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AGENDA 

• Background and history of Identity Style Guide 

• Recent initiatives and changes to new Identity Style Guide 

• Role of Logo Branding Coordinators 

• Electronic Accessibility (Section 508) 

• Resources 

• Templates demo 

• Q&A 
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IDENTITY STYLE GUIDE HISTORY 
2 0 1 1  P H A S E  I  I N I T I A T I V E S  
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PRIOR TO 2011 
N O  O F F I C I A L  L O G O  
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PRIOR TO 2011 
N O  C O N S I S T  L E T T E R H E A D  



Slide 6 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

YEAR: 2011 
B E G I N N I N G  O F  B R A N D I N G  I N I T I A T I V E  

• Letterheads, symbols varied across departments 

• In June: Board approved use of Aaron Green Symbol 

• Goal: portray a “family of departments” 

• Produced “Identity Style Guide” to provide direction on logo usage and its 

applications 
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IDENTITY STYLE GUIDE 
V E R S I O N  1  

• Logo 

• Application 

o Letterhead 

o Business cards 

o Envelopes 

o Email signatures 
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IDENTITY STYLE GUIDE INITIATIVES 

• 2011: Phase I 

• 2013: Phase II (Planning) 

• 2014: Phase III (Implementation)  
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IDENTITY STYLE GUIDE UPDATE 
2 0 1 3  P H A S E  I I  I N I T I A T I V E S  
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LOGO BRANDING COMMITTEE 
T A S K E D  W I T H  U P D A T I N G  T H E  S T Y L E  G U I D E  

Jacalyn Mah, 

CAO 

Jonathan Paul, 

CAO 

Brad Starks, 

IST 

Alisa Stevenson, 

CDA 

Cathy Clary, 

IST 

Chris Mai, 

HHS 

Damon Hill, 

Library 

Erin Cochran, 

HHS 

Michael Aycock, 

HR 

Qiana Davis, 

DPW 

Tina Torresan, 

Parks 
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LOGO BRANDING COMMITTEE 
T A S K E D  W I T H  U P D A T I N G  T H E  S T Y L E  G U I D E  

• Logo 

o Clarification on logo use 

o Redesign FYI logo  

• Color Palette 

o Primary and secondary colors 

• Template 

o Flyers, PowerPoint, Postcards, Newsletter 

o Photo bank 
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LOGO BRANDING COMMITTEE 
T A S K E D  W I T H  U P D A T I N G  T H E  S T Y L E  G U I D E  

 

• Fonts 

o Futura, Arial, Georgia, Verdana 

• Electronic Signature 

• Video 
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COLOR PALETTE 
S P E C I F I C A T I O N S  

• Primary Palette 
 

• Secondary Palette 
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FLYERS 

• Formats 

o Side Bar 

o Title Bar 

o Centered 

o Newsletter 

• Both in color and in 

black/white 

• Department-specific also 

available 

• Section 508 compliant 
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POWERPOINT 
P R I M A R Y  L O G O  
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POWERPOINT 
G O L D  S E A L  
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POWERPOINT 
W O R K S H O P S  

• IST will be hosting three different PowerPoint classes on the following 

dates: 

o Wednesday, May 21, 1pm - 3pm  

o Wednesday, June 18, 1pm - 3pm  

o Wednesday, July 16, 1pm - 3pm  

• Up to 10 people per session 

• Register with Dennise Colla or Cathy Boffi in order to attend 

• IST Training Room, #271 



Slide 18 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

EMAIL SIGNATURES 

• Email Signatures 

o Department logos 

o Department logotypes 

o Social media 

(updated) 

o Word Template 

(copy and paste) 

o Department-specific 

Before: New: 

http://mine/mine/AD/main/branding/Templates/Marin_County_Email_Signature.docx
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EMAIL SIGNATURES 

County Logo Dept Logo Dept Logotype 
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LOGO BRANDING COORDINATOR 
R E S P O N S I B I L I T Y  

• Responsibility 

o Submit department checklist 

o Go-to person in each 

department 

o Distribute department-specific 

flyers 

o Identify who should attend 

training 
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ELECTRONIC ACCESSIBILITY (SECTION 508) 

T E M P L A T E  C O M P A T I B I L I T Y  



Slide 22 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

AGENDA 

• Overview 

• Images 

• Color Contrast 

• Paragraph Spacing 

• “Styles” 

• Context 

• Headers/Footers 

• Tables 

• Reading Order 
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ELECTRONIC ACCESSIBILITY 
O V E R V I E W  

“In 1998, Congress amended the Rehabilitation Act of 1973 to 

require Federal agencies to make their electronic and 

information technology (EIT) accessible to people with 

disabilities. Inaccessible technology interferes with an ability to 

obtain and use information quickly and easily. Section 508 was 

enacted to eliminate barriers in information technology, open new 

opportunities for people with disabilities, and encourage 

development of technologies that will help achieve these goals.” 

            — section508.gov 
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ELECTRONIC ACCESSIBILITY 
O V E R V I E W  

• Guidance for electronic documents 

• Accessible to persons with disabilities 

o Can be your friend 

o Can be your neighbor 

o Can be a co-worker 

o Can be you 

• Screen reader is the most widely-used tool for accessing documents 
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ELECTRONIC ACCESSIBILITY 
I M A G E S  

§ 1194.22 — 

Web-based intranet and internet information and applications 

“ (a) A text equivalent for every non-text element shall be provided 

(e.g., via "alt", "longdesc", or in element content).” 
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ELECTRONIC ACCESSIBILITY 
I M A G E S  
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ELECTRONIC ACCESSIBILITY 
I M A G E S  

• How to add Alternate Text and place images in-line in Word: 

o http://mine/mine/AD/main/branding/How-to_Alt_Text.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Alt_Text.pdf
http://mine/mine/AD/main/branding/How-to_Alt_Text.pdf
http://mine/mine/AD/main/branding/How-to_Alt_Text.pdf
http://mine/mine/AD/main/branding/How-to_Alt_Text.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
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ELECTRONIC ACCESSIBILITY 
C O L O R  C O N T R A S T  

§ 1194.22 — 

Web-based intranet and internet information and applications 

“(c) Web pages shall be designed so that all information conveyed 

with color is also available without color, for example from context 

or markup.” 

This is an 

example of 

BAD color 

contrast 

This is an 

example of 

GOOD color 

contrast 

This is an 

example of 

BAD color 

contrast 

This is an 

example of 

GOOD color 

contrast 

Does not pass 

standards: 

Passes 

standards: 

This is an 

example of 

BAD color 

contrast 

This is an 

example of 

GOOD color 

contrast 
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ELECTRONIC ACCESSIBILITY 
C O L O R  C O N T R A S T  T O O L  

www.webaim.org/resources/contrastchecker 

http://www.webaim.org/resources/contrastchecker
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ELECTRONIC ACCESSIBILITY 
P A R A G R A P H  S P A C I N G  

“When paragraphs are formatted with styles, it is (a) easier for 

screen reader users to navigate, and (b) they have less keys to 

press. When paragraph line spacing is done incorrectly with 

multiple ‘carriage return’ (¶) characters, screen readers hear 

‘Blank… Blank… Blank…’ for each line.” 

            — section508.gov 
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ELECTRONIC ACCESSIBILITY 
P A R A G R A P H  S P A C I N G  
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ELECTRONIC ACCESSIBILITY 
P A R A G R A P H  S P A C I N G  

• How to format paragraph spacing in Word: 

o http://mine/mine/AD/main/branding/How-to_Paragraph_Spacing.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Paragraph_Spacing.pdf
http://mine/mine/AD/main/branding/How-to_Paragraph_Spacing.pdf
http://mine/mine/AD/main/branding/How-to_Paragraph_Spacing.pdf
http://mine/mine/AD/main/branding/How-to_Paragraph_Spacing.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf


Slide 33 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

ELECTRONIC ACCESSIBILITY 
S T Y L E S :  E V E R Y T H I N G  N E E D S  A  “ T A G ”  
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ELECTRONIC ACCESSIBILITY 
S T Y L E S :  E V E R Y T H I N G  N E E D S  A  “ T A G ”  

• How to format styles in Word: 

o http://mine/mine/AD/main/branding/How-to_Styles.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Styles.pdf
http://mine/mine/AD/main/branding/How-to_Styles.pdf
http://mine/mine/AD/main/branding/How-to_Styles.pdf
http://mine/mine/AD/main/branding/How-to_Styles.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
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ELECTRONIC ACCESSIBILITY 
C O N T E X T :  P A G E  N U M B E R S ,  W E B S I T E S ,  E T C .  

§ 1194.22 — 

Web-based intranet and internet information and applications 

“ (a) A text equivalent for every non-text element shall be provided (e.g., via 

"alt", "longdesc", or in element content).” 
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ELECTRONIC ACCESSIBILITY 
H E A D E R S  /  F O O T E R S   &   T E X T  B O X E S  

• Headers/Footers: 

o Word: does not show up on PDF reading order 

o PowerPoint: master slide does show up on PDF reading order 

 

• Text boxes: 

o Word: does not show up on PDF reading order 

o PowerPoint: master slide does show up on PDF reading order 



Slide 37 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

ELECTRONIC ACCESSIBILITY 
H E A D E R S  /  F O O T E R S   &   T E X T  B O X E S  

• How to handle text boxes in Word: 

o http://mine/mine/AD/main/branding/How-to_Text_Boxes.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Text_Boxes.pdf
http://mine/mine/AD/main/branding/How-to_Text_Boxes.pdf
http://mine/mine/AD/main/branding/How-to_Text_Boxes.pdf
http://mine/mine/AD/main/branding/How-to_Text_Boxes.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf


Slide 38 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

POWERPOINT 
S L I D E  M A S T E R  

“PowerPoint’s version of headers and footers”; info that goes on every slide, 

and is OK to use for accessibility, and is, in fact, encouraged 
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POWERPOINT 
S L I D E  M A S T E R  

• How to use PowerPoint’s slide master tool: 

o http://mine/mine/AD/main/branding/How-to_Slide_Master.pdf 

o Note: this is an excerpt of IST’s Introduction to Accessible PowerPoint 

to PDF Documents 

http://mine/mine/AD/main/branding/How-to_Slide_Master.pdf
http://mine/mine/AD/main/branding/How-to_Slide_Master.pdf
http://mine/mine/AD/main/branding/How-to_Slide_Master.pdf
http://mine/mine/AD/main/branding/How-to_Slide_Master.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/PowerPointToPDFAccessibleDocs.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/PowerPointToPDFAccessibleDocs.pdf
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ELECTRONIC ACCESSIBILITY 
T A B L E S  

• Tables: only for tabulated data, not formatting 

Data Table 

 Column 0 Column 1 Column 2 Column 3 

Row A Data 1A Data 2A Data 3A 

Row B Data 1B Data 2B Data 3B 

Row C Data 1C Data 2C Data 3C 

Row D Data 1D Data 2D Data 3D 

Row E Data 1E Data 2E Data 3E 

o “Tabulated data” can be presented in a table because it is ordered 

using columns and rows: 
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ELECTRONIC ACCESSIBILITY 
H E A D E R S  /  F O O T E R S   &   T E X T  B O X E S  

• How to handle tables in Word: 

o http://mine/mine/AD/main/branding/How-to_Tables.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Tables.pdf
http://mine/mine/AD/main/branding/How-to_Tables.pdf
http://mine/mine/AD/main/branding/How-to_Tables.pdf
http://mine/mine/AD/main/branding/How-to_Tables.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
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ELECTRONIC ACCESSIBILITY 
P D F  R E A D I N G  O R D E R  

• When saving as a PDF, “reading order” is sometimes not as intended 

o i.e. the order with which a screen reader reads out loud items 

(images, text, tables, etc.) on the page 

• Need to change reading order in Acrobat 

• Drag and drop items in panel to re-arrange order 
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ELECTRONIC ACCESSIBILITY 
H E A D E R S  /  F O O T E R S   &   T E X T  B O X E S  

• How to touch up reading order in Acrobat Professional: 

o http://mine/mine/AD/main/branding/How-to_Reading_Order.pdf 

o Note: this is an excerpt of IST’s Producing Accessible Word and PDF 

Documents 

http://mine/mine/AD/main/branding/How-to_Reading_Order.pdf
http://mine/mine/AD/main/branding/How-to_Reading_Order.pdf
http://mine/mine/AD/main/branding/How-to_Reading_Order.pdf
http://mine/mine/AD/main/branding/How-to_Reading_Order.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
http://mine/mine/IS/Main/NewsletterLinks/Training/Additional_Training_Materials/ProducingWordPDFDocsFinalV2.0.pdf
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RESOURCES 



Slide 46 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

RESOURCES 
M I N E  

http://mine/mine/AD/main/branding/welcome.cfm 

• Logo branding site on the MINE 

o Tabs at top for easy navigation 

o Easy to download templates, 

logos, etc. 

o Color contrast compatibility 

o Photo bank (incl. credits) 

o Links to IST resources 

http://mine/mine/AD/main/branding/welcome.cfm
http://mine/mine/AD/main/branding/welcome.cfm


Slide 47 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

RESOURCES 
O P E N  L A B  

• IST/CAO will host open labs to assist with specific questions on template 

use, customization, formatting, and Section 508 compliance 

o Third Wednesday of each month 

o Beginning on May 21, and lasting tentatively through December 

o 9:00 – 10:00 am 

o IST Training Room (271) 

• Each lab can accommodate up to 10 people 

• Register with Dennise Colla or Cathy Boffi in order to attend an open lab 

• Note: If no one is signed up to attend in any particular month, that month's 

lab will be cancelled. 



Slide 48 

County Administrator’s Office 
County Template Orientation 
Board Chambers 
May 8 and 21, 2014 

QUESTIONS?  COMMENTS?  CONCERNS? 
L E T  U S  K N O W !  

branding@marincounty.org 

mailto:branding@marincounty.org
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WEBSITE 

http://mine/mine/AD/main/branding/welcome.cfm 

http://mine/mine/AD/main/branding/welcome.cfm
http://mine/mine/AD/main/branding/welcome.cfm


County Administrator’s Office 
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Suite 325 
San Rafael, CA 94903 
415 473 6358 T 
marincounty.org/cao 

05.08,21.14 

  THANK YOU 

  

Photo Credit: Jeff Wong 


