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Part 1: Part 2:
Graphic Standards Stationary Standards

Overview of the State of
Kansas Graphic Standards

Overview of the Stationary
Standards

Key Guidelines in the Official Email

Graphic Standards

Communications & Format

Design Tips & Tricks +
Applying the Standards

Memos and More!
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SOK Graphic Standards

« What are they?

« Guidelines for appropriate
treatment of the Kansas logo, as

. Printing & Mailing Featured!
well as other visual elements

such as colors, typography and —
layout.
4 W h ere can yO u fl N d t h em 7 L:F:::;n:;:gym;;:; (10:00 a.m.) & Afternoon (2:00
« The Graphic Standards can be o o o et sl o it ot - 244 ot
found on the Department of R s e o o i
Ad m | N |St rat | on ’s p ri n‘[‘_| N g an d Print files need to be in PDF format with all fonts, bleeds, and

links attached.

mailing website: SOK Graphic
Standards

« How are they useful?
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https://admin.ks.gov/media/cms/GraphicStandards2023_c865e01c0c435.pdf
https://admin.ks.gov/media/cms/GraphicStandards2023_c865e01c0c435.pdf

Key Guidelines

 Logos and Logo Usage
 Why is logo usage important in official commmunications?
« Logo variations and when to apply them

« Colors and RGB + HEX Codes
« What are the SOK official colors?
« What is a Hex Code?
« What is RGB?

e Fonts
« What are the two “official” fonts for the State of Kansas?
« When to use them
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Log os « Agencies are encouraged to use
the SOK logo for brand
consistency.

 Brand consistency helps with:

« Reputation: Portrays State of
Kansas organizations as

LOGOTYPE — Fax £ |
Kan S a’ S . Ere(z:sgs;lic’)cir;an: Makes it easy for

Department of Commerce anyone to know that a
Rural Development communication was sent

from the State of Kansas, just
by looking at it!
« Each state agency logo is unique
— don’t recreate the logos!

AGENCY MAME

DIVISIOM MAME
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Kansas

ALLOWED

ALLOWED

Kansas Agency Business Summit

Logo Usage

Always try to use the “preferred” logo. If you
aren’'t sure what would look best, refer to the
guidelines!

« There may be cases where you need to use
a variation:

 The logo may be reversed if needed to show
more contrast in a design

s T e 5:'5&-:--'; e -'1_.
RIS LT s B 4
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Logo Usage Examples
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C o O

Kansas Blue Kansas Gold

RGB: Or 37g 105b RGB: 241r 1739 2b

Hex: 002569 Hex: FIADO2

What is RGB? Whatis a Hex Code?

» RGB stands for “Red Green Blue,” and e Thisis another format that shows the
refers to these three hues that can be Red, Green and Blue quantities in a

mixed to create different colors. color: XXXXXX
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Preferred Fonts

ABCDEFGHIKLMNOPQRSTUVWXYZ
abedefghijklmnopgrstuvwxyz1234567890

Futura Book

ABCDEFGHIKIMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890

Futura Book Italic

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890

Futura Bold

ABCDEFGHIUKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz 1234567890

Futura Bold Italic

ABCDEFGH|[KIMNOPQRSTUVWXYZ
abcedefghijkimnopgrstuvwixyz 1234567890

Futura Light

ABCDEFGHIKIMNOPQRSTUVWXYZ
abedefghijklmnopgrstuvwxyz 1234567890

Futura Light Italic

Kansas Agency Business Summit

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890

Times New Roman

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcedefghijklmnopgrstuvwxyz1234567890

Times New Roman ltalic

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abedefghijklmnopqrstuvwxyz1234567890

Times New Roman Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz1234567890

Times New Roman Bold ltalic
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ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz1234567890

Arial

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz1234567890

Arial Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopgrstuvwxyz1234567890

Verdana
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Two Font Types

Serif Sans Serif
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What to look for

!
Do Don't
 Keep your backgrounds « Use more than two fonts per
simple design
« Keep spacing consistent  Overuse colors that are
. Use the alignment tools completely unrelated to the

. SOK branding - like green,
Stay consistent — use the orange or purple!

same fonts, colors, and style
throughout your designs.
This is why templates and
themes are important!

 Place images randomly -
utilize the frame tool

KANSAS
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Design Tips and Tricks

Drawing—Arrange—Align View—Slide Master

DI_——l r‘ g, Shape Fill ~ /oFmd and Replace I}
Arrage Qﬁ zf.hape(]utlimav (.‘f_a_ Replace Fonts I n Se rt p I a C e h O I d e r
¥ Styles v L Shape Effects ~ [+ Select~

" Order Objects & Editing _ - i ) )
| 1 | 2 P T |:|H ight: |3 K " |

IT:_L Bring to Front L D Title o Elg i ot -
Oa -
Ty Sendto Back .
- B b=zt Footers - |

Ty (4 En
[y Bring Forward Placeholder o Width: |4.5
L_‘D Send Backward }r““‘ o
Group Objects L Lontent Size ]
S 2 T
—s Lp—
i
o r= al

3 ) Eicture |j|_—| % IZIB} E:' @ Q]h

Position Objects

-----

ES Align > o alignLeft 1. Select ObjeCtS | [y Chart Bring Send  Selection Align Rotate
= e 7| B A g < e Forward ~ Backward~  Pane - -
CR Selection Pane... =5 Align Right 2. AI ig N i@ Table -
S " Align Top —
o} Align Middle 3. Choose { I SmartArt

i Afgn Botom —— Alignment (Y Meda

Hi
= IF""!
= :LE@ Online Image
AigntoSide [N O —
o
~ Align Selected Objects 1] Cameo
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|n Colors ~ | &Y Background Styles ~ ]ﬁ

Creating Color
Palettes

Step 1: Create Blank PowerPoint

Presentation
Step 2: In the Navigation Bar, click
“View,"” then click “Slide Master”

H|2 B 5 &
MNarmal| Outline  Slide  Motes Reading Slide  Handout MNotes [ Gridiines MNotes
View Sorter Page  View Master aster Master | [ ] Guides

. Presentation Wiews plaster Views Show . [F]

Step 3: Once in Slide Master, click
the dropdown arrow on “Colors”
and select “Customize Colors...”

N

Custom

il

Office

Y

Kansas Agency Business Summit

Custorn 1
KABS Speaker Presentation Temp...
SOK Graphic Standards Colors

State of Kansas Colors

Office

Office 2013 - 2022
Office 2007 - 2010
Grayscale

Blue Warm

Blue

Blue

Blue Green

Green

Green Yellow

Yellow

Yellow Crange

Orange
Orange Red
Red Qrange
Red

Red Violet

ustomize Colors...

&
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Step 4: When the menu opens, click
the first color sample to edit. Then
click “More Colors...” at the bottom

Create New Theme Colors ? X

Theme colors Sample

Text/Background - Dark 1 |:|v N I

A
Text/Background - Light 1

Text

Text/Background - Dark 2
Theme Colors

Text/Background - Light 2
Accent 1
Accent 2
Accent 3
Accent 4
Accent 5

Accent B

Hyperlink Standard Colors
Followed Hyperlink . . . . . . .
Mame: |Custom 2 Recent Colors
Reset /
More Colors...



Color arrangement is up to you!
Play around with what you like.

Creat'“g COlOI“ Step 6: Name your color palette and
Palettes, Cont. Biue

Step 5: Enter your colors. Here, you Red: 0 it Theme Colors 2 X
can use RGB or the HEX codes. Slcan 3y Theme colors

Text/Background - Dark 1 I:l w Text

Blue: 105

Colors O by Text/Background - Light 1 [ ~

Hex: 002569 retmacgromna- o2 -

T Back d - Light 2 v
Colars: Cancel ext/Backaround -Lig El L J:I:I:I:I]:L

Accent 1 [~

Hvperlink
Accent 2 |:|v
Red: 241
Accent 3 ]~
) Green: 173 Accent 4 = -
Accent 5 =~
Blue: 2
Color model: | RGE ~ Accent § DV
Red: o E New Hex: FTIADO2 Hyperlink LK
| Green: 3T B Followed Hyperlink
Blue: 108 5
Hex £002569 MName: |SOK Graphic Standards
Current
Reset Save Cancel
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Adding Fonts
to PowerPoint

Step 1: Create Blank PowerPoint
Presentation

Step 2: In the Navigation Bar, click
“View,” then click “Slide Master”

OO =l [~] Ruler
g 1| B8 -
) . . || Gridli
Marmal| Outline  Slide  Motes Reading andout Motes ] Gridlines
View Sorter Page  View Master aster  Master | ] Guides
Presentation Views Waster Views Show

Once in Slide Master, click the
dropdown arrow on “Fonts” and
select “Customize Fonts..."

Kansas Agency Business Summit

HE‘ Fants ~ | [ Hide Background Graphics

Office

Aa

Aa

Aa

Aa

Motes

P

Aa

Aa

Aa

Office
Aptos Display
Aptos

Office 2013 - 2022
Calibri Light
Calibri

Office 2007 - 2010
Calibri
Calibri

Calibri
Calibri
Calibri

Arial
Arial
Arial

Corbel
Corbel
Corbel

Candara
Candara
Candara

Franklin Gothic

Franklin Gothic Med
Franklin Gothic Book

Century Gothic

Zentury Gothic
Ceantury Gathic

Tw Cen MT
T Cen MT
Tw Zen MT

Customize Fonts...

Y
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AGENCY
BUSINESS
SUMMIT

Step 4: When the menu opens,
search for “Futura” and change the
Heading font and the Body font:

Create New Theme Fonts ? X
Heading font: Sample
Futura FT Bold ' Heuding
Body font: Body text body text body text. Bod
Futura Bk W

Mame: |S50K Graphic 5tandards|

Cancel

Save

Step 5: Name your font theme, and
click Save.

You can now select your custom
theme under the “Font” menu.

Custom =
50K Graphic Standards
A Futura PT Bold
d Futuro Bl

16



SOK Stationary Standards

« A section of the SOK Graphic Standards

» Specific to communications on official letterheads, faxes, memos,
note cards, mailing labels, etc.

ansas

Digpar

i
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Memos and Official
Communications

 The way written words look
conveys an idea.

e That idea should be “official”

KANSAS
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Official Masthead Header

MEMORANDUM P
~ Type of Document
From: Adam Proffitt, Secretary of Administration
To: Cabinet Agency Leadership
Date: June 20, 2025

A

From, To, Date, Subject
(in this order)

Subject: Example of Official Memo Formatting

Lorem ipsusm : consectetur adipiscing elit. Donec ornare et risus sit amet aliquet. Quisque
bibendum cursus urna quis egestas. corper enim. Proin quis mauris a sem consequat
fringilla. Sed iaculiz arcu nec massa aliquet feugiat.

Wivamus blandit dui in urna ultricies congue id ac metus. Donec consectetur lacreet risus et ultrices.
Suspendisse sit amet semper ligula, nec eleifend nolla. Vivamus ante quam, gravida a diam sed, vulputate
suscipit mauris. Aliquam feugiat sed mi in aliquam. Proin ac gravida mauris. Interdum et malesuada fames ac N @) Sa | u ta t | ons
ante ipsum primis in faucibus. Nullam a venenatis est. Mauorns pellentesque ac orci at mattis. Nune vel
elementum nune.

Morbi in purns eros. Mulla ut iaculis sapien. Pellentesque a velit ligula. Phasellus et mauris tortor. Phasellus
egestas eros nunc, et evismod quarmn tristique pulvinar Maecenas accumsan ultrices. Lorem ipsum dolor sit
arnet, consectetur adipiscing elit.

Donec dictum tristique ante, crnare ultrices enim finibus quis. Vivamus at mi laoreet, molestie mi et, pharetra
ipsum. Pellentezque bibendum placerat pellentesque.

Aliquam volutpat finibus felis sit amet imperdiet. Integer bibendum nibh dui, tristique ullamcorper justo lacinia
ac.

Ut condimentum id ipsum non rutrom. Proin a ligula purus, eu consectetur congue ac. In viv
ipz.msitametmﬂlesr:iet'esﬁblﬂum_tmp{sjustﬁ:npiﬂnﬂfh_ et-coﬂdimen;tmnﬁelluiﬂaem Sf;tt |f |Onger than one pagel page numbers ShOL’”d
be centered at the bottom of the page

zcelerisque eros. Aenean sollicitudin sollicitudin metus, vel dictum erat dapibus sit amet. Donec eu enim sed
nizi porta pharetra quis ac felis. Aliguam convallis justo ac sem euismod, 2 mattis mems ACCUINSAN.
quis orct augue. Morbi ac dolor magna. Nam tristique, ligula ut imperdiet interdum, i
in tincidunt velit neque at risus. Vestibulum maximus tincidunt viverra.

. KANSAS
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Professional
Writing

* Audience

* Brevity

e Organization
* Accuracy

e Tone




Kansas Agency Business Summit

Questions?
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