Quality Assurance Guidelines and Best Practices for Graphic Design

The pillars of quality assurance at RCCD are: Consistency, Clarity, and Credibility. These three Cs
are the guiding principles that help us maintain and improve the quality of graphic design.

Consistency: Is this consistent with the overall brand of the College or District?

Clarity: Is this legible, and clearly defined as a piece representing the College and
District?

Credibility: Does this piece professionally represent the College or District?

These Quality Assurance Guidelines are not just about detecting defects but setting a standard
for visual communications.

Brand Guide locations
e MVC: mvc.edu/admin/brand
e NC: norcocollege.edu/about/president/mustangcorner/identity.html
e RCC: rcc.edu/brand
e RCCD: rccd.edu/branding
e Writing Style Guide:
rccd.edu/admin/iaed/sc/documents/guidelines/RCCD Writing Style Guide.pdf

Guidelines:
e Appropriate use of LOGOS
o Not stretched
Not pixelated
Not cropped or cut off
Not too big as to compete with other design elements
Not skewed or tilted
Legible
Correct color
= Reversed logo on dark background
=  Full color logo on light background
= Not used on a busy background
= Transparent png used so that there is not a white box around logo
o Correct version of logo used
= Do not use college seal unless the piece is for ceremonial purposes
* Do not use celebratory logos such as “30t™, 100t", etc., unless applicable.
(ie, do not use the 100t celebration logo in the 102" year)
o Consult individual college brand guides for use of:
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http://mvc.edu/admin/brand
http://norcocollege.edu/about/president/mustangcorner/identity.html
http://rcc.edu/brand
http://rccd.edu/branding
https://rccd.edu/admin/iaed/sc/documents/guidelines/RCCD_Writing_Style_Guide.pdf

= Monogram logo

=  Sub-branded logos

= Sizing and spacing
o Correct amount of clear space around the logo is maintained (see brand guides)
o Correct use of logos in conjunction with other logos.

= Do not use multiple College co-brands together, rather just use the

College logo.
= Follow logo usage guidelines for the other brands on the piece.

Appropriate use of COLORS
o College signature colors

o RCC:
= Qrange
e CMYK:0,79,100,0
e RGB:255,90,0
e PMSO021
o Norco:
= (Claret

e CMYK: 29, 100, 83, 31
e RGB: 137, 23,40
e HEX: #891728
= Burgundy
e CMYK: 42,90, 72,65
e RGB:78,7,21
e HEX: #4E0715

e CMYK: 100, 35, 48, 12
e RGB: 0,114,125
e HEX: #00727D
e PMS322
o For secondary colors codes, see individual brand guide.

Appropriate use of CONTRAST
o Ensure minimum AA accessibility contrast is used with all text and logos
o Constrast Checker: tpgi.com/color-contrast-checker

Appropriate use of FONTS
o Seeindividual brand guides for recommended fonts
o If non-sanctioned fonts are used in a design for a College or District, make sure
the fonts are legible, and/or are not stretched and skewed in unpleasing ways.
o Limit the number of fonts on a piece to 2-3, unless it makes sense for the design.


https://www.tpgi.com/color-contrast-checker/

EMPHASIS
o Ensure an appropriate hierarchy of information is used.
o Visually emphasize the most important elements with size, weight, contrast,
position, etc.

TEXT and CONTENT

o Text should be accurate, consistent, free from typos, and adhere to the District
Writing Style Guide.

o Ensure the correct spelling of all names and titles, proper formatting of dates
and times, and inclusion of a call to action and contact information when
appropriate.

o Jobs with more than 1 paragraph of text should be proofed by the PAO and/or
the RCCD Proofreader

Appropriate use of DISCLAIMERS
o Verbiage for all disclaimers, aside from the Strong Workforce Disclaimer, can be
found here: rccd.edu/branding/Disclaimers.html
o According to the U.S. Department of Education, discrimination disclaimers should
be added to any college related recruitment piece distributed to students and/or
the community. Example: marketing pieces that encourage people to
enroll/apply in school or a program. Contact the District's General Counsel at
(951) 222-8001 for questions about usage and legality.
= The Standard Disclaimer
e The standard disclaimer (either long or short) should be used on
any material that is used for recruitment purposes for either
existing students or the community.
= The Activity Disclaimer
e Include disclaimer on flyers relating to District or College events.
Example: Feed America concert, Harvest Festival, Read 2 Succeed,
Art Gallery exhibits, etc.
= The Financial Aid Disclaimer
e Include disclaimer on flyers, brochures, pamphlets relating to
financial aid.
= The Perkins I-C Disclaimer
e Include abbreviated disclaimer on Perkins grants flyers and
brochures.
e Include full disclaimer on Perkins specific flyers, handbooks,
booklets where space is not an issue.
= The Strong Workforce Disclaimer
e Include on any piece promoting a project that was funded by
Strong Workforce funds.



o This project was funded fully or in part by PO7 Job
Developer regional project of Strong Workforce
Program awarded to Riverside Community College District
(RCCD) and administered by the California Community
Colleges Chancellor’s Office. RCCD complies with all
federal and state rules and regulations and is committed
to providing access and reasonable accommodation to all
District programs and activities. Accommodations for
persons with disabilities may be requested by contacting
the program/event organizer. The following person has
been designated to handle inquiries for this
event: Meriel Anderson-McDade, CTE Employment
Placement Office 951-222-8486. Requests received
after 11/27/19 will be honored whenever possible.

o Disclaimers must be no smaller than 6pt and in a sans serif font such as Helvetica
or Arial.

o Disclaimers may be added to printed pieces if necessary and space allows. If a
document is not editable, the originator will be notified of the needed
correction(s).

Print-Ready File Prep
e Appropriate Bleeds
o Bleeds of .125” should be included whenever the design extends to the edge of
the printed page. Printing Services has software that can generate bleeds in
many instances.
e Appropriate Margins
o Pieces should be designed in such a way so that text and content is at least .25”
from the edge of the page
e Correct Size
o Documents should be sized to match the requested output, or the correct
proportions to be scaled to fit. Enlarging documents will reduce the resolution of
the content and may result in visible pixelation or blurriness.
e Files
o Print-ready file should be the final approved version and PDF format.
e Appropriate copyright
o If the piece was obviously produced by an outside organization (ie: open source
textbooks, CSEA materials, CCC materials, theatre production song books) make
sure there is a clear designation on the piece that it is allowed to be printed by a
third party, or obtain written consent to print from client.

This document will be reviewed and updated as needed. The current version is posted online -
https://rccd.edu/admin/iaed/sc/Guidelines.html



https://rccd.edu/admin/iaed/sc/Guidelines.html

