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Pennsylvania Small
Business Development
Centers

Identity 
Standards
The following pages introduce the
elements of the SBDC brand and
identity program, and explain how to
use them. Use these standards to
maintain a consistent SBDC brand
personality—one that will encourage
our audiences to understand,
appreciate, and support us.
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An accredited affiliate of the national network of Small Business Development Centers.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Quick Finder
Small Business Development Centers Identity Standards

1.0.0

2.0 Elements

2.1 Signature
2.1.1 Basics for State Organization
2.1.2 Basics for Centers
2.1.3 Configurations
2.1.3 Box-Centered
2.1.4 Centered
2.1.5 Flush-Left
2.1.6 D-Axis
2.1.7 Stacked-Left
2.1.8 Flag-Right
2.1.9 Minimum Size
2.1.11 Free Zone
2.1.12 Formatting
2.1.13 Uncoupling
2.1.16 Relationship Line

2.2 Fonts
2.2.1 Basics (primary font)
2.2.2 Basics (secondary font)

2.3 Colors
2.3.1 Formulas
2.3.2 Applications

3.0 Language

3.1 Writing about SBDC 
3.1.1 Using the Name
3.1.3 Avoiding Mistakes 

4.0 Applications

4.1 Examples
4.1.1 Letterhead
4.1.2 Envelope
4.1.3 Business Card
4.1.4 Print Materials
4.1.5 Web Screen
4.1.6 Products and Merchandise

5.0 Master Art

5.1 File-Naming Structure

1.0 Quick Finder

Return to SBDC Main Menu

Quick Finder

Use this directory to quickly locate
SBDC identity topics.

Small Business Development Centers
Helping businesses start, grow, and prosper.
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Small Business
Development Centers
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This section shows the graphic 
elements that make up the SBDC 
identity and the specifications for
using the elements consistently.
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2.1.0

Small Business
Development Centers
Identity Standards

This section shows the graphic 
elements that make up the SBDC 
identity and the specifications for
using the elements consistently.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art

2.1 Signature

2.2 Fonts

2.3 Colors

Elements

Small Business Development Centers
Helping businesses start, grow, and prosper.



Basics for State
Organization

The signature is the foundation of the
SBDC identity. The signature has three
parts: logotype, name, and position 
statement.

Use the signature prominently at least
once in every SBDC communication.

The relationship line is also an 
important identity element for the state
organization, but is not a formal part 
of the standard signature. Guidelines 
for formatting and positioning the 
relationship line can be found starting 
on page 2.1.16.

Signature, Basics
Small Business Development Centers Identity Standards

2.1.1

An accredited affiliate of the national network of Small Business Development Centers.

Small Business Development Centers
Helping businesses start, grow, and prosper.

2.1 Signature 

Return to 2.0 Elements menu
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Logotype

Name

Position Statement

Relationship Line

Small Business Development Centers
Helping businesses start, grow, and prosper.



Basics for Centers

The standard signature for Centers 
has four parts: logotype, name, center
name, and position statement.

Use the signature prominently at least
once in every SBDC communication.

The relationship line is also an 
important identity element for Centers,
but is not a formal part of the 
standard signature. Guidelines for 
formatting and positioning the 
relationship line can be found starting 
on page 2.1.16.

Signature, Basics
Small Business Development Centers Identity Standards

2.1.2

Small Business Development Center
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers.

2.1 Signature 

Return to 2.0 Elements menu
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Logotype

Name

Center Name

Position Statement

Relationship Line

Small Business Development Centers
Helping businesses start, grow, and prosper.



Configurations

There are six standard signature 
configurations in the SBDC identity.
To reproduce any of these signatures,
use the digital art provided in the SBDC
identity digital library.

Box-centered signature
for state organization

Signature, Configurations
Small Business Development Centers Identity Standards

2.1.3

MORE

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Centers 
Helping businesses start, grow, and prosper.

Note: Because of its configuration,
this signature works well only 
for the state organization. It is not 
provided for an individual center.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Note: The logotype may be used
alone for internal projects or if the
name and position statement 
combination becomes redundant.



Configurations, continued

Centered signature
for state organization

Centered signature

for individual centers 

Signature, Configurations
Small Business Development Centers Identity Standards

2.1.4

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Center
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.

Small Business Development Center
Lehigh University 

Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Configurations, continued

Flush-left signature
for state organization

Flush-left signature
for individual centers

Signature, Configurations
Small Business Development Centers Identity Standards

2.1.5

Small Business Development Center
Kutztown University of Pennsylvania 
Helping businesses start, grow, and prosper.

MORE

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Center
Lehigh University 
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Configurations, continued

D-axis signature
for state organization

D-axis signature
for individual centers

Signature, Configurations continued
Small Business Development Centers Identity Standards

2.1.6

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line

HOME

QUIT

PREVIOUS

MASTER ART

NEXT

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

Small Business Development Center
Lehigh University 
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Configurations, continued

Stacked-left signature
for state organization

Stacked-left signature
for individual centers

Signature, Configurations continued
Small Business Development Centers Identity Standards

2.1.7

MORE

Small Business
Development Centers
Helping businesses
start, grow, and prosper.

2.1 Signature 

Return to 2.0 Elements menu
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Small Business
Development Center
Kutztown University
of Pennsylvania
Helping businesses
start, grow, and prosper.

Small Business
Development Center
Lehigh University  
Helping businesses
start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Signature, Configurations continued
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2.1.8

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.
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2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

Small Business Development Center
Lehigh University 
Helping businesses start, grow, and prosper.

Configurations, continued

Flag-right signature
for state organization

Flag-right signature
for individual centers

Small Business Development Centers
Helping businesses start, grow, and prosper.



Signature, Minimum Size continued
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2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line

Minimum Size for 
State Organization

Print
For good print legibility, do not reproduce
the state organization signatures smaller
than the sizes shown at right.

On-Screen
For good legibility on Web sites or
PowerPoint presentations, do not display
the state organization signatures smaller
than the sizes shown at right.

For the other four signature configurations,
match the 1.125" measurement of the 
logotype as shown on the centered 
signature at far right.

Small Business Development Centers 
Helping businesses start, grow, and prosper.

1.25 "

Small Business Development Centers
Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Centers
Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Centers
Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Centers
Helping businesses start, grow, and prosper.

0.8 "

Small Business
Development Centers
Helping businesses
start, grow, and prosper.

0.8 "

1.8 "
130 pixels

Small Business Development Centers 
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

1.125 "
81 pixels

Minimum print size for state organization signatures

Minimum on-screen size for state organization signatures

Small Business Development Centers
Helping businesses start, grow, and prosper.

Special note: How large a
signature can be repro-
duced depends upon the
particular file format being
used. There are two file for-
mats provided in the digital
library: eps and jpeg.

An eps file (typically used
for print) has no maximum
size restrictions. It’s consid-
ered “vector” art, which
means it can be enlarged
cleanly to banner size or
even billboard size.

A jpeg file (typically used
for on-screen applications),
however, should not be
enlarged beyond 200% of
the size provided in the 
digital library. Even at
200%, the artwork might
start to lose sharpness on
screen.



Signature, Minimum Size continued
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2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line

Minimum Size for 
Individual Centers

Print
For good print legibility, do not reproduce
the individual centers’ signatures smaller
than the sizes shown at right.

0.8 "

Small Business Development Center
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

0.8 "

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

0.8 "

Small Business
Development Center
Kutztown University
of Pennsylvania
Helping businesses
start, grow, and prosper.

Small Business Development Center
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.

1.125 "
81 pixels

Minimum print size for individual centers’ signatures

Minimum on-screen size for individual centers’ signaturesOn-Screen
For good legibility on Web sites or
PowerPoint presentations, do not display
the individual centers’ signatures smaller
than the sizes shown at right.

Small Business Development Centers
Helping businesses start, grow, and prosper.

See previous page for note on
maximum size restrictions.



Free Zone

Don’t crowd a signature with type,
photographs, or other graphic elements.
This diagram shows the minimum
amount of “free zone” you must maintain
around any signature at any size.
This measurement is derived from the
cap height of the capital “S.”

Signature, Free Zone
Small Business Development Centers Identity Standards

2.1.11

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.
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Small Business Development Centers 
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Formatting

Vertical and horizontal spaces
Choose the signature configuration that
best suits your layout.

These illustrations show which signatures 
fit best in a vertical space, and which fit
best in a horizontal space. Note that the
signature can “slide” to any point 
along the vertical or horizontal axis.

Signature, Formatting
Small Business Development Centers Identity Standards

2.1.12

Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Small Business Development Centers
Helping businesses start, grow, and prosper.P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A
Small Business Development Centers
Helping businesses start, grow, and prosper.P E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

Small Business Development Centers
Helping businesses start, grow, and prosper.P E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A
Small Business Development Centers
Helping businesses start, grow, and prosper.P E N N S Y L V A N I A

Helping businesses 
start, grow, and prosper.

Small Business 
Development Centers

P E N N S Y L V A N I A

Helping businesses 
start, grow, and prosper.

Small Business 
Development Centers

P E N N S Y L V A N I A

The flush-left, D-axis, and
flag-right signatures are 
ideally suited for horizontal
spaces.

The box-centered, centered,
and stacked-left signatures
are flexible. While they are 
well-suited for vertical spaces,
they can work equally well in
horizontal spaces.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Uncoupling

Uncoupling signatures
The ability to uncouple the signature 
provides flexibility and may help create
more balanced layouts.

Only uncouple the signature by 
moving the name and position statement
(together) away from the logotype.
Do not separate the name from the 
position statement.

When uncoupling, do not place the name
and position statement in front of or
before the logotype. The logotype should
always be read first.

Separate art files are not provid-
ed for uncoupling. Instead, dupli-
cate the picture box in which
you’ve placed your signature art.
Then, close the picture boxes
down to show only the logotype in
one box, and only the name and
position statement in the other
box. Now the two elements can
be moved independently. This
method will work in any software
application.

When uncoupling, you can 
only move the name and position
statement along one axis.

In the example at left, you can
only move along a vertical axis
when separating the name 
and position statement from the
logotype. Do not additionally 
move the name and position
statement along a horizontal axis.
This placement will disrupt 
alignments to the logotype that
are important to the integrity of
the signature.

Signature, Uncoupling continued
Small Business Development Centers Identity Standards

2.1.13

2.1 Signature 

Return to 2.0 Elements menu
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Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

P E N N S Y L V A N I A

P E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

Helping businesses start, grow, and prosper.
Small Business Development Centers

Helping businesses start, grow, and prosper.
Small Business Development Centers

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.



Uncoupling, continued

In five of the six signatures—
box-centered and centered (see previ-
ous page), stacked-left, D-axis, and
flush-left—you can only uncouple on 
a vertical axis.

See the following page for uncoupling
guidelines for a flag-right signature.

Signature, Uncoupling continued
Small Business Development Centers Identity Standards

2.1.14

2.1 Signature 

Return to 2.0 Elements menu

Basics Configurations Minimum Size Free Zone Formatting Uncoupling Relationship Line
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Small Business Development Centers 
Helping businesses start, grow, and prosper.

P E N N S Y L V A N I A

Helping businesses 
start, grow, and prosper.

Small Business 
Development Centers

P E N N S Y L V A N I A

P E N N S Y L V A N I AP E N N S Y L V A N I A

Small Business Development Centers 
Helping businesses start, grow, and prosper.

Helping businesses 
start, grow, and prosper.

Small Business 
Development Centers

MORE

Helping businesses start, grow, and prosper.
Small Business Development Centers

P E N N S Y L V A N I A

P E N N S Y L V A N I A

Helping businesses start, grow, and prosper.
Small Business Development Centers

Small Business Development Centers
Helping businesses start, grow, and prosper.



Uncoupling, continued

You can only uncouple the flag-right
signature along a horizontal axis.

Signature, Uncoupling continued
Small Business Development Centers Identity Standards

2.1.15

2.1 Signature 

Return to 2.0 Elements menu
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Small Business Development Centers
Helping businesses start, grow, and prosper.P E N N S Y L V A N I A

P E N N S Y L V A N I A

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE

In the flag right signature, do not
additionally move the name and
position statement along a verti-
cal axis. This placement will
disrupt the horizontal alignment to
the logotype.

Small Business Development Centers
Helping businesses start, grow, and prosper.



Relationship Line 

Placement of the relationship line 
follows many of the same rules as
uncoupling. When using a centered 
configuration, such as a box-centered or
centered signature, maintain a centered
alignment to the signature when placing
the relationship line. See the example 
at right.

When using a flush-left, D-axis, stacked-
left, or flag-right signature, maintain a
flush-left alignment to the name and 
position statement when placing the rela-
tionship line. See the examples at right.

The relationship line should be typeset in
Futura Book, and should not be typeset
larger than the position line.

Signature, Relationship Line continued
Small Business Development Centers Identity Standards
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2.1 Signature 
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HOME

QUIT

PREVIOUS

MASTER ART

NEXT

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business
Development Centers
Helping businesses
start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers. An accredited affiliate of the national network of Small Business Development Centers. An accredited affiliate of the national network of Small Business Development Centers.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Centered Alignment D-Axis Alignment Flush-Left Alignment



Signature, Relationship Line continued
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2.1.17

2.1 Signature 
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Relationship Line, continued

The rules for placing the relationship line
for the individual centers are the same as
they are for the state organization. See
the previous page (2.1.16) for rules on
placing the relationship line relative to a
signature for the state organization.

Small Business
Development Center
Kutztown University
of Pennsylvania
Helping businesses
start, grow, and prosper.

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

Small Business Development Center
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers. An accredited affiliate of the national network of Small Business Development Centers. An accredited affiliate of the national network of Small Business Development Centers.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Centered Alignment D-Axis Alignment Flush-Left Alignment
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Fonts
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2.2.0

Small Business
Development Centers
Identity Standards

This section shows you the graphic
elements that make up the SBDC 
signature and the specifications for
using the elements consistently.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art

2.1 Signature

2.2 Fonts

2.3 Colors

Elements

Small Business Development Centers
Helping businesses start, grow, and prosper.



Small Business Development Centers
Helping businesses start, grow, and prosper.
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2.2 Fonts

Basics

Futura Book (primary font) 
The SBDC signature is built in the font
Futura Book. Futura Book is the 
primary font for the SBDC identity and
should be used for addresses, Center
listings, and other content that refers to
the SBDC organization.

Futura Book should also be used for
all titles and headlines within SBDC
documents and communications 
materials.

Futura font styles that may be used
include Futura Book, Futura Book
Oblique, Futura Heavy, or Futura
Heavy Oblique.

Do not use Futura for body text.

Fonts, Basics
Small Business Development Centers Identity Standards

2.2.1

Return to 2.0 Elements menu

Basics

Futura Book

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Futura Book Oblique

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{} 

Futura Heavy

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Futura Heavy Oblique

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Small Business Development Centers
Helping businesses start, grow, and prosper.



Small Business Development Centers
Helping businesses start, grow, and prosper.
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2.2 Fonts

Basics, continued

Times New Roman 
(secondary font) 
Times New Roman is the secondary
font for the SBDC identity and should
generally be used for all body text.

Times New Roman was selected
because it complements Futura, is
accessible, and is widely used in
most digital media.

Times New Roman font styles that
may be used include Times New
Roman, Times New Roman Italic,
Times New Roman Bold, and Times
New Roman Bold Italic.

Fonts, Basics
Small Business Development Centers Identity Standards

2.2.2

Return to 2.0 Elements menu

Basics

Times New Roman

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Times New Roman Italic

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Times New Roman Bold

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Times New Roman Bold Italic

abcdefghijklmnopqrstuvwxyz
ABCDEFGHIJKLMNOPQRSTUVWXYZ
0123456789,./;’[]!@#$%^&*()_+<>?:”{}

Small Business Development Centers
Helping businesses start, grow, and prosper.
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Formulas

Applications

Colors
Small Business Development Centers Identity Standards

2.3.0

Small Business
Development Centers
Identity Standards

This section shows you the graphic
elements that make up the SBDC 
signature and the specifications for
using the elements consistently.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art

2.1 Signature

2.2 Fonts

2.3 Colors

Elements

Small Business Development Centers
Helping businesses start, grow, and prosper.



Small Business Development Centers
Helping businesses start, grow, and prosper.

HOME

QUIT

PREVIOUS

MASTER ART

NEXT

2.3 Colors

Colors, Formulas
Small Business Development Centers Identity Standards

2.3.1

Return to 2.0 Elements menu

Formulas 

The SBDC identity program requires 
consistent use of color. Protect the 
SBDC look by specifying colors accurately.

PMS Colors

CMYK Colors

SBDC Green SBDC Black

Uncoated Coated Uncoated Coated

PMS 368 PMS 368 Pantone 
Black

Pantone 
Black 

60%
0%

100%
0%

C
M
Y
K

RGB Colors
(Web safe)

102
184
33

R
G
B

0
0
0

R
G
B

60%
0%

100%
0%

C
M
Y
K

00%
00%
00%

100%

C
M
Y
K

00%
00%
00%

100%

C
M
Y
K

Formulas Applications

SBDC Gray

Uncoated Coated

140
140
140

R
G
B

0%
0%
0%

45%

C
M
Y
K

0%
0%
0%

45%

C
M
Y
K

When reproducing the SBDC signatures
in black and white, a gray value is sub-
stituted for the SBDC green surrounding
the capital “D.” See screen value below.

Small Business Development Centers
Helping businesses start, grow, and prosper.



2.3 Colors

Applications

The illustrations at right show the 
correct standard signature art for color
and grayscale reproduction.
See the digital library for art.

To maintain the new SBDC brand, the
color signature is preferred over the
grayscale version. Use the color signa-
ture whenever possible. (See page
2.3.3 for special exception.)

Colors, Formulas
Small Business Development Centers Identity Standards

2.3.2

Return to 2.0 Elements
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Small Business Development Centers
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Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
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Color signature 
on white

Color signature 
on green

Grayscale 
signature on white

Grayscale 
signature on black

Color signature 
on black

Formulas Applications
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2.3 Colors

Applications, continued

Consider the following guidelines when
applying the signature to different color
backgrounds.

Colors, Applications
Small Business Development Centers Identity Standards

2.3.3

Return to 2.0 Elements menu

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

On white or light-colored 
backgrounds, use the standard 
color palette.

Avoid combining the signature
with medium-colored back-
grounds. SBDC green will be
hard to see.

Avoid overprinting on black or
dark-colored backgrounds with
the standard color palette.

If you cannot avoid using a
competing color, you may use
one of the grayscale signatures
instead of a color signature.

Formulas Applications

MORE

When overprinting on black or
dark-colored backgrounds, use
a reverse signature. See digital
library.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Avoid combining the signature
with background colors that 
compete with it.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Small Business Development Centers
Helping businesses start, grow, and prosper.
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2.3 Colors 

Applications, continued

The illustration at right shows that you
can reproduce the standard SBDC 
signature on increasingly darker papers
without sacrificing the readability of the
capital D. But at a certain point, if you
choose to go to darker-colored back-
grounds, print the background color on
white and reverse the capital D out of
the background color.

Colors, Applications
Small Business Development Centers Identity Standards
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Return to 2.0 Elements menu
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5% background 10% background 15% background 20% background

30% background 40% background 50% background 60% background

70% background 80% background 90% background 100% background

Small Business Development Centers
Helping businesses start, grow, and prosper.

At this background value, print background color and reverse capital D to white.
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This section shows you how 
attention to spoken and written style
can make communications clear 
and consistent, and protect the 
SBDC brand.
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This section shows you how 
attention to spoken and written style
can make communications clear 
and consistent, and protect the 
SBDC brand.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art
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3.4 Event Names

Language
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3.1 Writing about SBDC

Return to 3.0 Language menu

Writing about SBDC, Using the Name
Small Business Development Centers Identity Standards

3.1.1

Using the Name

Standards for state 
organization

When using the SBDC name, be 
consistent. Refer to SBDC using 
one of three acceptable forms of
the name: full, short, or abbreviated.

Full: Pennsylvania Small Business
Development Centers 

Short: Centers

Abbreviated: Pennsylvania SBDC or
SBDC (alternate abbreviated form)

The Pennsylvania Small Business
Development Centers (SBDC) help small
companies start, grow, and prosper. 
The Pennsylvania SBDC is a partner 
program with the U.S. Small Business
Administration. The Centers provide a
wide array of services to entrepreneurs.
Consulting services offered by all of the
SBDCs are confidential.

Use the short form only
after the full form name
has been used. Alternate
the short form with the
abbreviated form for 
variety, if desired.

Use the abbreviated
form on second refer-
ence. Alternate the
abbreviated form with
the short form for 
variety, if desired.

Using the Name Avoiding Mistakes 

Use the full form on
first reference in a
communication piece. Place the abbreviated

form immediately after
the full form on first
reference.
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3.1 Writing about SBDC

Return to 3.0 Language menu

Using the Name, continued

Standards for individual 
centers

When using the SBDC name for indi-
vidual centers, be consistent. Refer to
these centers using one of three
acceptable forms of the name: full,
short, or abbreviated.

Full: Small Business Development
Center at “host institution.”

Short: Center

Abbreviated: “Host institution” SBDC
(e.g., University of Pittsburgh SBDC),
“host institution shortened” SBDC
(e.g., Pitt SBDC), or SBDC.

The Small Business Development Center
at Duquesne University (Duquesne
SBDC) helps small companies start,
grow, and prosper. Duquesne SBDC
sponsors 
a variety of seminars. The Center also
provides a wide array of services to
entrepreneurs. Every year, more than 
500 small businesses turn to the SBDC 
for help.

Use the short form only
after the full form name
has been used. Alternate
the short form with the
abbreviated form for 
variety, if desired.

Use the abbreviated
form on second refer-
ence. Alternate the
abbreviated form with
the short form for 
variety, if desired.

Using the Name Avoiding Mistakes 

Use the full form on
first reference in a
communication piece. Place the abbreviated

form immediately after
the full form on first
reference.

Small Business Development Centers
Helping businesses start, grow, and prosper.



3.1 Writing about SBDC
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Writing about SBDC, Avoiding Mistakes 
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3.1.3

Avoiding Mistakes 

Standards for state 
organization

Follow these standards for 
printed materials.

Capitalization and Periods
Always capitalize the first letters
in the full form of the name.

Using the Name Avoiding Mistakes 

HOME
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PREVIOUS

MASTER ART

NEXT

Right: Submit your application to the Pennsylvania Small Business 
Development Centers. 

Wrong: Submit your application to the Pennsylvania small business 
development centers. 

Right: Submit your application to the Centers. 
Wrong: Submit your application to the centers.

Right: He is a member of the SBDC.
Wrong: He is a member of the sbdc.

Right: He is a member of the Pennsylvania Small Business Development Centers. 
Wrong: He is a member of the PENNSYLVANIA SMALL BUSINESS 

DEVELOPMENT CENTERS. 

Right: The Centers provide a wide array of services.
Wrong: The CENTERS provide a side array of services.

Right: Submit your application to the SBDC.
Wrong: Submit your application to the S.B.D.C.

Always capitalize the letters in
the abbreviated form name.

Always capitalize the “C” in the
short form of the name.

Avoid printing the full form or
short form in all capitals.

Omit periods in the abbreviated
form name.

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE



3.1 Writing about SBDC
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Writing about SBDC, Avoiding Mistakes 
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3.1.4

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Name Forms
Avoid incorrect forms of the
name.

Using the Name Avoiding Mistakes 
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NEXT

Right: He is a member of the Pennsylvania Small Business Development Centers. 
Wrong: He is a member of the PA Small Business Development Centers. 

Right: He is a member of the Pennsylvania SBDC. 
Wrong: He is a member of the PA SBDC. 

Right: The Centers provide a wide array of services.
Wrong: The SBDC Centers provide a wide array of services.

Right: The SBDCs provide a wide array of services.
Wrong: The SBDC provide a wide array of services.

Right: We attended a seminar sponsored by the Pennsylvania Small Business
Development Centers.

Wrong: We attended a seminar sponsored by the Pennsylvania Small Business
Development Center.

Right: The SBDCs in Pennsylvania provide a wide array of services.
Wrong: The Pennsylvania SBDCs provide a wide array of services.

Plurals
Use the plural form, Centers,
in the full name of the state
organization. Use the plural
abbreviated form when referring
to multiple Centers throughout
the state. Avoid placing the
abbreviated plural form directly
after “Pennsylvania” to avoid
confusion with the state 
organization.

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.



3.1 Writing about SBDC

Return to 3.0 Language menu

Writing about SBDC, Avoiding Mistakes 
Small Business Development Centers Identity Standards

3.1.5

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Using the Name Avoiding Mistakes 
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Right: We attended events sponsored by numerous SBDCs throughout the state.
Wrong: We attended events sponsored by numerous SBDC’s throughout the state. 

Right: The Pennsylvania Small Business Development Centers’ programs help
many entrepreneurs in our state.

Wrong: The Pennsylvania Small Business Development Center’s programs help
many entrepreneurs in our state.

Right: The Pennsylvania SBDC’s programs help many entrepreneurs in our state.
Wrong: The Pennsylvania SBDCs’ programs help many entrepreneurs in our state. 

Possessives
Place an apostrophe after the
“s” in the possessive form of the
state organization.

Place the apostrophe before the
“s” in the possessive abbreviated
form of the state organization.

Plurals, continued
Add an “s” (no apostrophe) to
the abbreviated form to make it
plural.

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE



3.1 Writing about SBDC

Return to 3.0 Language menu

Writing about SBDC, Avoiding Mistakes 
Small Business Development Centers Identity Standards

3.1.6

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Using the Name Avoiding Mistakes 

HOME

QUIT

PREVIOUS

MASTER ART

NEXT

Right: Joining the Pennsylvania Small Business Development Centers is easy.
Wrong: Joining The Pennsylvania Small Business Development Centers is easy. 

Right: The focus of the Centers is helping companies start, grow, and prosper. 
Wrong: The focus of The Centers is helping companies start, grow, and prosper. 

Right: Submit your application to the SBDC. 
Wrong: Submit your application to SBDC. 

Right: The Pennsylvania Small Business Development Centers have 
an active membership.

Wrong: The Pennsylvania Small Business Development Centers has 
an active membership.

Right: The SBDC helps companies start, grow, and prosper.
Wrong: The SBDC help companies start, grow, and prosper. 

Right: The Centers have many active members.
Wrong: The Centers has many active members.

‘The’ Preceding the Name
Use a lowercase “T” preceding
all name forms.

Verb Form with the Name
Use a plural verb form for both
the full form and 
abbreviated form names.

Small Business Development Centers
Helping businesses start, grow, and prosper.



3.1 Writing about SBDC
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Writing about SBDC, Avoiding Mistakes 
Small Business Development Centers Identity Standards

3.1.7

Avoiding Mistakes 

Standards for individual 
centers

Follow these standards for 
printed materials.

Capitalization and Periods
Always capitalize the first letters
in the full form of the name.

Using the Name Avoiding Mistakes 
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Always capitalize the letters in
the abbreviated form name.

Always capitalize the “C” in the
short form of the name.

Avoid printing the full form or
short form in all capitals.

Omit periods in the abbreviated
form name.

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE

Right: Submit your application to the Small Business Development Center 
at Duquesne University. 

Wrong: Submit your application to the small business development center 
at Duquesne University. 

Right: Submit your application to the Center. 
Wrong: Submit your application to the center.

Right: He is a member of the SBDC.
Wrong: He is a member of the sbdc.

Right: She received help at the Small Business Development Center at Duquesne
University. 

Wrong: She received help at the SMALL BUSINESS DEVELOPMENT CENTER 
at DUQUESNE UNIVERSITY. 

Right: The Center provides a wide array of services.
Wrong: The CENTER provides a wide array of services.

Right: Submit your application to the SBDC.
Wrong: Submit your application to the S.B.D.C.



3.1 Writing about SBDC

Return to 3.0 Language menu

Writing about SBDC, Avoiding Mistakes 
Small Business Development Centers Identity Standards

3.1.8

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Name Forms
Avoid incorrect forms of the
name.

Using the Name Avoiding Mistakes 
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Plurals
Use the singular form, Center, in
the full name of individual cen-
ters.

Use the plural form, Centers,
when referring to more than one
individual center.

MORE

Small Business Development Centers
Helping businesses start, grow, and prosper.

Right: He sought help at the Small Business Development Center at Duquesne
University. 

Wrong: He sought help at the Duquesne University Small Business Development
Center. 

Right: She received advice from the Pitt SBDC. 
Wrong: She received advice from the SBDC at Pitt. 

Right: The Center provides a wide array of services.
Wrong: The SBDC Center provides a wide array of services.

Right: The Duquesne and Pitt SBDCs work closely together.
Wrong: The SBDCs at Duquesne and Pitt work closely together.

Right: We received pertinent information from the Small Business Development
Center at the University of Pittsburgh.

Wrong: We received pertinent information from the Small Business Development
Centers at the University of Pittsburgh.

Right: We attended a seminar sponsored by the Duquesne University and
University of Pittsburgh Small Business Development Centers. 

Wrong: We attended a seminar sponsored by the Small Business Development
Center of Duquesne University and the University of Pittsburgh.



3.1 Writing about SBDC
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3.1.9

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Using the Name Avoiding Mistakes 
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Possessives
Place an apostrophe before the
“s” in the possessive form of
individual centers.

Place an apostrophe after 
the “s” when referring to the
possessive abbreviated form 
of more than one center.

Place the apostrophe before the
“s” in the possessive abbreviated
form of the host institution.

Plurals, continued
Add an “s” (no apostrophe) to
the abbreviated form to make it
plural.

Small Business Development Centers
Helping businesses start, grow, and prosper.

MORE

Right: We attended events sponsored by numerous SBDCs throughout the state.
Wrong: We attended events sponsored by numerous SBDC’s throughout the state. 

Right: The Duquesne University Small Business Development Center’s programs 
help many entrepreneurs in our state.

Wrong: The Duquesne University Small Business Development Centers’ programs 
help many entrepreneurs in our state.

Right: The Duquesne University SBDC’s programs help many entrepreneurs in
Allegheny County.

Wrong: The Duquesne University SBDCs’ programs help many entrepreneurs in
Allegheny County

Right: The southeastern SBDCs’ international trade services are very popular.
Wrong: The southeastern SBDC’s international trade services are very popular. 
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3.1.10

Avoiding Mistakes,
continued

Follow these standards for 
printed materials.

Using the Name Avoiding Mistakes 
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‘The’ Preceding the Name
Use a lowercase “T” preceding
all name forms.

Verb Form with the Name
Use a singular verb form for
both the full form and 
abbreviated form names.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Right: Obtaining advice from the Small Business Development Center at Duquesne
University is easy.

Wrong: Obtaining advice from The Small Business Development Center at Duquesne
University is easy.

Right: The focus of the Center is helping companies start, grow, and prosper. 
Wrong: The focus of The Center is helping companies start, grow, and prosper. 

Right: Submit your application to the Duquesne University SBDC. 
Wrong: Submit your application to Duquesne University SBDC. 

Right: Submit your application to the SBDC. 
Wrong: Submit your application to SBDC.

Right: The Small Business Development Center at Duquesne University has an
active membership.

Wrong: The Small Business Development Center at Duquesne University have an
active membership.

Right: The SBDC helps companies start, grow, and prosper.
Wrong: The SBDC help companies start, grow, and prosper. 
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4.1 Examples

Business Papers Print Materials Digital Products
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SBDC Locations

Clarion University

Bucknell University

Gannon University

Indiana University of Pennsylvania

Kutztown University of Pennsylvania

Lehigh University

Lock Haven University

Penn State University

Temple University

Duquesne University

Saint Francis University

Saint Vincent College

University of Pennsylvania

University of Pittsburgh

University of Scranton

Wilkes University

Dear Reed:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas faucibus imperdiet lorem. 
Maecenas odio arcu, aliquet ut, tempor sed, tincidunt vel, nibh. Duis velit. Nullam facilisis congue 
augue. In non mauris non augue hendrerit molestie. Quisque aliquam mauris sit amet turpis. 
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. 
Aliquam erat volutpat. Sed id mauris tristique eros dictum ultrices. Nam bibendum pellentesque 
ligula. Praesent eget risus in turpis placerat congue. Vivamus aliquet, tellus vitae condimentum 
nonummy, nulla orci molestie ligula, vitae feugiat mi felis sit amet quam. Proin non lectus. Sed 
tincidunt risus ut leo. Donec eu nunc id felis mattis dignissim. 

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Praesent sem libero, laoreet id, mattis 
eget, interdum malesuada, leo. Morbi tincidunt. Phasellus ultrices. Maecenas a lectus et leo lacinia 
varius. Donec sollicitudin, nunc in molestie ultrices, sapien pede euismod metus, ac suscipit ipsum 
sem et urna. Morbi eleifend leo vitae pede. Praesent sit amet neque consectetuer lorem porta 
pretium. Sed nunc. Proin tortor massa, tempor ut, eleifend sit amet, pharetra a, turpis. Sed vel erat 
non lacus pulvinar placerat. Duis dignissim velit in erat. Praesent luctus faucibus sem. Nullam 
pulvinar, sapien eget laoreet eleifend, justo felis tempor justo, eu malesuada erat arcu faucibus odio. 
Sed dignissim erat eu dui. Phasellus viverra. Aliquam non eros id ligula eleifend tempus. Donec 
eleifend turpis. 

Sincerely,

Mary Lamb

Small Business Development Centers
Helping businesses start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers.

The Wharton School
University of Pennsylvania
Vance Hall, 4th Floor
3733 Spruce Street
Philadelphia, PA 19104.6374

t: 215.898.1219
f: 215.573.2135
www.pasbdc.org

June 30, 2004

Reed Agnew
Agnew Moyer Smith Inc. 
3700 South Water Street
Pittsburgh, PA 15203

SBDC Locations Dear Reed:

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas faucibus imperdiet lorem. 
Maecenas odio arcu, aliquet ut, tempor sed, tincidunt vel, nibh. Duis velit. Nullam facilisis congue 
augue. In non mauris non augue hendrerit molestie. Quisque aliquam mauris sit amet turpis. 
Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. 
Aliquam erat volutpat. Sed id mauris tristique eros dictum ultrices. Nam bibendum pellentesque 
ligula. Praesent eget risus in turpis placerat congue. Vivamus aliquet, tellus vitae condimentum 
nonummy, nulla orci molestie ligula, vitae feugiat mi felis sit amet quam. Proin non lectus. Sed 
tincidunt risus ut leo. Donec eu nunc id felis mattis dignissim. 

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Praesent sem libero, laoreet id, mattis 
eget, interdum malesuada, leo. Morbi tincidunt. Phasellus ultrices. Maecenas a lectus et leo lacinia 
varius. Donec sollicitudin, nunc in molestie ultrices, sapien pede euismod metus, ac suscipit ipsum 
sem et urna. Morbi eleifend leo vitae pede. Praesent sit amet neque consectetuer lorem porta 
pretium. Sed nunc. Proin tortor massa, tempor ut, eleifend sit amet, pharetra a, turpis. Sed vel erat 
non lacus pulvinar placerat. Duis dignissim velit in erat. Praesent luctus faucibus sem. Nullam 
pulvinar, sapien eget laoreet eleifend, justo felis tempor justo, eu malesuada erat arcu faucibus odio. 
Sed dignissim erat eu dui. Phasellus viverra. Aliquam non eros id ligula eleifend tempus. Donec 
eleifend turpis. 

Sincerely,

Mary Lamb

Small Business Development Centers
Helping businesses start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers.

The Wharton School
University of Pennsylvania
Vance Hall, 4th Floor
3733 Spruce Street
Philadelphia, PA 19104.6374

t: 215.898.1219
f: 215.573.2135
www.pasbdc.org

Gregory L. Higgins, Jr.
State Director

June 30, 2004

Reed Agnew
Agnew Moyer Smith Inc. 
3700 South Water Street
Pittsburgh, PA 15203

Clarion University

Bucknell University

Gannon University

Indiana University of Pennsylvania

Kutztown University of Pennsylvania

Lehigh University

Lock Haven University

Penn State University

Temple University

Duquesne University

Saint Francis University

Saint Vincent College

University of Pennsylvania

University of Pittsburgh

University of Scranton

Wilkes University

Standard State
Organization Letterhead

Use electronic stationery art provided
in the digital library to print a state
organization letterhead.

A typing template in Microsoft™ Word®

is also provided for this letterhead.

MORE

Director’s version of letterhead
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The Wharton School
University of Pennsylvania
Vance Hall, 4th Floor
3733 Spruce Street
Philadelphia, PA 19104-6374

Standard State
Organization 
#10 Business Envelope

Use electronic stationery art provided
in the digital library to print a state
organization #10 business envelope.

Small Business Development Centers
Helping businesses start, grow, and prosper.
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Standard State
Organization 
Business Card

Use electronic stationery art provided
in digital library to print state organiza-
tion business cards.

Small Business Development Centers
Helping businesses start, grow, and prosper.

Christian Conroy
Associate State Director

The Wharton School
University of Pennsylvania
Vance Hall, 4th Floor
3733 Spruce Street
Philadelphia, PA 19104-6374

t: 215.898.1219
f: 215.573.2135
cconroy@wharton.upenn.edu
www.pasbdc.com

Small Business
Development Centers
Helping businesses
start, grow, and prosper.
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Entrepreneur

E
Awards

2003
Finalists 
Announced

Entrepreneur  
2003 Judges
A. Hancock, P. Silvius,
R. Hickox, & R. Pollier

Sponsored by 
Small Business Development
Centers at:

What is an entrepreneur?
According to Webster’s dictionary 
it is one who organizes, manages, and  
assumes the risks of a business or  
enterprise. one out of every eight  
Americans is an entrepreneur. According  
to the U.S. Census Bureau, more the  
14 million businesses are owned by these  
undertakers. 

In 2001 Penn  State University created  
a minor in entrepreneurial engineering  
teaching marketing, finance and  
intellectual property. Similar programs are  
being established in helpentrepreneurs  
succeed and offer a place to go for help  
in the competitive world. Through  
schools networking, programs and centers,  
entrepreneurship continues to grow  
across the country.

Small Business
Large Business
Government
Economic 
Development
Non-Profit

Penn State
Lockhaven University of Pennsylvania
Saint Vincent College
Bucknell
Saint Francis University
Clarion University

Small Business Development Centers 
Helping businesses start, grow, and prosper.

Fly high.

10th Annual SBDC Client Exposition 
Friday, May 11, 2004  
State Capitol Building, Harrisburg, Pennsylvania

Small Business
Development Centers
Helping businesses
start, grow, and prosper.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed 
diam nonummy nibh euismod tincidunt ut laoreet dolore 
magna aliquam erat volutpat. Ut wisi enim ad minim veniam, 
quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut 
aliquip ex ea commodo consequat. Duis autem vel eum iriure 
dolor in hendrerit in vulputate velit esse molestie consequat, vel 
illum dolore eu feugiat nulla facilisis at vero eros.An accredited affiliate of the national network of Small Business Development Centers.

Small Business Development Centers 
Helping businesses start, grow, and prosper.

Small Business Development Centers 
Helping businesses start, grow, and prosper.

10th Annual SBDC Client Exposition and Breakfast Reception
Friday, May 11, 2004  State Capitol Building, Harrisburg, Pennsylvania
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 001124 
 Sales Made Simple
 Workshop Details:• Identify types of sales people who will succeed in your business

• Understand how your profitable customers make their decisions to buy

• Understand the dynamics of communication and the vital role  

 it plays in sales• Your salesperson’s best weapons…Old selling versus New Selling

 Find out how people make their buying decisions. Learn about  

 communication, how people do it, and their behavioral styles.  

 Find out what the best kind of salesperson is and the “new selling”  

 that will dramatically improve your conversion rates. Learn one of  

 the best secrets to get your prospects to do the selling.
 Presenter: Mel Payne Who should attend: Salesmanagers

 Prerequisites: None Times: Call for Info What others have said: “Really helped me understand how to  

 motivate my sales staff!”

  001125 
 Phone Power Workshop Details:• I-Tools of effective telephone communication

• Neuro-linguistic programming to maximize results of  

 telephone communications• Language systems diagnostics instruments

• Ten performance standards to maximize telephone communication

 For the telemarketing department and anyone who regularly  

 works with your customers on the phone. Learn the importance of  

 first and last impressions left from a phone call. Make the most of  

 both incoming and outgoing calls. Learn the standards for effective  

 use of the phone.

 Presenter: Mel Payne Who should attend: Telemarketers and On-line Service Staff

 Prerequisites: None Times: Call for Info What others have said: “Gave me good insights to guide the  

 telephone process along much better!”
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Helping businesses start, grow, and prosper.

Small Business Development Centers
Kutztown University of Pennsylvania

Helping businesses start, grow, and prosper.
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Workshops  
Guide

Small Business Development Center
Kutztown University of Pennsylvania
Helping businesses start, grow, and prosper.

An accredited affiliate of the national network of Small Business Development Centers.

Print Materials

The following illustrations show the
new Pennsylvania SBDC identity in a
variety of applications. These illustra-
tions convey the desired look and feel
of all SBDC materials: clean, contem-
porary, and bold.

Advertising Pocket Folder

Invitation Booklet

Education 
Brochure



Small Business Development Centers
Helping businesses start, grow, and prosper.

Web Screen

Concept sketch of opening home page.

Examples, Web
Small Business Development Centers Identity Standards

4.1.5HOME

QUIT

PREVIOUS

MASTER ART

NEXT

4.1 Examples

Business Papers Print Materials Web Products

Return to 4.0 Applications
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Products and
Merchandise

T-Shirt design

Examples, Products 
Small Business Development Centers Identity Standards

4.1.6HOME

QUIT

PREVIOUS

MASTER ART

NEXT

4.1 Examples

Business Papers Print Materials Web Products

Return to 4.0 Applications



HOME

QUIT

PREVIOUS

MASTER ART

NEXT Master Art
Small Business Development Centers Identity Standards

5.0.0

Small Business
Development Centers
Identity Standards

This section explains how to 
navigate through the electronic files
on the Identity Standards CD.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art

Master Art

5.1 Master Art

Small Business Development Centers
Helping businesses start, grow, and prosper.
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QUIT

PREVIOUS

MASTER ART

NEXT

File-Naming Structure

Naming Structure

Master Art
Small Business Development Centers Identity Standards

5.1.0

Small Business
Development Centers
Identity Standards

This section explains how to 
navigate through the electronic files
on the Identity Standards CD.

1.0 Quick Finder

2.0 Elements

3.0 Language

4.0 Applications

5.0 Master Art

Master Art

5.1 Master Art

Small Business Development Centers
Helping businesses start, grow, and prosper.
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HOME

QUIT

PREVIOUS

MASTER ART

NEXT

Master Art 

Return to Master Art menu

Master Art, File-Naming Structure
Small Business Development Centers Identity Standards

5.1.1

File-Naming Structure 

Identity Art
A detailed naming system helps 
you quickly identify and track 
identity art.

Use the Filename Abbreviations Key 
to learn the naming system. The
Examples section shows you how 
the files are named and how they
incorporate the coding used in the
Filename Abbreviations Key.

Filename Abbreviations Key

Name
SBDC State Organization
Buck Bucknell University
Clar Clarion University
Duq Duquesne University
Gan Gannon University
IUO Indiana University of PA
Kutz Kutztown University
Lehi Lehigh University
Lock Lock Haven University of PA
PenW University of Pennsylvania

Wharton
Pitt University of Pittsburgh
PSU Penn State University
Scrn University of Scranton
StF St. Francis University
StV St. Vincent College
Temp Temple University
Wilk Wilkes University

Computer Format
MAC Macintosh-compatible file
PC PC-compatible file

Color Type
PMS 2-spot color art
CMYK 4-Color process color art
Gray Grayscale art
RGB Web or video screen art
C For use on coated paper
U For use on uncoated paper

Configuration
Box Boxed-Centered
Cen Centered
DAxis D-Axis
Flag Flag-Right
FlshL Flush-Left
Logo Logo-Only
Stack Stacked-Left

Variation
Col Color
Gry Grayscale
REV Reverse
onGrn On Green

Contents Naming Structure

Examples

SBDC_PMS-C_Stack_colREV.eps
Name_Color Type_Configuration_Variation.file format

SBDC_Gray_DAxiz_gryREV.jpg
Name_Color Type_Configuration_Variation.file format

Print Applications

Word
Excel
Publisher

On-screen Applications

PowerPoint
Web publishing

.eps

.eps

.eps

.jpg

.jpg
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