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Purpose  

The purpose of this policy is to ensure consistency and adherence to Wiregrass Georgia 

Technical College's approved Style and Standards Guide in all promotional materials produced 

by faculty, staff, and Wiregrass Georgia Technical College students. 

Procedure 

All faculty, staff, and students must obtain approval from the Marketing and PR team prior to 

ordering or producing any marketing materials or promotional items. This approval process is 

necessary to ensure that all materials align with the college's branding guidelines as outlined in 

the Style and Standards Guide. 

Process 

• Submission of Materials: Faculty, staff, and students who wish to create or order 

marketing materials or promotional items must submit their designs or concepts to the 

Marketing and PR team for review and approval. 

• Review Process: The Marketing and PR team will review the submitted materials to 

ensure compliance with the college's branding guidelines, including but not limited to 

logo usage, color schemes, typography, and messaging. Please allow a minimum of two 

business days for the review process.  

• Approval or Feedback: Upon review, the Marketing and PR team will either approve the 

materials for production or provide feedback and recommendations for revisions to 

ensure compliance with the Style and Standards Guide. 

• Revisions: If revisions are required, faculty, staff, and students will have the opportunity 

to make the necessary adjustments to their designs or concepts based on the feedback 

provided by the Marketing and PR team. 



• Final Approval: Once the materials meet the requirements outlined in the Style and 

Standards Guide, the Marketing and PR team will grant final approval for production or 

ordering. Program-specific materials must be approved by the appropriate program 

Dean. 

• Ordering Process: After receiving approval, faculty, staff, and students may proceed 

with ordering or producing the approved marketing materials or promotional items 

through the designated channels. 

Compliance 

Failure to adhere to this policy may result in delays in the production or ordering of marketing 

materials, as well as potential discrepancies in branding and messaging. Non-compliance with 

the Style and Standards Guide may also undermine the college's efforts to maintain a cohesive 

and professional image. 

Revision of Procedure 

This procedure may be revised as necessary to reflect changes in the college's branding 

guidelines or to improve the efficiency and effectiveness of the approval process for marketing 

materials. 

Responsibility 

The Marketing and PR team is responsible for enforcing this policy and ensuring that all faculty, 

staff, and students are aware of and comply with the approval process for marketing materials. 

Any concerns or questions regarding this policy should be directed to the Marketing and PR 

team for clarification. 

Reference 

Wiregrass Georgia Technical College Style and Standard Guide 
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