


PRESERVING OUR STORY THROUGH BRAND STANDARDS

The intent of the Kentucky State University Editorial Style Guide is to serve as an effective resource for communicators 

across the campus community to establish consistency in editorial style for websites, print publications, social media and 

more. Our foremost goals are clarity, consistency and tone, ensuring we speak in one voice.

Generally speaking, these style guidelines are written for use in narrative copy — complete sentences and paragraphs as you’d 
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ATHLETICS LOGO
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PMS 5773 C

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

137  144  10148  32  69  7 899065

PRIMARY

PRESIDENT

10

PMS 349 C

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

0  105  5690  33  99  25 006938

10

PMS 803 C

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

255  231  260  6  93  0 ffe71a

10

PMS Cool Gray 1 C

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

226  225  22110  8  10  0 e2e1dd

10

PMS Warm Gray 11 C

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

104  92  8354  55  60  28 685c53

10

PMS 8383 M

20 30 40 50 60 70 80 90 10 20 30 40 50 60 70 80 90

CMYK RGB HEXRoot color

158  138  8237  39  73  8 9e8a59
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BRAND COLORS

Controlling the consistent use of color in all applications is crucial to maintaining the power of the brand. 

The standard for matching color across various applications is the Pantone Matching System (PMS). 
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WEBSITE

For many, the website serves as their introduction to Kentucky State University, and a great University website leaves a strong, 

�S�R�V�L�W�L�Y�H���¾�U�V�W���L�P�S�U�H�V�V�L�R�Q���Z�L�W�K���Z�H�E�V�L�W�H���Y�L�V�L�W�R�U�V�����.�H�Q�W�X�F�N�\���6�W�D�W�H�µ�V���:�H�E���S�U�H�V�H�Q�F�H���P�X�V�W���F�R�P�P�X�Q�L�F�D�W�H���L�Q���D���F�O�H�D�U���D�Q�G���F�R�Q�V�L�V�W�H�Q�W���P�D�Q�Q�H�U���W�K�H��

�8�Q�L�Y�H�U�V�L�W�\�µ�V���P�L�V�V�L�R�Q�����Y�L�V�L�R�Q�����D�Q�G���R�X�W�V�W�D�Q�G�L�Q�J���F�K�D�U�D�F�W�H�U�L�V�W�L�F�V�����7�R���P�H�H�W���W�K�L�V���J�R�D�O�����W�K�H���2�I�¾�F�H���R�I���,�Q�I�R�U�P�D�W�L�R�Q���7�H�F�K�Q�R�O�R�J�\���K�D�V���G�H�Y�H�O�R�S�H�G��

a template for use by content managers at the University. The website template gives content managers across the University an easy 

way to build pages that have the look and feel of Kentucky State’s homepage.

The University’s website template also gives content managers a solid foundation for building websites that are Web-standards 

compliant, accessible to people with disabilities, and compliant with the University’s visual identity standards. For additional 

�L�Q�I�R�U�P�D�W�L�R�Q�����F�R�Q�W�D�F�W���W�K�H���2�I�¾�F�H���R�I���,�Q�I�R�U�P�D�W�L�R�Q���7�H�F�K�Q�R�O�R�J�\���D�W�����������������������������R�U���H�P�D�L�O���K�H�O�S�G�H�V�N�#�N�\�V�X���H�G�X��

HOMEPAGE
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�4�0�$�*�" �-���.�&�%�*�"

�,�F�O�U�V�D�L�Z���4�U�B�U�F���T���W�P�J�D�F���J�O���U�I�F���T�P�D�J�B�M���N�F�E�J�B���F�O�W�J�S�P�O�N�F�O�U���J�T���T�J�N�J�M�B�S���U�P���J�U�T���T�U�Z�M�F���J�O���Q�V�C�M�J�D�B�U�J�P�O�T���‰���D�P�O�W�F�S�T�B�U�J�P�O�B�M��� �D�P�V�S�B�H�F�P�V�T���

�G�S�J�F�O�E�M�Z��� �B�O�E�� �B�Q�Q�S�P�B�D�I�B�C�M�F���� �4�P�D�J�B�M�� �N�F�E�J�B�� �F�O�I�B�O�D�F�T�� �D�P�N�N�V�O�J�D�B�U�J�P�O��� �F�O�H�B�H�F�N�F�O�U��� �D�P�M�M�B�C�P�S�B�U�J�P�O��� �B�O�E�� �J�O�G�P�S�N�B�U�J�P�O�� �F�Y�D�I�B�O�H�F��

�J�O���T�V�Q�Q�P�S�U���P�G���U�I�F���6�O�J�W�F�S�T�J�U�Z���T���N�J�T�T�J�P�O�����" �D�B�E�F�N�J�D���B�O�E���B�E�N�J�O�J�T�U�S�B�U�J�W�F���V�O�J�U�T���P�G���U�I�F���6�O�J�W�F�S�T�J�U�Z���N�V�T�U���T�F�F�L���Q�F�S�N�J�T�T�J�P�O���G�S�P�N���U�I�F��

�%�J�W�J�T�J�P�O�� �P�G�� �*�O�T�U�J�U�V�U�J�P�O�B�M�� �"�E�W�B�O�D�F�N�F�O�U�� �B�O�E�� �&�Y�U�F�S�O�B�M�� �3�F�M�B�U�J�P�O�T�� �Q�S�J�P�S�� �U�P�� �F�N�C�B�S�L�J�O�H�� �P�O��S�D �P�
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TRADEMARK AND LICENSING
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�5�3�" �%�&�.�" �3�, ���"�/�%���-�*�$�&�/�4�*�/�(

�5�I�F���,�F�O�U�V�D�L�Z���4�U�B�U�F���6�O�J�W�F�S�T�J�U�Z���5�S�B�E�F�N�B�S�L�T���B�O�E���-�J�D�F�O�T�J�O�H���1�S�P�H�S�B�N���J�T���B�E�N�J�O�J�T�U�F�S�F�E���C�Z���U�I�F���%�J�W�J�T�J�P�O���P�G���*�O�T�U�J�U�V�U�J�P�O�B�M���"�E�W�B�O�D�F�N�F�O�U���B�O�E��

�&�Y�U�F�S�O�B�M���3�F�M�B�U�J�P�O�T�����8�F���B�M�M���Q�S�P�U�F�D�U����Q�S�P�N�P�U�F���B�O�E���Q�S�F�T�F�S�W�F���U�I�F���F�Y�D�M�V�T�J�W�F���J�O�U�F�M�M�F�D�U�V�B�M���Q�S�P�Q�F�S�U�Z���S�J�H�I�U�T���P�G���U�I�F���6�O�J�W�F�S�T�J�U�Z���T���O�B�N�F����M�P�H�P�T���

�T�M�P�H�B�O�T����D�P�M�P�S�T����N�B�T�D�P�U���O�B�N�F����U�S�B�E�F�N�B�S�L�T����T�F�S�W�J�D�F���N�B�S�L�T���B�O�E���P�U�I�F�S���J�O�E�J�D�J�B���S�F�M�B�U�F�E���U�P���,�F�O�U�V�D�L�Z���4�U�B�U�F����J�U�T���Q�S�P�H�S�B�N�T���B�O�E���T�F�S�W�J�D�F�T����B�O�E��

�J�U�T���B�U�I�M�F�U�J�D���U�F�B�N�T���	�D�P�M�M�F�D�U�J�W�F�M�Z����U�I�F���i�N�B�S�L�T�w�
��

�5�I�F���6�O�J�W�F�S�T�J�U�Z���P�X�O�T���B�M�M���S�J�H�I�U�T���J�O���U�I�F���N�B�S�L�T����B�O�E���U�I�F���N�B�S�L�T���N�B�Z���O�P�U���C�F���V�T�F�E���G�P�S���B�O�Z���Q�V�S�Q�P�T�F���X�J�U�I�P�V�U���U�I�F���B�E�W�B�O�D�F���X�S�J�U�U�F�O���Q�F�S�N�J�T�T�J�P�O��

�P�G���,�F�O�U�V�D�L�Z�� �4�U�B�U�F���� �4�V�D�I�� �V�T�F�T�� �N�B�Z�� �J�O�D�M�V�E�F��� �C�V�U���B�S�F�� �O�P�U���M�J�N�J�U�F�E���U�P��� �D�P�N�N�F�S�D�J�B�M���V�T�F��� �B�E�W�F�S�U�J�T�J�O�H���B�O�E���Q�S�P�N�P�U�J�P�O��� �N�B�S�L�F�U�J�O�H��� �Q�S�P�E�V�D�U��

�N�B�O�V�G�B�D�U�V�S�F���B�O�E���T�B�M�F�T����G�V�O�E�S�B�J�T�J�O�H����T�Q�P�O�T�P�S�T�I�J�Q����B�O�E���T�F�S�W�J�D�F�T��

�5�I�F���U�F�B�N���X�P�S�L�T���D�M�P�T�F�M�Z���B�O�E���J�O���Q�B�S�U�O�F�S�T�I�J�Q���X�J�U�I���$�-�$���U�P���N�P�O�J�U�P�S���D�P�N�N�F�S�D�J�B�M���B�O�E���J�O�U�F�S�O�B�M���V�T�F���P�G���U�I�F���N�B�S�L�T��

�*�O�E�J�W�J�E�V�B�M�T����H�S�P�V�Q�T���B�O�E���P�S�H�B�O�J�[�B�U�J�P�O�T����C�P�U�I���P�O���B�O�E���P�G�G���D�B�N�Q�V�T����T�F�F�L�J�O�H���U�P���V�T�F���B�O�Z���W�F�S�T�J�P�O���P�G���U�I�F���6�O�J�W�F�S�T�J�U�Z���T���N�B�S�L�T���N�V�T�U���I�B�W�F���Q�S�J�P�S��

�B�Q�Q�S�P�W�B�M���B�O�E���U�I�F���J�U�F�N���N�V�T�U���C�F���Q�V�S�D�I�B�T�F�E���G�S�P�N���B�O���P�G�G�J�D�J�B�M���$�-�$���M�J�D�F�O�T�F�F�����*�O���B�E�E�J�U�J�P�O����B�M�M���W�F�O�E�P�S�T���B�O�E���H�S�P�V�Q�T���N�V�T�U���I�B�W�F���U�I�F�J�S���B�S�U�X�P�S�L��

�B�Q�Q�S�P�W�F�E���Q�S�J�P�S���U�P���Q�S�P�E�V�D�U�J�P�O�����5�I�J�T���B�M�T�P���J�O�D�M�V�E�F�T���T�B�M�F���U�P���6�O�J�W�F�S�T�J�U�Z���E�F�Q�B�S�U�N�F�O�U�T����D�B�N�Q�V�T���P�S�H�B�O�J�[�B�U�J�P�O�T���B�O�E���S�F�D�P�H�O�J�[�F�E���B�M�V�N�O�J���D�M�V�C�T��

�B�O�E���P�S�H�B�O�J�[�B�U�J�P�O�T�����1�S�P�N�P�U�J�P�O�T���B�O�E���B�E�W�F�S�U�J�T�J�O�H���B�S�F���J�O�D�M�V�E�F�E���B�T���X�F�M�M��

�#�F�G�P�S�F���B�O���J�O�E�J�W�J�E�V�B�M���P�S���C�V�T�J�O�F�T�T���N�B�Z���V�T�F���,�F�O�U�V�D�L�Z
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Tinos Regular
�$�D�%�E�&�F�'�G�(�H�)�I�*�J�+�K�,�L�-�M�.�N�/�O�0�P�1�Q�2�R�3�S�4�T�5�U�6�V�7�W�8�X�9�Y�:�Z�;�[�<�\�=�]����������������������

Tinos Italic
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Tinos Bold
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Tinos Bold Italic
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans Regular
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans Regular Italic
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans Bold
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans Bold Italic
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans ExtraBold
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

Nunito Sans ExtraBold Italic
AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz 1234567890

BRAND FONTS

Tinos



�, �4�6���#�3�"�/�%���4�5�"�/�%�"�3�%�4

18

KENTUCKY STATE UNIVERSITY EDITORIAL STYLEBOOK

The intent of the Kentucky State University Editorial Style Guide is to serve as an effective resource for communicators across the 

campus community to establish consistency in editorial style for websites, print publications, social media and more. Our foremost 
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ABBREVIATIONS AND ACRONYMS
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ALUMNI, ALUMNAE, ALUMNUS, ALUMNA

�$�O�X�P�Q�L��

plural, masculine; 

 preferred plural form when referring to both men and women 

�$�O�X�P�Q�D�H��

plural, feminine 

�$�O�X�P�Q�X�V��

 singular, masculine

�$�O�X�P�Q�D����

 singular, feminine 

�$�O�X�P���$�O�X�P�V����

Do not use the informal “alum” or “alums” unless part of a direct quotation or via social media. 

ALUMNI DESIGNATIONS

For external audiences, do not use abbreviations or possessive numerals for class year, parent designations or for any other 

�.�H�Q�W�X�F�N�\���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���D�I�¾�O�L�D�W�L�R�Q�V���R�U���K�R�Q�R�U�V�����,�Q�V�W�H�D�G���L�Q�F�O�X�G�H���W�K�L�V���L�Q�I�R�U�P�D�W�L�R�Q���L�Q���F�R�S�\���D�V���U�H�O�H�Y�D�Q�W���D�Q�G���Q�H�F�H�V�V�D�U�\��

�' �L�D�Q�H���6�P�L�W�K�����D�������������J�U�D�G�X�D�W�H���R�I���.�H�Q�W�X�F�N�\���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���D�Q�G���S�D�U�H�Q�W���R�I���W�Z�R���F�X�U�U�H�Q�W���V�W�X�G�H�Q�W�V�����L�V���L�Q���F�K�D�U�J�H���R�I���W�K�H��

�K�R�P�H�F�R�P�L�Q�J���F�R�P�P�L�W�W�H�H�����Q�R�W���'�L�D�Q�H���6�P�L�W�K���µ�����ª����

�' �L�D�Q�H���6�P�L�W�K���R�I���W�K�H���&�O�D�V�V���R�I�������������L�V���L�Q���F�K�D�U�J�H���R�I���W�K�H���K�R�P�H�F�R�P�L�Q�J���F�R�P�P�L�W�W�H�H��

�6�H�H���D�O�V�R����“class years”

For 
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AMPERSANDS

�'�R���Q�R�W���X�V�H���D�Q���D�P�S�H�U�V�D�Q�G���X�Q�O�H�V�V���L�W���L�V���D�Q���R�I�¾�F�L�D�O���S�D�U�W���R�I���D���I�R�U�P�D�O���Q�D�P�H�����2�W�K�H�U�Z�L�V�H�����V�S�H�O�O���²�D�Q�G�³��

H & R Block

Dolce & Gabbana

College of Business and Computational Sciences

BOARDS, COMMITTEES AND OTHER FORMALLY ORGANIZED GROUPS

�&�D�S�L�W�D�O�L�]�H���.�H�Q�W�X�F�N�\���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���%�R�D�U�G���R�I���5�H�J�H�Q�W�V���R�Q���¾�U�V�W���U�H�I�H�U�H�Q�F�H�����W�K�H���%�R�D�U�G���R�Q���V�H�F�R�Q�G���D�Q�G���V�X�E�V�H�T�X�H�Q�W���U�H�I�H�U�H�Q�F�H�V����

Lowercase all other University board of directors.

BULLETS

Treat all items within a bulleted list consistently in terms of capitalization, punctuation and sentence structure. Treat all bulleted lists 

consistently within a document. Do not use periods after each item in a list if the items are not complete sentences.

�6�K�H���P�X�V�W���S�D�V�V���W�K�H���I�R�O�O�R�Z�L�Q�J���H�[�D�P�V��

• chemistry

• history

• African American studies

When bulleted items contain complete sentences, use a period after each bullet in the list and capitalize the beginning of each 

sentence.

CAPTIONS

Do not use periods at the end of captions that are not complete sentences.

CLASS YEARS
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COMMAS

Kentucky State’s style does not call for use of the serial Oxford comma. Therefore, use commas to separate elements in a series, 

but do not put a comma before “and” or “or” in a simple series. 

 His favorite color is green, gold or gray.

�,�Q�F�O�X�G�H���D���F�R�P�P�D���L�I���F�O�D�U�L�¾�F�D�W�L�R�Q���F�D�O�O�V���I�R�U���L�W�����L�Q�F�O�X�G�L�Q�J���Z�K�H�Q���D�Q���H�O�H�P�H�Q�W���Z�L�W�K�L�Q���D���V�H�U�L�H�V���F�R�Q�W�D�L�Q�V���D���F�R�Q�M�X�Q�F�W�L�R�Q��

 My favorite foods are pizza, soup and salad, and green beans.

�8�V�H���D���F�R�P�P�D���W�R���V�H�S�D�U�D�W�H���L�Q�G�H�S�H�Q�G�H�Q�W���F�O�D�X�V�H�V���M�R�L�Q�H�G���E�\���D���F�R�Q�M�X�Q�F�W�L�R�Q��

 The
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DECADES

�1�R���D�S�R�V�W�U�R�S�K�H���Z�K�H�Q���S�O�X�U�D�O��

 1980s

 Mid-1990s

Use apostrophe for abbreviated years

�µ�����V

’70s 

 ’80s

DEPARTMENTS, DIVISIONS AND OFFICES

Lowercase when used informally; uppercase when used formally or when needed for clarity.

�%�S�����5�B�O���X�P�S�L�T���G�P�S���U�I�F���I�J�T�U�P�S�Z���E�F�Q�B�S�U�N�F�O�U��

�5�I�F���%�J�W�J�T�J�P�O���P�G���*�O�T�U�J�U�V�U�J�P�O�B�M���"�E�W�B�O�D�F�N�F�O�U���B�O�E���&�Y�U�F�S�O�B�M���3�F�M�B�U�J�P�O�T���J�T���D�P�P�S�E�J�O�B�U�J�O�H���T�U�B�G�G��

�B�Q�Q�S�F�D�J�B�U�J�P�O����

�$�O�O���R�I�¾�F�H�V���R�U���V�H�U�Y�L�F�H���D�U�H�D�V���V�K�R�X�O�G���E�H���U�H�I�H�U�U�H�G���W�R���D�V���R�I�¾�F�H���R�I

�2�I�¾�F�H���R�I���W�K�H���3�U�H�V�L�G�H�Q�W��

�2�I�¾�F�H���R�I���W�K�H���*�H�Q�H�U�D�O���&�R�X�Q�V�H�O

DIRECTIONS AND REGIONS

�/�R�Z�H�U�F�D�V�H���F�R�P�S�D�V�V���G�L�U�H�F�W�L�R�Q�����&�D�S�L�W�D�O�L�]�H���Z�R�U�G�V���W�K�D�W���G�H�Q�R�W�H���V�S�H�F�L�¾�F���U�H�J�L�R�Q�V��

Sara drove west.

She moved from the North and went to a university in the Southeast.

DISABLED, DISABILITY

�,�Q�� �J�H�Q�H�U�D�O���� �X�V�H�� �S�H�R�S�O�H���¾�U�V�W�� �O�D�Q�J�X�D�J�H���� �V�X�F�K�� �D�V�� �²�V�W�X�G�H�Q�W�V�� �Z�L�W�K�� �G�L�V�D�E�L�O�L�W�L�H�V�³�� �L�Q�V�W�H�D�G�� �R�I�� �²�G�L�V�D�E�O�H�G�� �V�W�X�G�H�Q�W�V���³�� �'�R�� �Q�R�W�� �G�H�V�F�U�L�E�H�� �D�Q��

�L�Q�G�L�Y�L�G�X�D�O���D�V���G�L�V�D�E�O�H�G���X�Q�O�H�V�V���L�W���L�V���F�O�H�D�U�O�\���S�H�U�W�L�Q�H�Q�W���W�R���D���V�W�R�U�\�����,�I���D���G�H�V�F�U�L�S�W�L�R�Q���P�X�V�W���E�H���X�V�H�G�����U�H�I�H�U���W�R���D���S�H�U�V�R�Q�µ�V���V�S�H�F�L�¾�F���F�R�Q�G�L�W�L�R�Q����

�5�H�I�H�U���W�R���L�Q�G�L�Y�L�G�X�D�O�V���D�V���²�X�V�L�Q�J�³���D���Z�K�H�H�O�F�K�D�L�U�����Q�R�W���D�V���²�F�R�Q�¾�Q�H�G�³���W�R���D���Z�K�H�H�O�F�K�D�L�U��

He has Cerebral Palsy.

Lauren has used a wheelchair since age 10.

DORMITORY

Residence hall is preferred.

E.G.

An abbreviation meaning for example. It is always followed by a comma.

EMAIL

Never hyphenate.

ETC.

Avoid except within parenthetical expressions.
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Use AP style in stories about people who identify as neither male nor female and who ask not to be referred to as he/she/him/

her. Use the person’s name in place of a pronoun or otherwise reword the sentence, whenever possible. If the use of they/them/

their is essential, explain in the text that the person prefers a gender-neutral pronoun. Be sure that the phrasing does not imply 

more than one person.












