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1. PURPOSE

The purpose of this procedure is to ensure the production of visual work according to Koç University’s corporate identity and the coherent functioning of the corporate culture across all faculties, institutes and departments.
2. SCOPE
The procedure extends to all administrative and academic personnel of the University.
3. REFERENCES
None
4. RESPONSIBLETIES
4.1. The President is responsible for ensuring the implementation of this procedure.
4.2. The Communications Office is responsible for preparing and updating this procedure.
4.3. All faculties, institutes and administrative departments (primarily the Communications office) are responsible for the implementation of this procedure. Communications personnel of all faculties, institutes and administrative departments and all relevant department administrators are responsible for notifying and consulting with the Communications Office regarding all cases, situations or matters stated in this procedure.
5. DEFINITIONS
5.1. Logo
The typographical arrangements that symbolize the physical or intellectual output of an organization or a brand and express its name. The Koç University logo has been designed as an abstraction of the ram horn symbolizing the ‘Koç’ brand and at the same time alluding to a series of ascending steps.
5.2. Corporate Identity
A set of rules to be followed in order to establish the externally perceived identity and stance of the organization.
5.3. Design

The materials and services of an organization which are produced with the purpose of communications/announcement/advertisement/contact and are in line with the standards of its corporate identity.

5.4. Reputation Management

The efforts undertaken to enhance the reputation of an organization or brand. The main goal of these efforts is to position the identity of the organization or brand.

5.5. External Stakeholder

Groups or persons who are indirectly affected by the services of the organization, or who affect the organization itself. Koç University’s external stakeholders are prospective students and their parents, faculty, non-governmental organizations, other universities, opinion leaders, the media, business world, public enterprises, and public opinion in general.

5.6. Internal Stakeholder

Internal stakeholders are groups or individuals who are directly related to the services of the organization, who are directly affected by the organization or who directly affect it. Koç University’s internal stakeholders are the management, the Board of Overseers, the Advisory Board, the faculty, administrative staff, students and alumni.

5.7. Creative Brief

In the world of advertising and communications, a brief is the concise and exact explanation of the message and perception intended by an activity.

5.8. Creative Brief Form

The document used to create the brief which includes a set of questions directing the campaign/communication activity.

6. BASIC PRINCIPLES
6.1. Koç University is responsible for managing its reputation as a brand. Corporate identity is a major component of reputation management. Any relevant material, for example logos, posters and catalogs, and any publicity material communicated to external stakeholders, serves the corporate identity, and consequently, the reputation of the University. (See Corporate Identity Guide)
6.2. Design requires creativity and deliberation. Therefore, good timing alongside a complete and correct brief are essential for the successful management of the design processes required for work on visual and printed materials. The creative agency also needs time to deliver the project in line with the brief.
6.3. Creative design and writing processes are to be conducted in line with the goals and corporate integrity of the organization/department. Matters of personal taste are not evaluated by designers and editors.

7. METHOD
7.1. Design Process

For the design of visual and printed materials:
7.1.1. The commissioning department/personnel should send the desired content for the booklet/catalog/brochure/advertisement/poster to the Communications Office. The commissioning department should also complete a brief form giving details of the design requirements and send this to the Communications Office.
7.1.2. The department or personnel responsible for the work should send the complete content, visuals and brief required for the work at least one and a half months in advance for booklets/catalogs; twenty days in advance for brochures; and two weeks in advance for advertisements/posters. Additional time must be arranged if editorial support is required. In such cases the work should be scheduled by the commissioning department in consultation with the Communications Office.

7.1.3. In cases where only editorial support is required, the commissioning department/personnel should send all source information/data/tables/documents etc. 21 days in advance.

7.1.4. The commissioning department/personnel should provide clear direction to the Communications Office to find a tone of voice for visual and printed materials and written text suitable to the target audience. The Communications Office will provide the creative agency with a brief which is compatible with the overall corporate identity of the University and does not restrict creativity.

7.1.5. The agency will share sample design(s) with the commissioning department and the Communications Office.

7.1.6. In the case of catalog/brochure designs if the sample design work is approved by the Communications Office and the commissioning department the content is placed into the design.

7.1.7. If additional photography and/or image procurement is required for the booklet/catalog/brochure/advertisement the budget will be covered by the commissioning department.

7.1.8. The final design will be presented to the commissioning department by the creative agency for approval.

7.1.9. The commissioning department is entitled to make any necessary changes and additions to the work. It is essential that the changes made are in line with the corporate culture of Koç University, the values of the target audience are taken into consideration, and all the rules of general communication/perception/reputation are respected.

7.1.10. The commissioning department will provide written approval of the final version of the work.

7.1.11. Any design work conducted without coordination from the Communications Office must receive approval from the Communications Office for the use of the Koç University logo with any materials including booklets/brochures/catalogs/advertisements/posters/t-shirts/pens/USB sticks etc. 
7.1.12. Third parties must receive approval from the Communications Office for the use of the Koç University logo with any materials including t-shirts/pens/USB sticks / bags etc. 

7.2. Printing Process
If the work is to be printed:
7.2.1. A request should be made to Procurement Management and the procedure conducted according to the Procurement Procedure (See Procurement Procedure).
7.2.2. The commissioning department will give written approval for the printing work. At the same time, The Communications Office will verify the design material for compatibility with the corporate image.

7.2.3. The commissioning department should consult with the creative agency and/or printing house to receive advice on the number of copies to be printed and the quality and weight of the paper to be used.

8. RECORDS
After the initial brief, any emails containing approvals/revisions or any printed materials with written approvals/revisions are retained both by the Communications Office and by the department in charge.

The Appendix for this procedure is as follows:

Ek 1: Koç University Agency Brief Form content

· Brief subject
· Current situation (To be completed if required, giving further details about the project)
· Purpose of the work
· Target audience
· Goal/Primary message (What should the Target Audience feel/think/learn/remember upon encountering this document/design?) 
· Positioning (To be completed if required, giving further details about the project)
· How do we want to be perceived? (To be completed if required, giving further details about the project)
· Design priorities
· Deadlines
9. REVISION
The Communications Office is responsible for revising and updating this procedure. Revisions are made annually in accordance with any new requirements.
10. REVISION / DISTRIBUTION / APPROVAL TABLE
	Page Revised
	Date
	Revision
	Revised By

	
	15.01.2018
	New Publication
	Communications Directorate


	Distribution (Relevant Departments)

	All Academic and Administrative Departments

	Approval of Suitability:
	Approval of Validity:

	
	



[image: image1.png]