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The Brand
Opportunities for Otsego has a long & rich history and 
connection to the community it serves. To better reflect the 
mission statement of the organization, an enlightened graphic 
identity has been developed to help the new vision come through 
in all the communications materials that are produced.

It is important to remember that this brand is far more than a 
logo, a color scheme, or an advertising slogan.

It represents the “emotional truth” of an organization. It is 
a clear statement of purpose, a signal of competence and 
credibility, a promise of a certain type of experience and a 
unique, desirable consistent benefit. Perhaps most importantly, 
a brand is an organizing principle that informs decision making 
at every level, from senior management vision to the simplest 
initiatives.

A powerful brand must speak, loudly and proudly, in one voice.

The following style guide will support—and demonstrate how to 
bring to life—OFO’s strategic vision through the implementation 
of a graphic identity, helping it confidently stake its claim as the 
dynamic, human services provider that Otsego County has come 
to cherish in OFO.
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IDENTITY ATTRIBUTES

Some of the key words that describe 
the OFO’s identity and its overall brand 
reputation are:

Creative
Collaborative
Human
Non-threatening
Energized
Forward-thinking & innovative
Confident
Continuous 
Secure
Compassionate

TONALITY

Speaking boldly and plainly
From a copy and messaging 
standpoint, OFO must convey its 
brand promise without sounding 
obtuse or overblown. Action words 
and clear, bold language—always 
brief, relevant, and real—will 
capture OFO’s confidence and 
human-centric approach. Even when 
speaking of difficult human service 
subjects, it is generally preferable to 
avoid glossing over your message. 
This underscores OFO’s very simple 
commitment—to be the leader in 
developing innovative solutions 
that promote healthy lives, thriving 
families, and caring communities.

IMAGERY

Photography, color, textures, and 
language are all key to bringing OFO’s 
brand to life.

Photography should be human, 
friendly and approachable.
Since much of the imagery OFO will 
be able to acquire will be shot by staff, 
it is important that the images be as 
compelling as possible.  Keep in mind:

Images shot outdoors in soft light 
(modest shadow) will give the best 
results.
The higher the resolution, the more 
options later: always shoot on the 
highest resolution possible.

Colors convey confidence and 
motion.  The colors of OFO are 
helpful in conveying confidence and 
friendliness. The color palette (see 
page 9) connotes confidence, energy, 
and hope.
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Logo Marks (Required)
The OFO mark represents an approachable, family-centric 
center for security and nurturing. Not just a service organization, 
OFO is a destination for families and children who can benefit 
from their services. Also, the mark is conceived of just one 
continuous line, alluding to the notion that OFO is a continuous 
network of programs and people in support of the community.

The OFO mark must appear prominently on all materials 
produced by OFO to help communicate the design. To ensure 
its impact, the mark has been carefully crafted to be distinctive, 
memorable, and easily legible. The placement of the mark is a 
crucial part of the brand. 

Allow sufficient clear space (see example, top left) along all four 
sides to keep the mark free from distracting text, imagery, or 
other graphic elements. Never recreate or distort the OFO mark 
in any way. The OFO mark has been created as an Illustrator 
file. Use only the provided files. Files should only be edited for 
size. The horizontal mark is the primary logo; use the optional 
centered mark for vertical space limitations. 

Please Note: A small logo version (OFO_Logo_Small), which has been manipu-
lated for better viewing at smaller sizes, has been supplied. Be sure to use this 
version when logo is 2 inches or smaller.
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4 Color CMYK

3 Color PMS

Pantone 360 (Green)

Pantone 3145 (Blue)

Pantone Black 2 (Brown)

Grayscale

Black and White

The area marked by X’s is 
the buffer zone around the 
logo mark. Never under any 
circumstances violate this area 
with other logos, graphics, text, 
etc.

Example of smallest usable 
size for any OFO logo
(OFO_Logo_Small)

1 inch

Example of centered 
logo mark - Secondary 
Logo

PRIMARY LOGO



Program Marks (Required)
These marks represent the specific programs within OFO. 
Use these when print/visual communication solely represents a 
program.

GRAPHIC STANDARDS  | 6

All Program Names
Gill Sans Extra Bold
follow color palette 
on
page 9

WOMEN, INFANTS &
CHILDREN (WIC)



Incorrect Usage (Required)
The OFO mark is a graphic file, and should never be reset. The spacing 
and size of the letterforms have been very specifically arranged. The 
examples on this page illustrate incorrect uses of the mark.  The OFO 
mark should not be pulled apart (e.g. just use of the tree).

GRAPHIC STANDARDS  | 7

Do not alter the placement of 
any element of the mark.

Do not adjust the size or scale of 
any element within the mark.

Never adjust the opacity of the mark. The 
mark should always be 100% opacity.

Do not modify the color of the mark. The color or graphic behind the mark must pro-
vide sufficient contrast and should never be the 
same as the mark.

Do not rotate the mark.



Typography (Required)
Either Gill Sans or Georgia shall  be used to create promotional 
materials (e.g. flyers, posters, program event invitations, 
advertisements) and Word documents (e.g. stationary, external 
communications).  The choice to use Gill Sans or Georgia is at 
the discretion of the designer/composer.

Rabiohead is reserved for short headings and subtitles. It is 
imperative that legibility and scale are taken into account when 
using this font.

It is also important to note that Rabiohead is not a standard 
Microsoft font; therefore, sending electronic documents that 
include Rabiohead may be illegible to a reader who does not 
have the font installed on their computer.  It is recommended 
that documents containing Rabiohead be converted to PDF prior 
to sharing electronically.  Access to Rabiohead may be requested 
from the planning and research director or through www.
freefonts.com.

Verdana is used only in web and electronic applications (e.g. 
electronic newsletter).

Promotional materials shall limit font choices to two. 

Statement of Font Ownership,Usage, and Limitations—Although no 
fonts have been provided, they are intended to be used for designing 
and printing collateral materials. Fonts can be purchased online at 
several font resources:   http://www.fontfinder.com, and http://www.

fonts.com
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Gill Sans MT

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jk lmnopqrstuvwxyz 1234567890

Verdana (web use) 

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 1234567890

Georgia 

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 1234567890

Rabiohead

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefgh i j k lmnopq r s tuvwxyz  1234567890



Color Palette (Required)
The OFO color palette is composed of the following bright, 
energetic hues. The consistent use of these colors will infuse the 
collateral materials with a stronger sense of brand identity. If 
the design consists of graphics and photography, a color should 
be selected that best complements the image. All colors in the 
palette were designed to work together. A combination of bold 
and confident colors may be used when appropriate.
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PANTONE  
360 C  

PANTONE 
3145 C  

PANTONE 
Black 2 C

Early Head Start, Head Start
Universal Pre-K, The Children’s Center

Energy Services,  EO, Weatherization, HOME
Home Improvement, FTHB

Building Healthy Families

WIC, Facilitated Enrollment

Violence Intervention Program

ESPRI (previously Community Connections)

Wheels To Work

Building Operations

Emergency Housing 
Assistance Program

OFO PROGRAM 
DEPARTMENTS

These are the colors to be used in publications for 
the corresponding programs (i.e. on brochure side
bar, titles, headings, etc.). See Attachment A for 
CMYK and RGB codes.

Agency Fundraisers, Misc. ProjectsProcess Black C

PANTONE 280 C

PANTONE 445 C

PANTONE 1545 C

PANTONE 158 C

PANTONE 5125 C

PANTONE 184 C

PANTONE 7460 C

PANTONE 484 C

PANTONE 626 C

Print/Visual communications should adhere to the established color palette as outlined above.  Programs are encouraged to 

use their designated color as the primary color or an accent color on collateral materials (e.g. promotional/marketing items, 

apparel).  Graphically designed communications should limit colors to two options.



Stationery Elements (Recommendations)
Templates have been made for use among any of the departments within OFO. 
The following pages outline specific typefaces and sizes for headline, subheads, 
body copy, etc.

* Business cards - order through the Planning & Research Director
* #10 Envelopes - in 3WB Supply Closet
* 8.5” x 11” Letterhead - in 3WB Supply Closet
* 10” x 13” Envelope - in 3WB Supply Closet
* MS Word Press Release - ADM use only
* Electronic Fax cover sheet - in Forms folder
* Electronic MS Word stationery
* Please print the MS Word Letterhead in black and white 
for internal memos.
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Dan Ma sk in
Executive Director

P 607.433.8000
C 607.555.5453
F 607.433.8013
E dmaskin@ofoinc.org
W www.ofoinc.org

3 West Br oadway, Oneonta, NY 1 3820

10 X 13 Envelope 

Business Card 

 
 
 
 
 
 
 
 
 
Recipients address 
1234 North Avenue 
Sometown, USA 12345 
 
 
 
Dear Recipient: 
 
Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et 

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex 

ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat 

nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim 

id est laborum. 

 

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et 

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris  nisi ut aliquip ex 

ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat 

nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim 

id est laborum.Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt 

ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut 

aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore 

eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt 

mollit anim id est laborum. 

 

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et 

dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris  nisi ut aliquip ex 

ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat 

nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim 

id est laborum. 

 

 
 
Sincerely, 
 
 
 
 
 
Senders Name 

Opportunities For Otsego 

All Body Copy
Georgia 11pt
Single line spacing

Text Margins
Left = 1.5 inch
Top = 2.25 inchesMicrosoft Word Letterhead

Address Placement
Center both horizon-
tally and vertically

Address Name
Georgia 12pt
Line spacing = 1.5



 
 
 
 
 
 

3 West Broadway 
Oneonta, NY 13820 
P 607.433.8000 
F 607.433.8013 
W www.ofoinc.org 

 
January 28, 2009 
 
 
 
Recipients Name 
 
 
 
Dan Maskin (Executive  Director) 
 
 
 
 
List here of included documents and any 
Other important notes to accompany the fax. 
 
 
 
 
 
 
 
 

5 
 
 
 

Stationery Continued
Please follow guidelines and notes for all stationary elements.
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#10 Envelope

Text Margins
Left = 1 inch
Top = 2.25 inches

Microsoft Word Press Release Microsoft Word Fax Cover Form
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Recipients Name

Fake Company Name

1234 Central Ave.

Somewhere, USA 12345 Address Name
Georgia 11pt
Single line spacing

Address Placement
Center horizon-
tally and align with 
bottom of address 
vertically

Body Copy
Georgia 11pt
Single line spacing

Text Margins
Left = 1.5 inch
Right = 1.5 inch
Top = 2.25 inches
Bottom = 1.25 inches Body Copy

Gill Sans MT16pt
Single line
spacing

Total Number 
Gill Sans 
36pt

Contact Info
Gill Sans MT 11pt
Single line spacing

Headings
Georgia Bold
16pt



VIP Services:
24-hour hotlin e

Rape Crisis Se rvices

Counselin g

Legal Advocacy & Accompaniment

Medical Advocacy & Accompaniment

Emegency shelter for people fleeing 

    violent homes

Crime Victims Compensation Assistance

Support  Gr oups

Prevention and Referr als

Community Outreach

Volunteer Oppo rt unities

Services are available to any vicitim of crime.
All ser vices are free and confidential regardless 
of age, sex, creed, race, national origin or disability.

Opportunities For Otsego
3 W est Broadway

Oneonta, NY 13820

607.433.8038 or
800.986.5463

Monday – Friday
8:00AM – 5:00PM

www.ofoinc.org

Fo r m ore  in form ati on co nta ct O F O  at:

The leader in de
veloping inno

vative solutions that pr
om

ote health
y live

s, thriving fam
ilie

s, and caring com
m

unities

This pr ogram is funded in pa rt  by:

VIOLENCE INTERV ENTION 
PR OGRAM

as well as the foll owing:

New York State Office of Childr en and Family Services

New York State Department of Health

Otsego County Department of Social Services

New York State Division of Youth

New York State Crime Victims Board

New York State Deaprtment of Criminal Justice Services

The United Way of Delaware and Otsego Counties

Domestic Violence Services,  Rape Crisis Ser vices, 
& Crime Victims Assistance 

24-hour hotline | 607.423.4855
Violence Intervention Program

PHONE  607.432.4855
24-hour hotline (voice/TTY)

All ser vices are free and confidential.

ww w. ofoinc .org

Violence
Intervention

Program

Program Marketing Brochure 
Templates (Required)
Templates have been created for use among any of the programs 
within OFO for program brochures. The following outlines specific 
typefaces and sizes for headlines, subheads, body copy, etc. When 
designing with templates, use the paragraph and character style 
sheets created in the files to maintain consistency within the brand. 
The planning and research director will coordinate development of  
brochures in conjunction with program managers.
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Color
Inside panel follows 
program color palette 
(see page 9)

Headings
Gill Sans Bold
15/17pt

Body Copy
Gill Sans Regular
9/11pt

Program Name
Rabiohead 
53/38pt
-5 letter spacing
follow color scheme
(see page 9)

Illustrations
Will always be: composed 

of a single line, connect 
to each other, and adjust 

to text placement

Photo Placeholder 
This will always be a cropped 
image that reinforces the topic

Cover Photo
This will always be 
clean with lots of 
white space and will 
support the title and 
program

BROCHURE PRINTING
All OFO Brochures will always be printed 
on:

Dull-coated, bright white 
100 lb. cover stock

2 3
4

“

7

“

8
All Text Columns 

Gutter 

3 1
2

Cover Width
Must be folded 
on guide lines

3 15

“

16
3 9

“

16

Mission Statement
The OFO Mission Statement 
will always be displayed in 
the short fold column

1

“

2Text Margins
Left, right, and top margins 

all equal 1/2 inch



What can 
Building Healt hy F amilies 
offer me?             Building Health y Families is a 
joint effort  between your family and a Family 
Support  Wo rker. Through home visits, we can 
help you explore where you want to go in life 
and help you get there. We can also offer:

Relief Fr om Str ess            that comes 
with having a new baby and other life situations 
by exploring new coping skills and offering emo-
tional support .

Oppor tunities To Ha ve Fun
Family Support  Wo rkers will introduce activities 
that your family can do together with home-
made or store-bought toys.

Ne w Information         on your develop-
ing bay and caring for a newborn; including the 
baby’s father in daily routines, new ideas on disci-
pline, and anything else you would like to know.

Ne w Information         on your develop-
ing bay and caring for a newborn; including the 
baby’s father in daily routines, new ideas on disci-
pline, and anything else you would like to know.

What can 
Building Healt hy F amilies 
offer my  ba by?                           Your Family Support 
Worker can help give you and your baby the 
most valuable gift of all - a loving, nurtuting, happy 
family. We will help them become the best they 
can be. We can also offer your baby:

A Healt hy Childhood                  by help-
ing you obtain health insurance, gain access to a 
Medical Provider, information on nutrition and 
other child health issues.

A Safe En vir onment                through 
parent education on home safety, SIDS, discipline 
techniques, car seat safety and referrals to commu-
nity organizations.

Encour ages Ov erall 
De velopment             thr ough individulized 
activities based on your child’s skills.

Ne w Ideas for Pl ay             that will 
encourage bonding and promote a positive 
relationship between you and your child.

Encour ages Ov erall 
De velopment             thr ough individulized 
activities based on your child’s skills.

Ne w Ideas for Pl ay             that will 
encourage bonding and promote a positive 
relationship between you and your child.

         Building Healthy 
Families is a free, voluntary, home visiting pro-
gram available to pregnant women and families 
with a child under the age three months. We 
offer in-home support  to caregivers thr oughout 
Otsego County.

Ho w do I 
become in volved?

         Building Healthy 
Families is a free, voluntary, home visiting pro-
gram available to pregnant women and families 
with a child under the age three months. We 
offer in-home support  to caregivers thr oughout 
Otsego County.

Ho w do I 
become in volved?

         Building Healthy 
Families is a free, voluntary, home visiting pro-
gram available to pregnant women and families 
with a child under the age three months. We 
offer in-home support  to caregivers thr oughout 
Otsego County.

Ho w do I 
become in volved?

         Building Healthy 
Families is a free, voluntary, home visiting pro-
gram available to pregnant women and families 
with a child under the age three months. We 
offer in-home support  to caregivers thr oughout 
Otsego County.

Ho w do I 
become in volved?

Emergency 
Housing 

Assistance
Program

Goals of the Program:

Enhance the health and          
development of your          
entire family.

Reduce the stress that 
comes with being a parent.

Strengthen the bond between 
you and your child .

Help you in g aining 
independence.

Opportunities for Otsego
3 W est Broadway

Oneonta, NY 13820

1

2

3

4
This program is funded

in part  by:

The United Way of
Dela ware and Otsego

Countie s

www.ofoinc.org

607.433.8055 or
800.986.5463

Monday through Friday
8:00 – 5:00

Fo r  m ore  infor m ation:

The leader in de
veloping inno

vative solutions that pr
om

ote health
y live

s, thriving fam
ilie

s, and caring com
m

unities

Program Informational Brochure 
Templates (Required)
Follow same guidelines and standards as in the Marketing Brochure. 
The Informational Brochure will always be less photos and graphics to 
accommodate for more content. The planning and research director 
will coordinate development of  brochures in conjunction with program 
managers.
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Side Bar Color
The Info Brochure will

always have the same 
color palette of its parent 

program

Headings
Gill Sans Bold
15/17pt

Body Copy
Gill Sans Regular
9/11pt

Program Name
Rabiohead 
50/35pt
-5 letter spacing
follow color scheme

Cover Photo
Each program will
have one photo
to be used on all
informational
brochures

Photo colorization 
will be used to 
distinguish each
brochure

BROCHURE PRINTING
All OFO Brochures will always be printed 
on:

Dull-coated, bright white 
100 lb. cover stock

Program Logo
Use the appropriate 
logo from page 6

Contact Info
This will info will
always be the main
OFO contact

2 3
4

“

7

“

8All Text Column Gutter 

OFO Line
This line will always be 1/4 inch 
from bottom edge of brochure

Paragraph Spacing
Every paragraph will have
18pt line spacing

OFO Logo
The vertical OFO
logo will always be
displayed on the 
back panel

1

“

2





Clothing Applications 
(Recommendations)
The elements documented on this page show how the new 
identity may apply to other elements in the identity. Since these 
are not produced yet, some variation may apply. Please use these 
as a guide, taking into account parameters that may apply to 
each usage uniquely. The planning and research director must 
approve proposed designs and/or proofs prior to production.

GRAPHIC STANDARDS  | 15

Outerwear
Logo will be embroidered 
in color on front left chest,
Logo may need slight color 
variations to have sufficient 
contrast against fabric

Baseball Cap
Cap will be clean and simple,
dark color caps will require special
1 color logos to be produced

T-Shirt
Shirts will display logo 
on front left over heart

CLOTHING CHOICES
White fabric is always recommended to 
increase logo visibility; however alternate 
colors may be used considering what cloth-
ing will be warn for certain activities.

Alternate program marks may be used.
Always follow color palette on page 9 



Contact
To request logos or graphic elements related to the identity 
standards and guidelines, please contact:

Planning and Research Director

3 West Broadway
Oneonta, NY 13820

P   607.433.8028
F   607.433.8013
E  mmartin@ofoinc.org
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It is the responsibility of the planning and research director to 
ensure agency promotional materials disseminated to the public 
uniformly adhere to agency branding standards.  Therefore, the 
planning and research director must approve all print/visual 
communication, excluding routine stationary communications.  
Program managers should conduct a preliminary review of said 
materials and forward them to the planning and research director 
at least two weeks prior to the designated distribution date.  

Print/Visual communication developed using approved templates 
must still have the content approved by the planning and research 
director before dissemination. (e.g. Program newsletters)

Agency Information (Recommendations)
Phone Numbers:   Period separators should be used in phone 
numbers as in the example provided.  (Example 607.433.8000).  
Incorrect separators include parentheses, dashes, or a 
combination thereof.  

All print/visual communications must include either the agency 
or program phone number and the agency 800 number as space 
allows.

Return Address:   “Opportunities for Otsego” should be listed 
first in an address with the program/department listed second.  
Example:
	 Opportunities for Otsego
	 Program Name
	 3 West Broadway
	 Oneonta, NY  13820

Website:  The OFO website address should be included on all 
print/visual communications as space allows.  

Mission Statement – As space allows, the OFO mission statement 
shall be included on all print/visual communications.  The mission 
statement must be in a font no smaller than 8pt.



 

Color Palette 

Program(s) Pantone C M Y K R G B 

OFO Green PANTONE 360 C 63 0 84 0 108 194 74 

OFO Blue PANTONE 3145 C 100 10 29 20 0 119 139 

OFO Black Black 2 C 0 7 26 90 25 24 19 

Emergency Housing Assistance Program PANTONE 280 C 100 85 5 22 1 33 105 

Building Operations PANTONE 445 C 52 23 30 74 80 87 89 

Wheels To Work PANTONE 1545 C 20 76 100 70 101 56 25 

ESPRI PANTONE 158 C 0 62 95 0 232 119 34 

Violence Intervention Program PANTONE 5125 C 42 81 11 49 105 60 94 

WIC, Facilitated Enrollment PANTONE 184 C 0 73 32 0 246 82 117 

Building Healthy Families PANTONE 7460 C 100 6 2 10 0 134 191 

Early Head Start, Head Start, Universal 

Pre-K, The Children’s Center 
PANTONE 484 C 8 92 100 33 154 51 36 

Energy Services, EO, Weatherization, 

HOME, Home Improvement, FTHB 
PANTONE 626 C 80 18 56 54 40 92 77 

 

https://www.pantone.com/color-intelligence/color-education/x-ref 

https://www.pantone.com/color-intelligence/color-education/x-ref



