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PARTNERSHIP
Helping People. Changing Lives.



                                              

                                              South Plains Community Action Association
                                    Head Start & Early Head Start Division

Name, Logo and Stationary Usage Guidelines

Introduction

These guidelines have been created to help you use of the new South Plains Community Action Association Head Start & Early Head Start logo and stationary.  By referring to these guidelines to ensure consistency, you will help the company establish its brand in the communities it serves, increasing awareness and recognition of our services.  This recognition will increase program applicants, volunteers and qualified staff.

In short, these guidelines are here to make your job easier! So, let’s work together in this small way to help people and change lives.

Program Name

Head Start is two words.  In written introductions, the company is South Plains Community Action Association Head Start & Early Head Start.  In spoken introductions, “Association” may be omitted.  The abbreviated reference SPCAA Head Start & Early Head Start may be used after an introduction has been made.  Head Start or Early Head Start may be used alone if the subject pertains only to one. 
Logo Usage
The logo may be printed in red, white, blue and black or black and white only.  Deviations from these colors should always be avoided.
Resizing of the logo is acceptable only when the dimensions of the logo remain consistent.  The logo should not be elongated or flattened in order to fit an allotted space.  The logo should never be sized to have a diameter smaller than 7/8 of an inch.
Publication Header and Letterhead
The publication header and letterhead documents are to be used respectively.  The publication header has been formatted to allow maximum use of the page for documents such as flyers, agendas, notes, etc.  The letterhead contains mailing and contact information appropriate for a letter.  
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