCIAL MEDIA 
As an information resource, all social media (Facebook, Twitter, Instagram, etc.) must follow the acceptable use and other 
associated college policies. Any accounts set up for conducting Kilgore College business or promoting Kilgore College 
departments, programs and/or services must be approved by the Office of Communications and Public Relations. Any and 
all passwords necessary to access the site and administrative rights must be granted to the director of communications 
and public relations. Social Media is defined as primarily Internet, mobile-based tools for sharing and discussing information. 
The term most often refers to activities that integrate technology, telecommunications, and social interaction, alongside the 
construction of words, pictures, video and audio. For more information, contact Manny Almanza at malmanza@kilgore.edu.  

Kilgore College Social Media 
Community Guidelines
At Kilgore College, we believe in meaningful communication, community connection, and positive interaction across our 
social media platforms. These channels are designed to celebrate education, share stories, and engage with our students, 
employees, alumni, and community members. To maintain a respectful and welcoming environment, we ask all participants 
to follow these Social Media Community Guidelines:
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1. Be Respectful
Please interact with courtesy and respect. We do not 
allow hate speech, harassment, threats, or offensive 
language directed at individuals or groups. Any content 
that is discriminatory, graphic, inappropriate, or violates 
community standards will be removed.

2. Keep It Relevant
Stay on topic and keep your comments related to the 
original post or the mission of Kilgore College’s social 
media presence. Posts that are off-topic, spam, or promote 
unrelated products or services may be removed.

3. Protect Personal Information
Do not share private or sensitive information—such as phone 
numbers, student IDs, or personal data—in public comments. 
For help with personal matters, please send us a Direct 
Message (DM) or contact us through official channels.

4. Report Inappropriate Content
If you see something concerning or inappropriate on our 
pages, please notify us via Direct Message (DM) or email 
us at malmanza@kilgore.edu so we can take appropriate 
action.

5. Moderation & Community Standards
Kilgore College reserves the right to hide, delete, or report 
any content that goes against these guidelines or violates 
college policies. Continued violations may result in the user 
being blocked or banned from our social media platforms.

6. Emergency & Crisis Updates
During emergencies or urgent situations, Kilgore College will 
use its official social media pages, along with other means, 
to share important updates. Please refrain from posting or 
spreading unconfirmed information.

PREViEW DAY
Spring

APRiL 259am-12pm



Design 
Standards
Assure consistency & quality 
of Kilgore’s Brand

OFFICIAL COLLEGE LOGOS
Official college logos must appear on every Kilgore College publication produced by the college. Our logo is a dynamic 
visual graphic. In order to keep a strong, visual consistency, the logo must not be modified or distorted in any way. To do 
otherwise jeopardizes the legal protection of our logo as a unique visual representation of our college. Permission for use 
by non-college entities must be granted by Kilgore College. Only the official college logo should be used. The official college 
logo should be used exactly as it appears. The logo must never be reset, re-spaced or altered in any way. No other type 
styles should ever be substituted, no matter how similar they may seem. If you need an electronic version of the college 
logo, e-mail Reagan Silvey at rsilvey@kilgore.edu.

The official color of the logo is Pantone 293C | CMYK: 100/76/0/9 | HEX: #134F97 | RGB: 19 79 151.

OFFICIAL COLLEGE LOGOS
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English Version:

Spanish Version:

Stand-alone Version:



Logos
Guide

Minimum Logo Sizes                   

Improper use - Avoid                  
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The vertical logo with name and 
slogan should not run smaller than 
1.25 inches.

The “KC” stand-alone logo should 
not run smaller than half an inch.

The horizontal logo can run up to 
half an inch of height.

A light drop shadow can be applied for 
low contrasting backgrounds.

Single color use for busy or low 
contrasting backgrounds. KC colors 

should only be used. 

Over dark backgrounds a faint outer glow 
can be applied. Adding a .25 white border 

can also help.

Logo Legibility 

Do not stretch or distort.

Do not use without tagline, unless 
using standalone. 

Do not mix colors of logo styles.



KC Blue palette
Maintaining the Ranger Blue color scheme is vital to maintain KC’s branding. The KC accent palette is available for accent 
colors, but any graphic element in color should be predominately KC Blue. KC Gray is available for an alternative background 
or accent.

Accent palette
Only to be used for promotional items approved by KC Marketing Department.

Color
PalettePalette 14

KC dark blue

yellow

Maroon

KC blue

Sky blue

Teal

KC light blue

Lime

Forest green

Tones of gray

Orange

Magenta

Pantone: 541 C

CMYK: 100/67/0/40

HEX #003c76 

RGB: 0 60 118

Pantone: 108 C

CMYK: 1/15/100/0

HEX ##ffd402

RGB: 255 212 2

Pantone: 7621 C

CMYK: 23/97/100/16

HEX #aa2723

RGB: 170 39 35

Pantone: 3262 C

CMYK: 74/5/43/0

HEX #26b2a5

RGB: 38 178 165

Pantone: 6160 C

CMYK: 90/30/95/30

HEX #006838 

RGB: 0 104 56

PantonE: 2355 C

CMYK: 50/100/0/0

HEX #92278f

RGB: 146 39 143

Pantone: 297 C

CMYK: 48/0/7/0

HEX #77d0e8

RGB: 119 208 232

Pantone: 2290 C

CMYK: 33/0/89/0

HEX #b6d44c

RGB: 182 212 76

Pantone: 1375 C

CMYK: 0/50/100/0

HEX #f7941d

RGB: 247 148 29

Pantone: 293 C

CMYK: 100/69/0/4

HEX: #0058a4 

RGB: 0 88 164

Pantone: 2708 C

CMYK: 25/15/0/0

HEX: #bbc9e7

RGB: 187 201 231



Virtual  
Backgrounds
& PowerPoint
Templates 

Virtual Backgrounds
To maintain a professional and consistent KC-branded appearance, we strongly recommend that all faculty and staff  
use the provided virtual backgrounds for Zoom and Microsoft Teams. You can download these official backgrounds from 
the Employee Graphics Assets and Templates folder in the Department Share Z: drive.

POWERPOINT Templates
Similar to our Virtual Backgrounds, to help maintain a professional and consistent KC-branded appearance, we strongly 
recommend that all faculty and staff use the provided PowerPoint templates. You can download these official backgrounds 
from the Employee Graphics Assets and Templates folder in the Department Share Z: drive.
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Main Branding Font
Lemon Milk should be primarily used in design material as header text. Never change typography within the Kilgore College 
logo.

Body Text
Articulat CF family should be primarily used in design material as body copy text.

Headline Options
Secondary headline options for decorative type and headers.

   

Brand
Fonts 18

a b c d e f g h i j k l m n o p q r s t u 
v w x y zLemon Milk Bold

a b c d e f g h i j k l m n o p q r s t u v w x y 
z

a b c d e f g h i j k l m n o p q r s t 
u v w x y z

a b c d e f g h i j k l m
n o p q r s t u v w x y z

Lemon Milk light

a b c d e f g h i j k l m n o p q r s t u v w 
x y z

Lemon Milk 
Regular

Articulat CF Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm Nn Oo Pp 
Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz 

Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm 
Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz 

Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm Nn 
Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz 

Bebas Neue 

Brandon Printed one  

Articulat CF Bold 

Sant’Elia 



Additional
Logos

RangerPRINT

KC Athletics

Road Show

Girls 
Breaking Norms

Rangers

Student 
Counseling

Rangerettes 

KC Excel 
Health Club

KC THEATRE

KC Foundation

Ranger Band

KC Dual Credit

ETOM

Substance Abuse
Counseling AAS

KC CHOIR

Alumni Association

KC Health
Sciences

KC Online
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The official Kilgore College 
athletics logo uses a graphic version 
of the “KC Star.” This logo is to be 
used ONLY FOR ATHLETICS and 
should never be used for any uses 
outside of athletic events or KC 
athletic teams.

The Kilgore College Rangerettes 
and related logos and imagery are 
all protected under copyright laws. 
Please do not use these logos 
without permission from the 
KC Marketing Department 
and the Rangerettes.

per Manny - Athletics does 
NOT use this logo but KC can 
use for marketing 9/28/23



Legacy 
Logos 22

Legacy Logos
These logos and related elements have been retired and should not be used except under special circumstances  
(ex. Alumni/Historic presentations). Please contact the Marketing Department before using any of these logos.

College Seal
Our seal is a dynamic visual graphic. In order to keep a strong, visual consistency, the seal must not be modified or distorted 
in any way. To do otherwise jeopardizes the legal protection of our seal as a unique visual representation of our college. The 
seal must always be one color, either blue, black or gray. The seal must never be reset, re-spaced or altered in any way. No 
other type styles should ever be substituted, no matter how similar they may seem. It is not acceptable to co-brand with 
both the college logo and seal.



Business 
Cards

Business Cards
This page shows the approved layout for the business cards. It should be offset printed on the specified paper to match the 
letterhead and envelope. The guidelines for creating the business cards are provided in the examples below. The back side 
of the business card may be used for a departmental, organization or athletic-specific logo or college-related information 
approved by the KC Marketing Department. Any variation from these guidelines is not permitted. Business card orders 
are to be placed through RangerPRINT’s storefront at https://rangerprint.myprintdesk.net/home. If there are further 
questions, contact Reagan Silvey at rsilvey@kilgolre.edu.

Option A

Option B
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2 inches

2 inches

3.5 inches

3.5 inches



 
Letterhead 26

Letterhead
This page shows the approved layout for college letterhead. It should be offset printed on the specified paper to match the 
business card and envelope. The top right portion of the letterhead may be used to list the name of a specific department 
or organization. No logo may be placed on the top-right portion of the letterhead, but the department/organization’s name 
can be added in Times New Roman font only. Any variation from these guidelines is not permitted. Letterhead orders are to 
be placed through RangerPRINT’s storefront at https://rangerprint.myprintdesk.net/home.

kilgore.edu

Sample Name 
Job Title Goes Here 

903.123.4567 
flastname@kilgore.edu 

Sample Name



Envelopes 
& Email 28

Envelopes
This page shows the approved layout for an official college envelope. It should be offset printed on the specified paper to 
match the business card and letterhead. Any variation from these guidelines is not permitted. Envelope orders are to be 
placed through RangerPRINT’s storefront at https://rangerprint.myprintdesk.net/home.

Email Signatures
All Kilgore College employees are required to use KC’s approved email signature. This standard signature format was 
developed by the KC Marketing Department and approved by the KC President and Cabinet. Using a standard signature 
helps to reinforce the college’s brand and protects our image. There should not be any additional content, lines or phrases 
added to this signature or anywhere else. Individual campus locations, departments or personnel MAY NOT create their 
own email signatures other than to modify the campus descriptor (e.g., Kilgore College or Kilgore College – Longview, etc.). 
The addition of quotes, slogans, messages, pictures or any other content at the end of an email, in the email signature, or 
below the email signature is not allowed.

Example: Sample Name
Job Title Goes Here
O: 903-123-4567 
C: 903-123-4567 
flastname@kilgore.edu 
kilgore.edu



Kilgore.edu

05/14/26


