





TRADEMARK AND LICENSING

The Division of Marketing and Communication regulates the commercial use of the institution’s
name and all identifying marks, both on and off campus, to ensure the protection of Alcorn’s
reputation and maintain high standards of use. Campus departments, student organizations, and
external groups frequently purchase merchandise that use University symbols, logos, and marks.
These items range from lapel pins, car pennants, banners, and mugs to clothing and even high-end
merchandise for special occasions. Such merchandise is an extension of the university's image, and
just as there are standards for print material, there are standards for items available for retail sale or
for use by individuals and organizations.

Alcorn products can only be produced by licensees who are under contract with CLC, the
institution’s licensing agency. The licensing program protects Alcorn’s name and image and is

critical to ensure the appropriate visibility of the University and earned licensing fees.

For more information on CLC or to complete an application for licensing, visit www.clc.com.
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Logo Brand Guidelines

This section provides detailed information about the
elements, colors, and typography used in the new
undergraduate Alcorn State University logo.

These brand guidelines are critical for building a
consistent and authentic visual identity across all
branding channels.
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LOGO DESIGN ELEMENTS | Logo Structure

The new Alcorn State University logo is comprised of a simplified illustrative depiction of the original
seal that featured the facade of Oakland Memorial Chapel.

The Alcorn name has been updated to a distinctive serif font and appears in all caps. This font was
chosen to visually evoke a sense of strength and a commitment to excellence.

The logo is further enhanced and anchored by composing the letters for State University in an
elegant, spreadset font in all caps.

NOTE: As the corporate brand colors for this new logo, PMS 269 Purple and PMS 132 Gold are the only
acceptable colors to use when displayed as a two color version.
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LOGO DESIGN ELEMENTS | Primary Logos

There are two variations of the new logo — both a stacked version and a horizontal version that
function as the primary logo for the university.

Both can be used depending on the application and the environment they are being used within.
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LOGO DESIGN ELEMENTS | Logo Clear Space
Clear space is the smallest distance allowed between the logo and other graphic elements or text.

Whenever either of the logo variations is used, it should be surrounded by a consistent amount
of clear space to ensure visibility and impact.

NOTE: The clear space would apply to all logo variations and also includes the wordmark.
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LOGO DESIGN ELEMENTS | Minimum Size

Based on the height of the chapel icon artwork, the minimum size to be used for either of the
primary logo variations is .75 inches.
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Both the stacked and horizontal variations can also appear as Black on white or a color screened
back to 20% or less.

NOTE: Reproducing either variation of the logo as white (reversed out of a solid color or fully
saturated photo) is not an option due to the illustrative detail of the chapel icon artwork.
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LOGO USAGE VARIATIONS | Wordmark

Every effort should be made to preserve the integrity of the primary logo identity by always using
the complete logo — both the chapel icon artwork and the Alcorn State University name.

However, when it is deemed necessary to use the wordmark alone, there are three variations that are
correct to use:

1) Two color version as shown
2) Black on white or a color screened back to 35% or less.

3) White reversed out of a solid color or photo with at least 75% saturation.
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Artwork screened back to 10% saturation

Chapel Icon Artwork

3" maximum

LOGO USAGE VARIATIONS | Chapel Icon Artwork

The chapel icon artwork can stand alone in branding communications as a decorative or graphic
element.

This artwork is for enhancing brand design with the intent to be used behind type, photos, etc.

NOTE: For the best reproduction of the fine detail within the chapel icon artwork, the size of the
artwork should be no less than 3" in width.

As shown at left, the artwork should be used at no more than 10% saturation.
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LOGO APPLICATIONS

Letterhead | Business Card

ALCORN

STATE UNIVERSITY

Marketing | Communications
1000 ASU Drive | #389

ALCORN Lorman, MS 39096

STATE UNIVERSITY

Marketing | Communications
1000 ASU Drive | #389
Lorman, MS 39096
601-877-3900

alcorn.edu

MAXINE GREENLEAF

Associate Vice President
) of Marketing | Communications

ALCORN

STATE UNIVERSITY mgreer orn.edu
alcorn.edu
601.877.3900
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ALCORN STATE UNIVERSITY | Editorial Stylebook

Alcorn State University strives to maintain a consistent and strong identity and image. The printed
materials the University produces should speak with one voice to present clear and precise
messages in a distinctive manner.

It contains exceptions to both the “The Associated Press Stylebook” and “The Chicago Manual of
Style.” Where conflicts exist between this guide and other guides, this style guide takes precedence.
For other general rules, use a primary style guide that pertains to the publication you are writing or
editing.

“The Chicago Manual of Style” is used specifically for books, proceedings, papers, and articles for
professional journals. “The Associated Press Stylebook” is used specifically for news releases, Alcorn
Magazine, other university publications, brochures, and most documents targeting a general
audience.

For more detail or when the “The AP Stylebook” does not address a topic, use “The Chicago Manual
of Style.”

This guide contains some of the most frequently encountered elements of editorial style common to
Alcorn State University.

Every effort should be made to conform to these guidelines when developing copy for publications

or simple correspondence. If you have any questions, please contact the Division of Marketing and
Communication at news@alcorn.edu or 601.877.6130.
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ABBREVIATIONS

Avoid abbreviations in text material. If you must use an abbreviation, spell out the entire name on
first reference, followed by the letters in parentheses. The abbreviation, generally without periods,
can be used thereafter: United States Department of Agriculture (USDA).

Abbreviations frequently used at Alcorn that do not need to be spelled out:
B.A. Bachelor of Arts

B.S.B.A. Bachelor of Science in Business Administration

B.S. Bachelor of Science

M.B.A. Master of Business Administration

e.g. for example
Ed.D. Doctor of Education

i.e. thatis

M.A. Master of Arts

M.Ed. Master of Education
M.S. Master of Science
Ph.D. Doctor of Philosophy

Prof. Professor

Accreditation abbreviations

Do not use accreditation abbreviations (Examples: CFA, CRRA, CPA, AlA) after names in news
releases or general university publications.

ACADEMIC DEGREES

Capitalize in the following manner:

Ph.D., M.S,, B.S. (always include the periods)

doctoral degree in psychology, master’'s degree in English, bachelor's degree in marketing
He received a Bachelor of Science in physics. She will receive a B.S. in psychology.

She received her M A. in English. He earned a master’s degree in physics. She has a Ph.D. in
chemistry.

He received his doctorate in psychology.
The word degree should not follow a degree abbreviation.

Correct: He has a B.A. in history. Incorrect: He has a B.A. degree in history.
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ACADEMIC SUBIJECTS

Uppercase when it is the name of a language or used as a specific course title:
He majored in history with a minor in Spanish.

She teaches Biology 101.

Lowercase an academic subject when it is used as a general field of study:

Alcorn State University offers programs in history, economics, biology, accountancy, and education.

AGE

Always a numeral:

1day old to 110 years old, 7 years old, 110 years old

Always hyphenate when used as a modifier:

12-year-old boy

Always spell out numbers used at the beginning of a sentence, but try to avoid beginning
sentences with numbers.

ALUMNI, ALUMNAE, ALUMNUS, ALUMNA

Alumni: plural, masculine; preferred plural form when referring to both men and women
Alumnae: plural, feminine

Alumnus: singular, masculine

Alumna: singular, feminine

Alum: accepted informal singular form of alumna and alumnus

Alums: accepted informal plural form of alumna and alumnus

APOSTROPHES

Plural nouns not ending in s: Add 's

the children’s contributions

Plural nouns ending in s: Add only an apostrophe

the students’ needs

Nouns in plural form, singular in meaning: Add only an apostrophe

mathematics’ rules

Singular nouns not ending in s: Add ’s

Alcorn’s history reflects a commitment to a values-oriented education.
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Singular common nouns ending in s: Add ’s unless the next word begins with s

the hostess's invitation; the hostess’ seat

Singular proper names ending in s: Use only an apostrophe
Chris’ car; Tennessee Williams' plays

Do not use an apostrophe to indicate plural with a number:
He graduated in the 1950s.

Use an apostrophe to indicate omitted numbers:

The Class of '62; he graduated in the '50s.

BLACK

Capitalize Black as an adjective in a racial, ethnic, or cultural sense.

BOARDS, COMMITTEES, AND OTHER FORMALLY ORGANIZED GROUPS

Capitalize “Alcorn State University Board of Directors” on first reference; may be shortened to “the
Board” on second and subsequent references. Lowercase all other University boards of directors.

Emeritus (masculine, singular), emeriti (plural), emerita (female, singular), emeritae (female, plural)
Board members are retired Board members selected to retain the honorary title.

Enrollment Management Executive Council, Faculty Board of Review, Committee on Graduate
Studies

CLASS YEARS

Upon first reference (except perhaps in a short lede), include the preferred class year (and not the
actual class year): Tasha Smith '77. Later in the text of the story, include the major or degree type
and college (if pertinent). Class of 1977 (but not Class of '77) is also acceptable.

Captions, bylines, photo credits — Gerald Jones 77 (if person has just an undergraduate degree).
Marcus James M.A. 77 (if person has only an advanced degree from Tech). Tony Williams “77, M.S.
“80 (if person has both).

Lower-thirds, identifying speakers in videos — Same style as captions above.

Class Notes - List alum under his or her preferred class year; no longer include the actual class year.
Do not include majors. Use degree type only for advanced degrees. Jamie Scott 77, Tyler Cook M.A.
77

Pull quotes — Use name and preferred class year. Further identification below the name (such as a
title) should follow university style, which is generally lower case.

Current students — Generally avoid class year if they have not graduated, but somewhere in text
indicate how far along in school they are. We use “first-year” and not “freshman.” After a student's
first year, revert to the use of “sophomore,” “junior,” and “senior,” depending on academic credits.
For example, “Kelly Clark, a first-year sociology major,” or “Willie Simmons, a sophomore mechanical

engineering major.”

Masthead of the magazine and administrative listings — No class year identifier.
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Headlines - No class year.

Name tags, business — Official name tags and business cards can include preferred class year.

COMMAS

Use a comma between all items in a series, including before and or for clarity. The exception is
news writing.

With conjunctions, use a comma if the subject of each clause is expressly stated:

We are visiting Mississippi, and we also plan a side trip to Lorman.

No comma is needed when the subject of the two clauses is the same and is not repeated in the
second:

We are visiting Mississippi and plan to see The Mississippi Museum of Art.

Do not use a comma between month and year or season and year (commas are used in dates
primarily when a specific day is given):

The building is slated for completion in March 2020.
He is on sabbatical during summer 2022.
A comma should also follow the year when used with a month and day.

The story will appear January 12, 2023, in the Vicksburg Post.

Use a comma to separate two or more adjectives preceding a nhoun:

It was a cold, gray winter.

Set apart the name of a spouse or child with commas:

Smith and his wife, Renee, and children, Ann and Paul, live in Natchez.

COURTESY TITLES

In general, do not use Mr., Miss, Mrs., or Ms.

In a departure from AP, do NOT use Dr., even for medical doctors or veterinarians. Also attempt to
avoid using abbreviations of degrees after names, opting instead to detail a person’s credentials or
education in the text.

DATES

Use Arabic figures without st, nd, rd, or th.

The orator will be coming to campus March 25.
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DEANS

Capitalize when used as a formal title before a name. Lowercase when used after a name or in
other uses.

Dean David Smith

David Smith, dean of the School of Business

DECADES

No apostrophe when plural:
1920s; 1980s; mid-1970s

Use an apostrophe for abbreviated years:
'30s, '40s, '50s

DEPARTMENTS, DIVISIONS, AND OFFICES AT ALCORN STATE

Lowercase when used informally; uppercase when used formally or when needed for clarity.
John works for the chemistry department.

The Department of Chemistry is hosting a reception on Friday.

Division of Development and Marketing

Division of Student Affairs

All offices or service areas should be referred to as office of

Office of the President

Office of Alumni Affairs

EMAIL

Never hyphenate.

ETC.

Avoid except within parenthetical expressions.

EXCLAMATION MARKS

Use only for emotion or strong feeling. Use sparingly.
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FUNDRAISING, FUNDRAISER

One word.

GOVERNMENT, FEDERAL, OR STATE

Always lowercase, never abbreviate:
U.S. government, federal government, the state of Mississippi

(Exception: the Mississippi State Legislature, the U.S. House of Representatives, Congress, the House,
the Senate)

HYPHENS AND DASHES

A general rule is that hyphens link items and dashes separate items.

A hyphen (-) joins words to formm compound adjectives or is used to attach certain prefixes or suffixes
to words.

The dash that is usually typed as two hyphens (- -) is typeset as an em dash (—). It indicates a break
in thought and can be used within a sentence to insert a parenthetical phrase. Always place one
space before and after em dashes.

Alcorn’s three campuses — in Lorman, Natchez, and Vicksburg — offer convenient access to world-
class education.

The en dash (-) is used between ranges of numbers or dates or between adjectival phrases
containing two-word concepts

(1984-87; pp. 126-34; New York-Dallas flight). Do not use an en dash to replace a hyphen. There are
no spaces before or after an en dash.

Hyphenate compound words that are used as adjectives:

Both on- and off-campus activities are planned.

Do not hyphenate compounds that include an adverb ending in -ly or used as nouns:
Noun: Vice president is not hyphenated.

Adjective: Full-time students carry a minimum of 12 credits per semester.

Adverb: He works full time for a company in New York.

Adverb: The newly appointed faculty member teaches English.

Preposition: The program is scheduled on campus.

IT'S, ITS

It's represents a contraction for it is or it has:

It's been a part of the Alcorn State campus since 1871.

Its is the possessive form of the neuter pronoun:

The company sold one of its subsidiaries.
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JUNIOR (JR.), SENIOR (SR.), ORI

It is unnecessary to use a comma to separate Jr. and Sr. from the surname. A comma should
never be used to separate I, lll, etc., from the surname.

David Smith Jr. and John Brown Il

MAJORS

Lowercase, except English, French, Latin, etc.
biology major
Spanish major

She is majoring in political science.

MONTHS

When used with a specific date, abbreviate only Jan., Feb., Aug., Sept., Oct., Nov., and Dec. Do not
abbreviate March, April, May, June, or July.

His birthday is Jan. 10.
Dec. 4, 2020, was the target date.
The deadline was April 13, 2010.

Spell out when using alone or with a year alone.

August 2019 was a hot, humid month.

NUMBERS

Spell out under 10 — one, two, three, etc. Starting with 10, use figures.

Spell out first through ninth when they indicate sequence in time or location.
first base

Alcorn ranks seventh among universities that grant a master’s degree.

He was the 12th person to receive the award.

Always spell out at the beginning of a sentence:

One hundred seventy-eight students participated in the event.

Please note: Better to rewrite the sentence than to start in this manner.

Use a comma in numerals of 1,000 and above, except for temperatures and dates:
2,957;18,462

3000 degrees C

We look forward to the year 2024, when Alcorn State University celebrates its 140th anniversary.
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PERCENT

percentages are usually written as numerals followed by a percent sign (%)
90%; 3%

PERIOD

Use a single space after a period at the end of a sentence.

QUOTATION MARKS VS ITALICS

Use quotation marks for titles of articles and chapters in books.
The headline in today’s newspaper reads “Saints win the big game.”

The first chapter in Stephen R. Covey's The 7 Habits of Highly Effective People is called “First Things
First.”

Italicize movie titles, radio and television programs, podcasts, books, magazines, newspapers, and
plays.

The Oprah Show

Gone With the Wind

Invisible Man

Newsweek

The New York Times

QUOTATION MARKS AND PUNCTUATION

The period and comma always go inside the quotation mark.
At the event she said, “It's time to plan another summer gathering.”

“I have another great group of students this semester,” the professor stated.

The question mark and exclamation mark always go outside the quotation mark unless the
quotation is a question or an exclamation.

“What time is it?” Smith asked.
Who said, “It is nearly 3:30"?
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SEASONS, SEMESTERS

Uppercase when part of a formal name:

Winter Olympics, Summer Olympics

Lowercase when not part of a formal name:
A copy of our summer sessions’ catalog is enclosed.

The dance for the fall 2010 semester is a big event.

STATES

Always spell out except in a dateline.

Place one comma between the city and the state name and another commma after the state name,
unless ending a sentence

or indicating a dateline:

He was traveling from Houston, Texas, to Jackson, Mississippi, en route to his home in Orlando,
Florida.

JACKSON, Miss. (AP) —

TIME OF DAY

Lowercase with periods (a.m., p.m.), and no :00s.
10 a.m,, 10:30 p.m., 6:15 a.m.

10 a.m. to noon

2to 4 p.m.

8 p.m. to midnight

Avoid the redundant:

10 a.m. this morning or 12 noon.

TITLES

Uppercase when the title precedes the name:
Dean David Smith

Professor Renee Thomas

Lowercase when the name precedes the title:
Clara Berry, president of Berry Publishing
Anthony Lawrence, vice president for design and research

Amy Williams is a professor in the College of Arts and Sciences.
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UNITED STATES

Spell out on first reference and as a noun; abbreviate on second and subsequent references and
when used as an adjective:

the United States
U.S. Court of Appeals

UNIVERSITY

Uppercase when referring to Alcorn specifically:
For more than 139 years, the University has provided a values-oriented education.

WEBSITE

One word, lowercase, unless it starts a sentence.
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