
publications/reprographics &
 graphics

 standards

UIDE a
to

UNLV

g



Table of Contents
Importance of Graphic Standards . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1

Publications/Reprographics Overview  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

Publications Office  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

Tips for Desktop Publishing  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5

Reprographics  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Copy Centers  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

Reprographics Policies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7

Equipment and Paper  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Course Packs (APS) and Copyright Clearance  . . . . . . . . . . . . . . . . . . . . . . . . . 9

Graphic Standards  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10

Logo Use  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11

University/State Seal  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13

Chronicle of Higher Education Ads  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14

Affirmative Action Statement  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14

Letterhead & Envelopes  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15

Business Cards  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17

World Wide Web Guidelines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 18



1

January 1999

With the understanding and cooperation of the campus community, the university has established a
strong visual image over the last few years with our logo — our educational marketing brand. As we
continue to improve our position in the marketplace, it is imperative we maintain a strong visual image in
all mediums (print, television, Internet/WWW).

The proper use of the logo transcends individual preferences. The university, like any large entity, strives
to achieve economies of scale. As a state institution funded by Nevada taxpayers, UNLV must establish
cost-effective policies for printing which take precedence over individual tastes. We need your continued
cooperation to make these standards effective.

We hope you find this booklet, which describes our services as well as university graphic standards,
helpful.

Sincerely,

Les Raschko
Director, Publications/Reprographics
WWW Home Page Administrator

P.S.
Our satellite copy center at the Boyd School of Law opened in Fall 1998. Our support of the law schools’
copying needs will continue on site, and plans are being finalized to move the center with the school
when it returns to the main campus in 2000.

Upon completion of the Lied Library, Reprographics will move its current full-service copy center to the
main floor of the new library. Our services will expand and convenience to the academic community will
improve tremendously. We have and will continue to work with the library staff and Office of Information
Technology to create a digital library environment that will support and enhance the educational,
teaching, and research activities of UNLV.

Publications/Reprographics
4505 Maryland Parkway • Box 451049 • Las Vegas, Nevada 89154-1049

(702) 895-3101 • Fax (702) 895-4057
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Publications/Reprographics, located in the center of campus by the Lied Library,
serves the university community in a variety of ways. We’re your campus
consultant for:
� project coordination
� graphic design
� quick printing
� color copying 
� offset printing
� print outsourcing
� custom course packets (Academic Printing Services) 
� APS copyright approval
� university standards and graphics 

The Publications Office coordinates and designs major university publications
including catalogs, class schedules, and student recruitment materials. In addition, each year we
lay out and design hundreds of brochures, flyers, newsletters, posters, booklets, reports, and a
variety of other materials for the campus community.

We do publications consulting — call ext. 3213
We make recommendations to help you get started on a new project or to help you revise
an old project. We help you plan, show you printed samples of similar publications, and advise
you about how your publication can best be produced within your budget. Our staff works
with you so your material can be presented effectively in print. We also work closely with Mail
Services to help you with current postal regulations that govern how your publications should
be designed for mailing.

Important questions we’ll work with you to answer include: 
� Will your project need to be designed or will you be bringing it camera-ready or on disk?
� Will your project be quick printed (on a high-speed copier) or offset printed (on a press)? 
� What’s the quantity? 
� What type of paper will your project need?
� How many colors of ink do you want or can you afford to use?
� Will the publication require folding, binding, or tabbing? 

These are all questions you’ll be asked so we can determine your technical printing
specifications.
If you request an estimate, we work with Reprographics to get you an estimate on your
printing costs, based on your final printing specifications. This estimate will not include design
costs, which are charged on an hourly basis. We do not give design estimates because there are

publications / reprographics

publications office
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so many variables involved. You should always check with the designer about the time your
project is taking. You’ll need to fill out a Publications/Reprographics Work Order before the
actual work on your project can begin.

FYI - Estimates are good only for a 30-day period because of constantly changing
factors like paper prices. We hesitate to give ball park estimates because each publication is
unique.

We do layout and design 
Our staff of designers develop creative, eye-catching designs for posters, brochures, booklets,
flyers, covers, and newsletters. The designers are experts in computerized page layout and
computer graphics techniques, and understand the realities of offset printing. Have a
professional prepare your important publications for printing for maximum impact and
ease of production.

The layout and design stage is often the longest part of the printing process. You can save time,
money, and headaches by submitting copy to us that has been word processed AND spell
checked.

You have the proof!
As the client, you know your job best and have full responsibility for proofreading copy and
layouts.

Please completely fill out, sign and date the proof slips you receive from Publications. Work
cannot continue until you return the proof slips and proofs.

You can return proofs...
� by fax at 895-4649 (if you’re on a tight deadline or corrections are minor),
� by campus mail (be sure to allow a few days for delivery),
� in person (feel free to drop the proof off at our counter or make an appointment to meet

with the artist if you have extensive revisions that need to be explained),
� or call for a proof pick up at 895-3213.

When will your job be done? 
The time required to produce a publication varies with each project. This is a major reason
planning is so important and why one of the first questions you’ll be asked when you meet
with the publications staff is: “when do you need it?”

Printing is a custom-made product. What appears to the layperson to be a simple task can
actually be a complex process involving considerable time and money. Depending on the
specifications, complexity of your project, and the current production queue the typical
offset job takes seven to ten working days. A quick print (photocopying) project
can take from 1-3 working days. Providing your copy to the Publications staff by e-mail or
on diskette in a word processing software can streamline your project’s production time.



4 UIDE to publications/reprographics & UNLV graphics standards

Help make your job go faster 
We’re happy to handle the creative challenges of your project, but it slows us down if you don’t
have your copy in some kind of digital format. You can send it over on a disk or even e-mail it to
us. Send along a hard copy of your text too, just in case there’s a glitch. Be sure to spell check
your document before you bring it to us. Indicate on your disk or the work order what software
application you’re using, and the document title. In preparing your copy, please remember
these guidelines:
� Leave only one space between sentences.
� When word processing, let your copy wrap automatically from the end of one line to the

beginning of the next.
� Do not type a hard return at the end of the line unless you want to indicate a new

paragraph.
� Do not double space between paragraphs.
� Indent for a new paragraph by tabbing over one tab.
� Type your text in one column.

A note on photography
You may want to use photographs with your publication and should submit them at the same
time that you bring in your copy and work order. If you need photographs taken for your
publication, please contact Creative Services. The Publications Office has only a limited
supply of general campus photos, which may not be appropriate for your publication.

Want to design your own publication?
When producing your own quick print publication, follow these recommendations to keep your
project attractive and easy to read.

1. Keep it simple
Keeping your layout simple, using the “less is more” theory, will help make your publications
easier to read.

2. Avoid multiple typefaces
Do you have more than two or three typefaces that you are using in the same publication? Pick
a type family and stick with it. Try something different for headlines, but use the same typeface
for body copy.

3. White space
If you are placing copy in a box, is there space between the copy and the rule of the box? Is
there plenty of space between columns and around photos? Remember white space is good.
Don’t be afraid of it.
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4. Underlining and other options
Underlining is a carryover from typewriter days and distracts from the readability of the copy.
Use italics and boldface instead. Stay away from the outline and shadow options; they are also
difficult to read.

5. Leading
Leading is the amount of space between lines of type. Using the proper (or automatic) amount
of leading correctly makes your copy easier to read. Here is a good rule to go by—if your point
size is 10, then leading should be 12; point size 24, then leading 26.

6. Quotation marks
There’s a difference between a “printer’s curve” and inch ( " ) and feet ( ' ) marks. Use the printer’s
curve for apostrophes and quotation marks. Check your page layout or word processing
program to activate the “convert quotes” or “smart quotes” option.

7. Hyphenation
If you are laying out your text ragged right, turn the hyphenation feature off. You defeat the
purpose of ragged right if you hyphenate. Do turn on the hyphenation if your text is justified.
Without it, you will get rivers of white space between words.

8. Use the space bar sparingly 
You don’t need the extra space at the end of a sentence with the proportional spacing used in
word processing. Hitting the space bar twice after a period, colon, or semicolon is also an old
habit from typewriter days. For spaces between columns or numbers and text, use tabs rather
than hitting the space bar multiple times.

9. Mailing formats
Ask yourself: how is this going to be mailed? What are the mailing regulations? Check out the
mailing regulations with Mail Services before you begin.

10. Readability
While laying out your publication, look at it. Does it attract your interest or is it crowded and
visually confusing? Would you take the time to read it if it arrived in your mailbox?

These are just a few of the things that help in creating an effective publication. Give us a call;
we’ll point you in the right direction.

If you want to create a publication that will be offset print in two or more colors
of ink, you might want our designers to handle the project. Offset printing and
color jobs require special technical preparation before they can be printed. If you
do decide to design offset jobs yourself, please supply us the negatives.
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Reprographics is responsible for providing all printing needs for the university community
either through our in-plant shop or through procurement from outside sources.

We offer:
� quick printing
� color copying 
� offset printing
� print outsourcing
� stock forms
� bindery services
� custom course packets (Academic Printing Services — APS) 
� pick up and delivery

We do quick printing 
This is usually black ink only and is used primarily for those jobs involving less than 2,000
copies. If you’re on a tight budget, with a fast deadline, this may be the best way to go. These
types of projects are usually brought in “camera-ready,” which means the material is ready to
copy, with no additional design work required.

We do color copying 
Color copies can be cost effective for a color publication you need only in small quantity. It
works best for one-sided color posters. Our color copier can also output color graphics created
on the computer. Complicated or large format projects are usually printed on offset presses and
require more time. Be sure to ask which process would be best for your piece.

We do offset printing 
Offset printing is a complex process used to produce high quality printed material in larger
quantity (most print runs range from 500 to several thousand). Projects that require two or
more colors are usually printed on offset presses. Offset jobs require negatives (one for each
color of ink used) that are used to burn metal plates, which are put on the drums of the printing
press. Once a job is printed, it also needs time to dry. There are no short cuts to offset printing.
Adequate time must be allowed for each stage so the job can be done right.

We have Campus Copy Centers!
The Campus Copy Centers are for all UNLV students, faculty and staff. One’s located next
to Publications/Reprographics by the Lied Library. The other copy center is in the William S.
Boyd School of Law Library.

Reprographics
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The main Campus Copy Center offers:
� quick copying
� color copying
� lamination
� bindery
� computer output
� resumé packets
� transparencies
� poster making
� fax services

The Campus Copy Center offers convenient, low cost, walk-in while-you wait service and
accepts cash or Publications/Reprographics Work Orders. During the Fall and Spring semesters,
the main Campus Copy Center hours are Monday-Thursday 7 a.m. -7 p.m. and Friday
7 a.m. - 5 p.m. Hours may vary during exam weeks and breaks. Please call ext. 0948 for the main
Campus Copy Center hours or ext. 2427 for the Law School Library Copy Center, which has a
completely different schedule.

Want to speed your job along?
When ordering printing, please plan ahead. Fill out a work request as completely as possible.
If you need assistance in completing your request or have questions about your project, please
contact us. Work orders submitted without due dates, project specifications, an account
number, authorized signature or due date of ASAP cannot be processed.

Printing is a custom-made product. What appears to the layperson to be a simple task can
actually be a complex process involving considerable time and money. Depending on the
specifications, complexity of your project, and the current production queues, the typical
offset job takes seven to ten working days. A quick print (photocopying) project
can take from 1-3 working days. Providing your copy to the Publications staff by e-mail or
on diskette in a word processing software can streamline your project’s production time.
If you need help in determining a reasonable due date or other printing specifications, please
contact us.

Need our approval
Reprographics should always be the first printer you contact for your project. We
have the “first right of refusal” on all campus printing jobs, which means that you can only use
another printer if we can’t handle the job for you in your time frame. If you have arranged for
another printer to do your job, you must get commodity approval for any printing done
by an off-campus vendor. If we cannot provide the service you need in the time you need
it, please bring in a completed RX, estimated cost, and sample or mock up of the publication so
we can determine if commodity approval is appropriate.
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Here’s a list of our equipment and capabilities.
The printing production area is equipped with one two-color press, an offset duplicator, two
Xerox high-speed printers, and a Xerox Regal full color copier.

The offset duplicator is capable of printing 4" x 6" announcement cards up to 11" x 17" sheet
sized posters with one and two colors of ink on a variety of paper stocks. Offset printing
requires several steps and is used for large quantity, complex printing jobs.

Most quick printing is accomplished on the Xerox DocuTech or 5690 high speed
copier/duplicators. This equipment provides the following features:
� Accepts originals from 5" x 8" to 11" x 17";
� Accepts 3" stack from 5" x 8" to 11" x 17" from computer forms feeder;
� Scans in color and black-and-white halftone pictures;
� Reduces/enlarges automatically from 64% to 155% in 1% increments;
� Produces copies on sizes 8" x 10" to 11" x 17" on papers ranging from 13# to 110#;
� Prints automatically for 1- or 2-sided copies from 1- or 2-sided originals;
� Moves or deletes images;
� Provides on-line thermal adhesive binding from 25 to 125 sheets per bind;
� Provides on-line stitching (corner staples) from 2 to 70 sheets per stitched set.

This equipment enables Reprographics to provide the customer with a quick turnaround time,
in many cases, within 24 hours for basic copying (except at peak times like the start of the
semester). Additional services including special binding, cutting, folding and special paper
orders will require additional turnaround time.

It’s all on paper
We store several types of paper for your quick print or offset printing needs. Call ext. 3213
for a current booklet of sample papers we stock. If a special paper is needed, please inquire, we
may have something special on hand that has not been added to the sample booklet. If we
need to order paper for your job, plan ahead. Ordering a special paper can take from three to
ten days and may also cost more than papers in stock.

Here’s how we put it together
Our bindery area is equipped to handle all standard bindery functions including folding,
cutting, collating, stitching, padding, numbering, perforating, and laminating. Special services
such as die-cutting, perfect binding, foiling, or embossing are procured through outside sources
and will require additional time. We also have tabbing equipment to help you meet postal
requirements for mailing.
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We do course packs
Academic Printing Services (APS) helps instructors put together customized course
packets for their students. In order to ensure prompt, accurate processing of course packs,
please fill out an APS work order. If your packet contains copyrighted material, you’ll also need
to complete an APS Copyright Clearance Center request. Please call if you have any questions.

We get things cleared — Copyright Clearance 
The university, individual faculty and staff members, and Reprographics could all be liable for
damages if copyrighted materials are reproduced in violation of the law. It is the responsibility
of the author (the individual submitting materials is regarded as its “author” in this case,
regardless of the actual authorship of the material) to provide all the information necessary for
Reprographics to obtain copyright clearance.

The good news is that Reprographics does all the legwork when we get your
information. We have the expertise in providing legal, timely copying of course materials. We
obtain copyright permission, process orders, calculate cost and royalties, make payment to
publishers, create packet covers, and list publisher references.

Obtaining copyright permission can take anywhere from one to six weeks. Copyrights
must be cleared or renewed each semester, EVEN if they have been cleared
before. Printing will not be started on your course pack until all clearances have been
received, or until material not cleared is pulled from the packet.

UNLV’s current copyright policy for APS and general printing can be found at
http://www.unlv/Pubs_Repro.

What’s in stock?
Reprographics produces and distributes standard stock forms commonly used to conduct
business at UNLV, ranging from Leave Requests to Employment Documents to Purchase
Requests (RXs). To order any of UNLV’s stock forms, fill out a Reprographics Work Order/Stock
Forms. Ordering forms electronically is currently under development. Contact Reprographics at
ext. 3213 for further details.

It’s good form
If you need a special form for your department, we can help you reprint or develop what you
need. Just submit a Publications/Reprographics Work Order and attach a copy or a “dummy” of
the form to be printed. New forms will be designed for you, and you’ll see a proof to make sure
you get exactly what you had in mind. It’s best to order enough forms to last at least six
months, and since most forms are reproduced on offset presses, you will need to allow at
fifteen working days for delivery of newly created forms.
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Because we have the responsibility of designing and printing materials for the
university and accomplishing this in the most effective way, we’re deeply
concerned about the university’s image in print. UNLV has developed a set of
graphic standards designed to convey a strong and unified visual image of the
university.

With evolving university image policies and communications, consistent graphic standards
are essential in promoting a cohesive and focused university image. Maintaining a focused
graphic identity with the use of the university logo, symbols and graphic images all help to
create a positive image reflected by our local and global community. This serves not as a
creative restraint, but as a unifying element. With consistent graphic standards comes an ease in
designing and printing, savings in designing and printing costs, and savings in time.

University Name
Our institution has had several names in its relatively short history. It was first known as a
Southern Regional Division of the University of Nevada when it opened its doors in 1957. In the
year following the university’s first commencement (1964), the Legislature named the school
Nevada Southern University, and the Board of Regents hired the first campus president.

In 1968, the university was granted autonomy under the state’s higher education system, and in
1969, the Board of Regents approved the university’s current name, the University of Nevada,
Las Vegas.

The university’s entire name is usually stated in full on the first reference. In subsequent
references, the institution can also be referred to by its initials, UNLV, a widely recognized and
abbreviated way of stating its identity.

The letters U-N-L-V are unique and specific to this university. They’re easy to say and
differentiate us from our sister institution, the University of Nevada, Reno.

When stating the university’s full name,“University of Nevada, Las Vegas,” always use a comma
between Nevada, Las Vegas. Do not use a hyphen or the word “at” between the city and the
state. The omission of the comma in the logo is a design element for the logo only. In all other
applications, the comma should be in place.

UNLV Logo and Graphic Standards
We have our standards
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When using the initials UNLV, never separate the letters with periods. The initials UNLV should
only be stacked vertically in special instances. The university should never be referred to as the
University of Nevada “at” Las Vegas, or “Vegas,” or “Nevada, Las Vegas,” or as one occasionally
hears,“the University of Las Vegas.”

UNLV Logo 
The UNLV logo was designed by in-house graphic artists in 1992, with input from
the administration, faculty, staff, students, and alumni, in response to a survey
conducted during the fall of 1991. The survey revealed a need for “a strong visual
identity...to [convey] the university’s image.”The logo design change coincided
with the university’s change of telephone prefix and the addition of the box
number to department addresses, making a cost-effective transition for the printing of new
letterhead, envelopes, and business cards possible.

A strong symbol like the UNLV logo is a powerful tool. The continuity of its use is one way that
helps those receiving publications to quickly identify that they are from UNLV. We have, in a
sense, created a “family” image.

The UNLV logo is the official symbol used to represent the university, and, as such, it should be
clear and easy to identify. The print logo includes the initials UNLV underscored by the full
name of the university enclosed in a solid bar. The type has been altered, varying the width of
the letters, joining them together, and integrating the V into the bar. The arrangement of the
letters must not be changed. The logotype must always be accompanied by the bar
below, which may not be altered or removed. Names of departments, colleges, work
units or athletic programs should not be placed in the black bar directly underneath the UNLV.
The logo has been specially designed, with the letters customized, to create a unit and signify a
unified institution.

Logo Usage
The UNLV logo is the official symbol used to represent the university. It is a person’s first contact
with UNLV through printed and electronic materials, so it is important for logo usage to be
consistent. The logo cannot be changed or altered.

The UNLV logo must be printed on all state-funded publications and should
appear on those publications that are funded by outside sources but sponsored by the
university. The logo does not have to be printed on the front cover of a printed publication
(although the university’s name should appear). The front cover may carry a department or
program title or a graphic of some sort.

The proper use of the UNLV logo transcends individual preferences. The university, like any
large entity, strives to achieve economies of scale. As a state institution funded by Nevada
taxpayers, UNLV must practice cost-effective policies for printing which take precedence over
individual tastes.
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In addition to use in publications, the UNLV logo can also be used on signage, promotional
items, and displays. The logo is registered and licensed. To use the logo on tee shirts or other
products, contact the Licensing Director at ext. 4208.

All previous UNLV logos are obsolete and may not be used.

Electronic and Web logos available
For your convenience, Publications has placed both the black and the scarlet and black versions
of the UNLV logo on the ccmail bulletin board. These are in IBM and Macintosh versions. To
retrieve them for your use, simply open the ccmail document named UNLV Logos, highlight the
logos needed that have been placed in the attachments and save as to your hard drive or to a
disk. After doing this, you will be able to placed the logo into your document as a graphic. You
will not be able to open these files directly. Electronic versions of the logo may not be changed
or altered. Logos are also available on the Web. To retrieve the logo from the UNLV web page,
go to http://www.unlv.edu/Images/ and download the eps logo to your hard drive or disk.
Electronic IBM and Macintosh versions of the logo are also available on disk. To receive a logo
on disk or if you have a problem retrieving the logos, please contact the publications staff at
ext. 3213 for help.

Logo guidelines
� Don’t overprint, ornament or alter (stretch or redesign).
� Don’t reduce smaller than 5⁄16" (2 picas) high.
� Print the logo in black or black and scarlet (PMS-192).

School colors
The official colors of UNLV are scarlet (PMS-192) and gray (PMS-423) for
print reproduction.

Color Use in Logos
Use of the logo may include both one- and two-color reproduction. One-color reproduction of
the logo may be printed in the color of the publication or black. The logo may be reversed out
of a solid background color.

Two-color reproduction of the logo may appear only in scarlet (PMS-192) and black in your
publication. UNLV is printed in scarlet (PMS-192), with the bar below it in black. If the second ink
color in your publication is not scarlet, the entire logo should be printed in black ink only. In
four-color process printing, the logo should be color separated and printed in process colors to
match scarlet (PMS-192) for the letters UNLV and black or gray (PMS-423) for the bar. The full
name of the university always reverses out of the bar.
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University/State Seal
The university seal was adapted from the state seal in 1982. There are slight
differences between the two seals.“University of Nevada, Las Vegas” replaced the
“State of Nevada 1874,” and the state motto “All for our Country” has been
rendered in Latin in the seal used by UNLV.

The university seal is reserved for the Office of the President or formal
documents like diplomas or certificates. Because of its similarity to the State of Nevada
and the University of Nevada, Reno seals, it is not an appropriate graphic identifier for most
UNLV publications. When the university seal is used in print, however, it should not appear with
any ornamentation or alterations.

Other Logos
Certain offices, divisions and programs have developed their own graphics. In most cases, the
proliferation of these graphics is discouraged so UNLV can maximize the impact of one single,
graphic identity for the university as a whole. When legitimate reasons for a unit logo do exist,
then the logo must be registered with the Director of Publications /Reprographics. Although a
separate office, division or program graphic may be used on a publication, the UNLV logo must
also be present.

Multiple Logos
NCAA regulations do not permit the use of multiple logos on stationery and strictly
regulates printing standards for athletic publications. Please check with the NCAA Compliance
Office if you are producing an athletic publication to ensure you’re in compliance with NCAA
standards.

Mascot
UNLV’s official mascot is known as “Hey Reb!” He was created to depict an
independent mountain man and can be licensed in several poses.“Hey Reb!” was
updated in 1997 and is bigger and stronger than ever. No other mascot is
authorized or recognized by the university. To use the mascot in brochures, contact
the Publications Office at ext. 3213. To use the mascot on other items, contact the
Licensing Director at ext. 4208.

Athletic Marks/Licensing
The licensing and use of the UNLV’s official trademarks, logos, mascot,
and other registered marks is handled through the UNLV Licensing Director
and the university’s licensing agent, The Collegiate Licensing Company.

Campus use of university marks on merchandise, banners, novelty items, etc. is permitted only
after a request is made, application filed and art submitted for approval by the campus
department/organization to the licensing office.
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The Collegiate Licensing Company acts as UNLV’s licensing agent regarding merchandise for
resale. Any manufacturer wishing to offer UNLV products for sale must complete a licensing
process that involves as royalty agreement and a willingness to produce a product that projects
the best image for the university.

It is in the best interest of the university to legally protects its trademarks through this program.
Unauthorized use of UNLV’s name, logo, seal, or any other registered marks may be an
infringement of trademark registration and subject to penalties. For more information on
licensing issues, call UNLV Licensing Director Sally Olson at ext. 4208.

Chronicle of Higher Education Ads
Display ads in the Chronicle of Higher Education for vacant positions need to be coordinated
and approved by the Provost or the appropriate vice president and Human Resources before
they can be typeset. Please contact Human Resources if you have any questions about the
process of advertising for a vacancy.

Affirmative Action Statement
The following statement should appear in all general university and recruiting publications and
ads for employment when space permits

It has been and will continue to be the policy of the University of Nevada, Las Vegas, to be an
equal opportunity institution. All decisions of admissions and employment are based on
objective standards that will further the goals of equal opportunity.

The university is committed to assuring that all programs and activities are readily accessible to
all eligible persons without regard to their race, color, religion, gender, national origin, ancestry,
age, disability, Vietnam-era and/or disabled veteran status, any protected class under relevant
state and federal laws, and, in accordance with university policy, sexual orientation.

In publications where space is an issue, please use the following: UNLV is an Affirmative
Action/Equal Employment Opportunity educator and employer.

In publications and ads where space is even more limited, it is acceptable to use an
abbreviated version of the full statement, such as UNLV is an AA/EEO institution or simply
AA/EEO.

Recycle Symbols
Let your readers know if your publication has been printed on recycled paper by using the
appropriate recycling symbol. Recycled symbols should always appear large enough to read.
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Letterhead and Envelopes
All departments, colleges, and administrative units must use official UNLV letterhead and
envelopes. This stationery is intended to be used for both off-campus correspondence and on-
campus memorandums. Postal requirements for envelopes are very strict. Because of
these regulations, it is not permissible to change the arrangement of the return
address.

The diagram illustrates and specifies all information necessary to format a memorandum or
letter. The UNLV letterhead may be reproduced in two colors, scarlet (PMS-192) and black, or
black only. All departments, colleges and administrative units must use the official UNLV
letterhead.

DATE: June 4, 1998

TO: UNLV Faculty and Staff

FROM: Les Raschko, Director
Publications/Reprographics

SUBJECT: UNLV Business Cards

Effective July 1, 1998, the ordering of UNLV business cards will be handled by
Publications/Reprographics.

Returning this service to the campus will provide our community with monetary savings and
greater service flexibility.

Orders will be accepted in quantities of 250 cards or 500 cards. UNLV Standards and Graphics
will continued to apply. Please see the attached flyer for specifics on business cards.

Thank you.

cc: Joan Davis, Purchasing Director

Publications/Reprographics
4505 Maryland Parkway • Box 451049 • Las Vegas, Nevada 89154-1049

(702) 895-3101 • Fax (702) 895-4057
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Two-color letterhead is printed on 25 percent recycled cotton rag watermark paper. One-color
letterhead is printed on white 20# bond only.

UNLV watermark is available only on 8 1⁄2" x 11" sheets printed on high quality writing paper.

Second sheets are provided on 24# Fox River bond, which is the same type of paper as the
watermark sheet, without the watermark in it. Because of high cost and the length of time
needed to obtain watermarked paper from the mill, that special paper is reserved for printed
81⁄2" x 11" letterhead only. Half-sheet letterhead is printed on 24# Fox River only (watermark
cannot be used for half sheets).

All university letterhead follows the same format with specific department information
appearing at the bottom of the sheet. Please contact the Publications Office if you wish to
show more information than the sample illustrates.

Change in letterhead format may only occur for on-campus research centers that are privately
funded. Even then, it is strongly recommended that the letterhead stay within the format
perimeters of UNLV letterhead. The use of the center’s logo and possibly the inclusion of its
board of directors may be added to the letterhead, but in almost all cases the letterhead must
still carry the UNLV logo.

Individual names are not printed on letterhead or envelopes. The name and the title of the
letter writer should appear underneath the signature on the letter. Personalized or nonstandard
stationery is not practical or economical at such a rapidly evolving state university. Requests for
custom stationery will be directed to off-campus vendors and cannot be paid for with state
funds.

The sample envelope
illustrates and specifies
information necessary for
a #10 envelope format.
Envelopes may be
reproduced in scarlet
(PMS-192) and black or
black only on offset
envelope stock. Return
address and logo
placement must appear
exactly as they do on the
sample to meet strict
postal regulations.

Publications
4505 Maryland Parkway
Box 451049
Las Vegas, Nevada 89154-1049
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Business reply envelopes and cards must carry the university mail reply code. The reply code
for envelopes is 89195-9413 and for postcards is 89195-9430. A specific department’s
+4 code may not appear on the address of business reply envelopes and cards.

U.S. Postal Regulations
Whenever you are planning a self-mailing flyer, brochure, booklet or postcard, it’s very
important to have your layout checked to make sure it’s in compliance with current postal
regulations. The Post Office has strict rules regarding the size, colors, and layout of mailing
pieces. In addition, university mailings must properly use zip + 4 codes, business reply
codes, and bar codes for certain kinds of envelopes and postcards.

Mail box codes (based on zip + 4 codes) must appear on university stationery. Postage paid zip
codes are different from department zip + 4 codes. Questions about box numbers and
zip codes should be directed to Mail Services.

Postal rates and indicia are determined by the content of the mailing and how automated the
address list is. Please contact Mail Services to determine the most cost effective way to mail
your project. Mail Services will check your project’s layout to make sure it meets postal
standards. Failure to do so may result in the Post Office rejecting the mailing. The
Publications Office will need a copy of the Non-Profit/Bulk Rate Status Form from
Mail Services before it can put a postal permit on the mailing panel of your brochure.

If you have information that requires priority distribution on campus through Mail Services,
please check with the Mail Services staff to see how this project fits in the mail distribution
schedule.

Business Cards
University business cards are printed on campus by
Reprographics and can be ordered in quantities of 250
or 500. The minimum order is 250 cards. Fill out and
send in a completed Business Card order form. Fill in the
information sections completely and legibly. Attach a
sample if available. Your card will be typeset from
the information you provide.
Information for business cards:
� Name
� Department/Title
� University Street Address/P.O. Box
� City, State, Zip
� Phone and Fax Numbers
� E-mail address

Les Raschko
Director of Publications & Reprographics

4505 Maryland Parkway • Box 451049
Las Vegas, Nevada 89154-1049

(702) 895-3101 • Fax: (702) 895-4649
raschko@ccmail.nevada.edu
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A proof will be sent or faxed to you. Once the proof is returned and marked OK to print,
production will start on the order. Turnaround time is five working days from receipt of proof.

All business cards have the UNLV logo positioned horizontally on preprinted shells in university
colors. UNLV business cards cannot display other logos, seal or marks.

Home addresses or outside business or consulting numbers are not appropriate on cards paid
for by the university. Those wishing to have special business cards which deviate from the
established standards will need to purchase those items with their own funds.

World Wide Web Guidelines
Publications/Reprographics is responsible for administering UNLV’s official home pages with
the support of the Office of Information Technology, the Computing Policy Coordination
Committee, the National Supercomputing Center for Energy and the Environment, and System
Computing Services. Publications/Reprographics addresses questions pertaining to policy and
forwards complaints of policy violations to the appropriate authority. WWW guideline
questions should be referred to Les Raschko, Official Home Page Administrator (ext. 3103 or
raschko@ccmail.nevada.edu.) or Susie Greene, Web Services Coordinator (ext. 1485 or
greene@nscee.edu). Complete guidelines can be found on UNLV’s Web site at
http://www.unlv.edu.

Standard elements for your UNLV Web page 
Before submitting your request to have your Web pages linked to UNLV’s official pages, you
should check to make sure your pages contain the following elements:

� A link back to UNLV’s home page (Use http://www.unlv.edu from your main home page).

� The e-mail address of the person maintaining the Web pages or a generic departmental
e-mail address. (Do not use the e-mail address used on UNLV’s main Web pages and do not
use an e-mail address that will not be checked regularly.)

� The date the Web page was last modified.

� On Web pages other than your main home page, provide links back to both your main home
page. A link back to UNLV’s home page is optional.
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Usually, these four elements are placed at the bottom of Web pages; however, placement may
vary depending on your page design. Web authors whose pages do not contain these elements
will be notified of the oversight by the UNLV Web Administrator. Pages that are not corrected
within a reasonable amount of time will be unlinked from UNLV’s official pages until such time
as the missing elements have been added.

Standard UNLV images are available to use on your Web pages. The URL for standard images is
http://www.unlv.edu/Images.

A Reminder for Web Page Owners
You are responsible for creating, maintaining, and updating your Web pages. If you’re not
familiar with writing HTML, you are strongly encouraged to take a class and/or read a reference
manual. For your convenience, several online HTML tutorials and reference guides are available.
See http://www.unlv.edu/reference.

Advertising
Use of UNLV resources is permitted for approved teaching, research, and service projects. Uses
which are not permissible include any nonuniversity commercial activity, or any advertisement
or promotion which results in monetary gain to the individual employee, such as consulting.
Current UNLV policy prohibits commercial advertising/sponsorship in academic
facilities and within institutional advancement literature.

Copyright on the Web
UNLV is currently applying United States Copyright Law, Title 17 of the U.S. Code to our WWW
site. Until the federal government issues copyright cyberlaw, UNLV’s guideline is: “If you don’t
own the material (text or art), don’t use it without written permission.”

Web policy and oversight
The Computing Policy Coordination Committee creates, reviews, and recommends changes to
policy and procedures. The CPCC also acts as an arbitrator in dealing with violations of UNLV
Web/Internet guidelines/policies.
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Proofreader’s Guide
Make all marks and corrections in colored ink. If changes are extensive, type
corrections.


