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The Graphic Standards Manual and Editorial Style Guide
ensure that United Animal Nations (UAN) and its programs are
described and presented in a consistent way. This manual provides
guidelines for acceptable use of logos, fonts, colors, punctua-
tion, capitailzation and other elements in UAN’s print and online
publications.

Any questions about this guide should be directed to the UAN
Communications Director at (916) 429-2457.
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Graphic Standards

UAN Logos

UAN has an organizational logo and several secondary logos for its individual programs. The UAN logo should
always be the primary logo in any publication. Program logos should be used sparingly. Acceptable

uses of the UAN logo and program logos are shown below. To request a copy of any UAN logo, contact the
Communications Director at (916) 429-2457.
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UNITED ANIMAL H&TIDH!

Two-color logo with black and PMS 285
(blue). “United Animal Nations” and the
globe should appear in PMS 285, every-
thing else must be in black.
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UNITED ANIMAL ﬂﬁﬂﬂﬁé

One-colorlogo. Canappearinblack
or PMS 285 (blue). The UAN logo
may also appear in white reversed

out of a solid color.
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The UAN logo may NEVER
appear in colors other than black,
PMS 285 (blue) or a combination
of the two.

II. I.-I-I.I. I.II'I' EBEEHINDI

Two-color logo with black and PMS
186 (red). “EARS” and the rectangle
should appear in PMS 186, everything
else must be in black.

EMERGENCY AMEMAL RESCUE BERYICE
NO AMIMAL LEFT BEHINDI

One-color logo in black. Can appear in
black only. May also appear in white

reversed out of a solid color.

N
EMERGENCY IMAL

SCUE SERVICE

The EARS logo may NEVER
appear in colors other than
black, PMS 186 (red) or a com-
bination of the two.
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UAN Logos continued
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LIFELINE LIFELINE FELINE

Two-color logo with black and PMS 5555 One-color logo in black. Can appear The LifeLine logo may NEVER

(green). The line rule should appear in in black only. May also appear in appear in colors other than
PMS 5555, everything else must be in  white reversed out of a solid color. black, PMS 5555 (green) or a
black. combination of the two.

PUI( ) RESCUE.ORG

Two-color logo with black and PMS 1545 One-color (grayscale) logo in black. ThePMURescue.org logo may

(brown). Can be used in full-color publi- Can be used in one-color publications never appear in a color other
cations or two-color publications where or two-color publications where the than black and PMS 1545.
the colors are black and PMS 1545. colors are black and a color other than

PMS 1545.
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Fonts

Typography provides the framework for the content of UAN s printed communications. Two fonts
have been selected for maximum exibility:

- Garamond is a highly legible serif font that can be used for body text, headlines and subheads.

- Futura is a sans serif font that should be used primarily for headlines and subheads.

Futura Medium Garamond
Futura Oblique Garamond Italic
Futura Bold Garamond Bold

Futura Medium Condensed

When neither Futura nor Garamond is available, which will often be the case when using Microsoft
Word and other Windows-based programs, acceptable substitutes are Arial Narrow (sans serif) and
Times New Roman (serif).

Arial Narrow in 12-point type size is the preferred font for e-mail, faxes, letters, press releases
and other basic business correspondence.

Colors

UAN’s primary color palette consists of the following colors:

- PMS 285 - UAN blue
- PMS 186 - EARS red
- PMS 5555 - LifeLine green

B ~vs1545-  PMU brown
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Editorial Style Guide

Following a standard editorial style for capitalization, grammar, punctuation and abbreviations
ensures that all written material distributed by UAN looks professional and consistent. Although
opinions on some spelling, capitalization and punctuation conventions may di er across industries,
UAN sta and volunteers should adhere to the following editorial guidelines to ensure consistency
across all UAN publications.

For all style, punctuation and capitalization questions not addressed below, refer to the Associated
Press Style Manual, a copy of which can be found in the Communications Directors o ce.

UAN Programs and Services

- United Animal Nations. UAN is acceptable on second reference.

- Emergency Animal Rescue Service. EARS is acceptable on second reference. On  rst refer-
ence, EARS should always be referred to as United Animal Nations Emergency Animal Rescue
Service. e acronym combination UAN/EARS is NEVER acceptable. Please note the use of the

possessive apostrophe after Nations. For more information on possessives, see the entry for
Apostrophe under Punctuation.

- Emergency Animal Rescue Service volunteer leadership terms. Regional Director, State
Coordinator and Provincial Coordinator are always capitalized. RD/RDs and SC/PC/SCs/PCs
may be used on second reference. Crisis Response Team Leader/Member. CRT is used on second
reference.

- Humane Education Ambassador Reader (HEAR) program. HEAR is acceptable on second
reference.

- LifeLine, LifeLine Rescue and LifeLine Crisis Relief should be capitalized in all uses.

- LifeLine Individual Grant, LifeLine Rescue Grant and LifeLine Crisis Relief Grant should be
capitalized and used when referring to the monetary award.

- PMURescue.org. Use this form for all references.
- Zig Zag Memorial Reward Fund / Zig Zag Reward.

- A Better Choice Campaign. ABC Campaign is acceptable on second reference.
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Commonly Used Program-Related Phrases
pregnant mares urine (PMU)

Premarin

Prempro

Commonly Used Animal-Related Words

e common names of animals are not capitalized unless they contain a proper noun. In this case
the proper noun is capitalized, along with any word preceding (but not following) it. For example,
German shepherd, Labrador retriever, English bulldog, Great Dane.

owner (acceptable and more understandable than caregiver or guardian in certain applications)
pet (acceptable and preferred instead of companion animal )
spay/neuter (as in, UAN supports aggressive spay/neuter programs)

Commonly Used Words

e-mail lifesaving
Good Samaritan life-threatening
Internet nonpro t
large-scale (as in large-scale criminal seizures)  two-fold

law enforcement Web site

Miscellaneous punctuation rules

Ampersand

- Always spell out the word and in titles and running text. (President and CEO, peanut
butter and jelly)

Apostrophe
- An apostrophe is used to indicate the possessive of nouns and pronouns.

For singular or plural nouns and pronouns and proper names not ending in s , add s to indicate
possessiveness (tigers, dogs, members, Karens).

For singular nouns or pronouns ending in s, also add s (campuss, witnessess).

For proper names and plural nouns ending in s, just add an apostrophe (United Animal Nations /
Alexis / dogs)
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Colon

- Use a colon to set 0 a phrase that illustrates or emphasizes whatever precedes the colon. (e
volunteers agreed on one thing: e needs of the animals were more important than anything else.)
Always capitalize the rst word after the colon if it begins a complete sentence.

Comma

- UAN does not use a serial comma in a series. For example, lions, tigers and bears. NOT lions,
tigers, and bears. Do use a serial comma if the item before or after the conjunction contains a con-
junction (For dinner I ate corn bread, vegetarian chili, and beans and rice.)

Dash/en dash

- Use an en dash to set 0  phrases that provide additional description or detail. (Fido is a wonderful
pet heisa quiet and well-mannered dog.) Note that an en dash is larger than a hyphen. e two
should not be used interchangeably.

Hyphen
- Use a hyphen to join elements of compound modi ers. (He is a good-looking dog. ey adopted
a horse for their six-year-old son).

Period
- Use only one space after the period at the end of a sentence.

Quotation Marks
- Always place other punctuation, such as a comma, period or question mark, inside the quotation
mark. (e animal control o cers said, |am so glad UAN is here to help these dogs. )

Miscellaneous grammar rules

- Always use who when referring to animals, not that. For example, Animals who are left be-
hind during disasters ... NOT Animals that are left behind during disasters...

- Beware homophones (words that sound the same but are spelled di erently). For example:
ere/their/theyre
Hear/here
Your/youre
QOur/are
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Numerals and abbreviations

Numerals versus text

- In running text, spell out numbers that are below ten. (We rescued six cats and eight dogs.)

- For numbers ten and over, use numerals. (We rescued 150 pigs and 27 cows).

- isrule applies to ages. (He is six years old. e horse is 27 years old. | have a one-year-old cat.)
- When a number below ten and a number above ten are used in the same sentence, use the format
for the larger number for all numbers. (We rescued 150 pigs, 27 cows, 6 cats and 8 dogs.)

- Never start a sentence with a numeral. (Nine dogs were stranded in the house. NOT 9 dogs were
stranded in the house.)

Time

- Use numerals when indicating time.

- Use lowercase and periods when indicating a.m. and p.m.

- Use 9a.m. format for starting and ending times that occur on the hour. (9 a.m. to 6 p.m.)

- Use 9:30 a.m. format if one or more times does not occur on the hour (9:30 a.m. to 5:00 p.m.)

- Do not repeat a.m. or p.m. if both times occur in the morning or evening
(Qtollam./9am.tolp.m.)

Phone numbers
- Always include the area code with the phone number.
- Phone and fax numbers should always follow this format: (916) 429-2457.

State abbreviations

- It is preferable to spell out states whenever possible (e workshop will be held in Boise, Idaho.)
- Two letter postal abbreviations should be used in mailing addresses and if abbreviations are neces-
sary for space, such as in a table or on a ier with limited space. (San Jose, CA; Portland, ME). For
a list of postal abbreviations visit this link:
http://www.usps.com/ncsc/lookups/usps_abbreviations.html

Hyperlinks

- Always include the full hyperlink in text, not inlcuding http (www.uan.org)

- Avoid writing out especially long hyperlinks

- When using hyperlinks in GetActive messages or on the Web, hyperlink the word(s) that best
describes what you are linking to. ( Visit the EARS volunteer message boards ; NOT To visit the
volunteer message boards click here. )

Note: is format is more intuitive, helps Web pages rank better in search engines and helps people
with visual impairments, who may be using software that only reads the linked words to them.
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Proper UAN e-mail signature format:

Name

Title

United Animal Nations

PO. Box 188890 Sacramento, CA 95818
(916) 429-2456 - phone

(916) 429-2457 - fax

WWW.Uan.org

Join our e-mail list Facebook Twitter

Bringing animals out of crisis and into care.

UAN Descriptive Language

United Animal Nations (UAN) focuses on bringing animals out of crisis and strengthening the
bond between people and animals through a variety of programs, including emergency sheltering,
disaster relief services, nancial assistance and education.

rough its volunteer-driven Emergency Animal Rescue Service (EARS), UAN shelters and cares
for animals displaced by natural disasters and other crises, such as criminal seizures and hoarding
cases, in the United States and Canada.

e LifeLine Grant program provides funding to Good Samaritans, animal rescuers, non-pro t
organizations and pet owners to help them care for animals in life-threatening situations.

UAN s Humane Education Ambassador Reader (HEAR) program helps children explore the
bond between people and animals through stories and discussion. HEAR volunteers visit elemen-
tary school classrooms, after-school programs, animal shelters and other venues to read to children
and lead discussions -- helping children develop critical thinking skills and empathy.

e My Dog is Cool Campaign educates people about the dangers of leaving dogs unattended in
hot cars, and provides tools animal advocates can use to spread this vital safety message.

rough the Premarin Awareness Campaign, UAN educates women about hormone drugs that
are made from pregnant mares urine (PMU), the health risks they pose to women, and the avail-
ability of humane alternatives.

continued on next page
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rough the Zig Zag Memorial Reward Fund, UAN o ers nancial incentives to encourage wit-
nesses to animal cruelty to come forward with information that could lead to an arrest and convic-
tion.

UAN s A Better Choice (ABC) Campaign is designed to help people make choices in their daily
lives that can help animals, such reducing consumption of meat and dairy products, forgoing prod-
ucts made with leather or fur, or attending circuses that dont use animals.

UAN Mission Statement

UAN s mission is to bring animals out of crisis and strengthen the bond between people and ani-
mals through emergency sheltering, disaster relief services, nancial assistance and education. UAN
accomplishes its mission by engaging volunteers and supporters, collaborating with others and
maximizing the use of online technology.
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