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section 1| MANAGEMENT

The UneatbM 1a Sgroff i ce bSaeg c Cincati sad Makt g deemd emin
& g deli el tad ekcii ¢ pli cati @pcthe ab ad epti tbhe Ui edi tb

Mida Sgrad b escacoyfdiicialplicatia . A ded ged bad emgr af bd
foagne aed@ c concats (ed alvda rUn ed {Rebhipaa i sh 1 3

@de. The wde cesditmal , CBgene ad gh 1 c g deli adpHemcamonoti g

btds med b

Agdas

Bohapgm

Emi b

Factbiees

Fgr s

abatEp

Lees

Meata,

Peshti e afe.qg PaPad tpehti B

Rep

Sonalgdiaad

Web.

Quatimbthi g @ de, wmhed @ deli agkepes , bid be dieced the Office b
Saegc Cincati sad Maktig Jahe Resesad Chck ecti daledi b
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section 2| EDITORIAL STYLE

2.1. Default Style

Irgeal @ The Associated Press Stylebook (AP Stylebook) tvera & gti ol $addesd imhis
@de. Whee th 195 de ct cawh he AP Stylebook ,higgde paik
S fedal disifiaxdge a ba diffeet§ de harhe AP Stylebook . If hati she cas fm

disifin, a8 wacer gde 1a@ae. Ca oyl pam

2.2.  University of Missouri-Specific Style Guidelines

Board of Curators. Us Ui ed tbM i a@ Bad bCaaf i eefeene. Bad bCu ap
Bad cCate accepbk mcd efeene. Upcas twereferi ghe Ui ed {iBad b

CablLecas tverefe gani d i i daleberagpceed i g am Lecas tven

efen ga mhrbd 1 eddnerd ed i es

The prae tksli grebsad pThe Bad bCatekced Jaa De BSt La sasi s
chaif0XX. The Caawlak a falanestexMday

Ne : Perhe Cbced Rbsad Rebti gSecti dl0.030: Bad B ,1 itisiopcteferthe

g thdy athhe UneatbMia System Bad 6Cab Iregldoabhe amo fhe
UM Sgni sThe Catbhe UneatbM 1 a ."See he SgnUmeatbM ia etio
detub

campus identification. Orfi tefeene:
* UneaibMia -Chia
= Unmeatb Mia -Kaaiy
= Mia UneatbSciene ad Techp
O The ad"i pkd af i eefeene. Ddbi & he aprd (&).
* UneatbMia -StLas

Camme®m a hppentaren dak em -dab. Na@ce befe mferhe hjpen

Shegtefeenes ma :
* UneatbMia, MU M in
= UMKC

= Mid S&T B&T
o0 Noe:Mia S&T i pferd.
= UMSL
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central office. Ircenii i med c i capes i taybe aceaydl i i @ b epesad/o

el cexhed the epesivae d 1 ectastaed wh he Sgfpa dehi ra &8l

capc itaherhara i ed tcapirhes casshe erM Sgroenlfi i ce’mpe ad b
chmfye.g UM Sgroetlti i ce epes

The amUined tbM i@ Sgiefedhe efii etbhe n -capbtwde iitio

See he SgnUneatbMia eticletnb

chair of the Board of Curators. Refeghe cativoi she diebced mcti ghair vab ay
be efeed taxha i encha i eamB ad chairNb hatt heBad dedekcta “pd detbhe

bad. " Lecas bBsad befp a am
Collected Rules and Regulations. Splaf i tefeene.

Fo chapr ciatie :
» Fitefeepe: Cbced Rbsad Regti pChaprl70: Cancati s

= Shegtefeenes 243 CRR 170. Atatie: Chaprl70: Cincati 8
Foscti @ i bl {ectl sae gkr ptha chapr ):
» Fimefeene : Cbced Rbsad Rejti aSecti . 70.060: Un ed fideti f i cati ;ad
Shb .
= Shegtefeenes ae CRR 170.060. Atnti e: Sectin 170.060: Uneatidetificatin
ad Shb
Coordinating Board for Higher Education (CBHE). NtCd i ati g3ad of H i lerEdoati nDo
e wh he Mia DepetbH i erEdoath MDHE).
Curator. Ddazap tli 2 tverad ab teferta 9§ eberbhe Bad. Captalie fven

pced i the ambhe idiwdal Catlaa De cakd fra 8. The catakd a gti tbhe
paden SeeBadb Cab

Curators’ Professor. Des & arape. Cajitili e befs a amad twerd i gab.
Curators’ Scholar. Des & arape. Cagtlie befe a amad tverad i b.

Discovery Ridge Research Park. Us D i seiR i dg Resach Paki i tefeene. DiseyR 1 dg
i saccepbk mcd efeene.

Th 1 efeeMU%each ad deeptp akattH 1 hew63. Daxte wh he MU Resach
Pakbaed d°a dene Rad.

Eapm The DiseyR 1dg Resach PakcefhaseatABC Labsad RADIL.

Lagdaed: 12/21/2022 4| Pag






Latdaed: 12/21/2022 6|Pag



= JorsSmh, M.B.A., Chief Ercie

= Jana De
PtesbEcincsad Phlic Plicy
Dobt #rEcmcs

= JbrDe
PtesbNti i cad Erciie Phiity
Dokt DN i alB § oherng

acronyms. Tyaa d acgSmae accepbk e 1 herbecas heyae wdellw n—MOREBst
feeaptbecaa hee 1 3berbimyteferthe g att oWhera garacr m
fiefeene, 8 he flambhe g ati diad byhe acpil pehessThe Mid

DepbtbEErBKad SecdayEdoati {DESE) pd he eehShegtefeenes

ay 8heacm ab: Tdoe cetnfued byDESE, a shkach 1 eeatepsthe abe aeng.

ages. Abgd 1 hyag asa di @t Us hippedverag 1 £ped asaradpcti e befe a aas
a b g fa oA 5- gar -t bpEaphvertis hjpeaThe bpr S gadi. The
an26, hasa daber2 tmdd. The ani si rher30s

alumni. Us aln(abe irhe p) tverefer ga feak tvdrasaeded a shb . Us
aKatin irhe p) foi mmhrefeeneda gk . Us alin lvereferd ga bbb
arad an

awards and decorations. Caji tlli 2 felagthaadsJaa De ece i ed he U el tb
Mid -KaaCiy Osd i gAtin Aad.

board of directors, board of trustees. Atgacas: Actie i rcinisid ce, he alBeD
he bad bd 1 ectbhe IdepdetSchb

building. Captlie he pragthbu i g ot iche d/ba t it f itisani aglptbhe
prag The aalcteene adhetl athe Eme Sae Batlag

capitalization. Caji tli e i eshataparbefe a am ddaraji tili 2 i Eshataparafera am
Captlie prad incualaes tgealem . EapsThe Cbg bBa ashe bdi as
cbg, he cbg; he Off i ce bhe Re@ar he egadiice, he edar Dr Sinh wleach

Adgped E ablGefptertr She wleach adened gy
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Nb: Cdbtoyl {aam If a dogitakp he s alce) @ g @ de therharhe AP
Stylebook 1 g g  doaiy, ak 8 @A he smalcen cast

committee names. Ddabbed ae. Cag tli 2 Wwerptba falas Seatlasi sa sberb
he Ha Apatt &Cinee. Dazag tlie 1rkibad ea bixmee agsThe

SpcialSeat Cinte tiati gt H i ierEdoats d-d i gfeeap becethe hiber

edoats dd § gcinke.”

course work. Tads

dates. Whera pae i 8p tm ad a gar daspae he ganwh casWhera pas
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fractions. Spltatasham, @ dhjpetbererhe dse- haf, w -hidsfo -
fifhsWhenwti gacti il ed wh tvb bem f i gsvh a pce bewerhe twb

brerad t he factin2 1/3, 5 9/10, 8 13/16.

full time, full-time. Ddhjpeat bs he pas is (1) patigsa cph adpctie ad (2)
pced 1 dhe abpct :He 1=afu wenfacteber If he ppe  fline eb ppaesazAN

adeb, ddhjpeat: She eachedli m See he hipen  eticlea 1 abthjpeati g

cphadpcties

fundraising, fundraiser. Oa o i ralcass

General Assembly. Mie @¥g@ghtie bdyF i tefeene kil be: Mid GenaalAshy
Shegh efeenes B\ GeanlAshyasbited ba.

general revenue. Aigbcas
Eap The bdgtiolegealeea agatia

governor. Cajptlie ad abbew at asGedGeiverad as faill & befe a8 mnaes
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months. Whera tm i sad Wh a pcific dae, abbew ae Wan Feb., Ag Sep Oct, Nvad

Dec. Daabbew at Mach, A@| MayJa ad JuSpltvers ipb owh a garab.
Whera pae 18 tm ad a gar daspat wh a cen Whera pas efega

tm, dayad gar stti he garwh a cm

EapsPtedDe camthe U i ed yi iMach 2015. PtedDesanm eaydat 1 Mach

2. PtedDe, tvdhadeerathe U
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state. Lacae iral e d ’cetiehe ae OMid. Ddrajtli2 tverad 3 jBs

aradpctie tpc i fya belbpd 1 ctiohe & DepatbT aptE pae fds

state names. Splthe agtbhe aedverheyad ab ireglaed al Ayge am

mbe cdead titgh i caled eetftabbr gemal Us he pleiice abbew atia

th fladdees §ot i | P Cde.

telephone numbers. Us figsvh aea cdesi rpehiess(573) 882 -0000 d. (800) 884- 0000. Fo
ekd dresa: Ek2, Ek364, Ek4071.

that, which, who. The defiiigetictie pi s hat "Us itvenitdoim peheti c
chasShe @i rhe i1 ce hatasedekd. Dasthes chadi wh cas

Us “lvo " twerefer da pah a amade bBect The erivdal rhe edekd
fice. Then defimgn -eiciepis Wwich’ Ues itvenidalgpetetic chasThe
bhivich agilibied 111996, m Catlectadal Sethee chadi wh cas

time. Abgs fi gserets mdi bitad p aherharl2 a.nad 12 pn , tadid ctiio
Ue tacas p ad pi dsbtgpceswit h a.mad pn

titles, composition. The AP Stylebook destitlici 2 ayii £ wftin 1 3 fop

doahCa 8oyl patn

Herr h 1 9 de dewd aeddne AP Stylebook ad fiine Chicago Manual of Style. Yanche
tddhe am tvich pagi i alicie tibbabgat bgbkek ibiti pfaispk

agd asmesappspmespi d i cakpgdcat , Bd 1 @peRd

ebu 4 M

Phc e he fiwgl rgti mkbtet esbiehapseay Al 694 B BRPr
aticks kchs gcas , adiowkbwde@des ;p;  bitlies ' g ; libed &
Webdaesae aiheritlicied faced i rgti mkhip ebpgsad scti eae pced in

gs

titles, courtesy. Irgaal ddas he cagi M i sMs Mr 0 Ms Aferiitialefeene ta

pHedalti £ ad fi tad htassa he htam i rhegtefeenesPtes
JbiDe atded he heamgDe g the 1hane bh 1 eredoatio

underrepresented. On o

United States. The abbe ati ol saccepbk asa madpectie. Us prids wh irekU.S. No
pi dsi rheadli asUS.
website/webpage. Oa o, ddraj tli &. See he WH W ide Web
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World Wide Web. Cajitlie werndthe flad pram Lecas tveni ghe d/tab”
ab 1rpce bhe flam Fid ghe w eb atwradu

year-end. Hpeaed agad adpctie.

years. Us figawhtcas1975. Us arb whtarape tid i cat pebdecaded
ceti eshie 1800she 1890sAa d byhe gar2000, twerby2000” 1 H i c 1 ehFmbbew atd fm
a: 30s45, 50s -60s

See he daes etidhaefeene a dae wh i ra shoe.
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section 3| CORRESPONDENCE GUIDELINES

Fixedene @ deli adverppii ceedol ga byhe pd den D a\ce paden
Yaywk tiines amg deliasin berianesasl , bt alagchecka f g t
hasnpcific gdelias . Peas & hathee g deli ad 1 fferfoAe 1 aed Pes. Das

cacts sl rcegene.

Pm twegene o he BacialUM Syreehead hatpa 1 ghe wer

3.1. Correspondence Sample
Dae

Nam becigeh
Added 181
Added_ 18 2

DearlLertm

Pekbq eletewdd ehiich pe. Sed aligteliticiedianNhfacilid. Eianite o
o1 @t beet Spdie esFee a libeoid edrog hedemt Nafacilid.

Chsptaci i siepd i gtprchia B, prinegh i eresN oaligtp

ed mil sAenarakada dbEt arel i she ticeceareud i@ a a, hca
MaeceaggnEt aram
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3.2.  Memorandum Sample

MEMORANDUM

Dae

TO: Lerm

FROM: Nam) Ped deh
RE: Dba taat
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Elected Officials
Ircedene tekced i i c i afah asbeHCgsae epeati esad eapba
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RGB CMYK HEX Pantone
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http://brand.mst.edu/color/

section 5| THE OFFICIAL UM SYSTEMSEAL

5.1. History

Dr Jors. AkRayherarateacheri he Cbg bAgd Sc i enesathe

UneatbMi1a -Cbia ,desgdhesal .TheUmeatbMia B ad b
Cab adpd ito Mach 31, 1903. Thiditioie ad hid@ctiicialsalishet
pibhe UneatbM i@ SgnThe salebacesalekatbhe

Unedatad 1 oadiecaed, dipgd, r epdoed ad epced byhe
Uneaicsoies
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5.4. Downloading the Seal and Campus Logos

Ust he tiicialeal apcified derhe Gadelies ectio

Teegtpmd av he sal cactL 1 cea gad Tadeak 1rhe Office bShegc
Cancati ;ad Ma ktig

Latdaed: 12/21/2022 21| Pag


http://identity.missouri.edu/
http://www.umkc.edu/mcom/resources/university-logos.cfm
http://brand.mst.edu/guidelines/identity
http://www.umsl.edu/services/printing/logo.html

Ddr a tets o ghed fik ( ie,
Erprioh (m ) beshar800). Neera
anigg cfied foa eba e.

Ddie he sal

When placing the seal in a typical document (e.g., Microsoft Word or PowerPoint)
Ppiebed he sal i mioatiper

he glnybhe mag. Ihe doan

Sae he 1ag fik twpmet

ag fisThiswlea hathe fik desh

kil ghed.

Naw ge the faten

Sekcthe P i caten

ClickFtrik.”

Loat he salfik mrhe batt gaed it

Latdaed: 12/21/2022 22 |Pag






section 6 | DIGITAL PRESENTATION STANDARDS

6.1. Presentation Guidelines

The pfeed pface fo digtlpentin i he ampfeed pface fagberUM Sgm

doahFiine adadsstin he Pefeed Tgface ad Tepes sciebh iggde

M i ctPePad tad therd i @ tilpshti diae gmarbe effecti e pehtl b S
Heera digtl

Latdaed: 12/21/2022 24 | Pag



section 7| WEB COMMUNICATIONS STANDARDS

Effecti e ded qad deptba eb dt edes ng bechiyesad llss . Daxeat a
avebd £ whtepi ened esesi race ti petad el i he pct The ebakrin
he Office bSaeg c Cancati ;ad Makii g 1 29 1 hbk twhpcsp de g dane

ad, #rmass , ded ;qud deefa UM Sgm -ehed eb 1€, peedigyh carithe

eti e ayWhenerdefi gv eb catibehaf bhe U i ed yaksch he Office bShed@c
Cincati sad Makti g Jib Resesad Cact s foleai b

7.1.  Accessibility/508 Compliance

Ded qalpgswh acceabiliyinind. Us a ali dats ggm , e thenwh 1 rDeasaermber
ekalb , 8h he W3C MaRvals dats d5ew ce, ‘tes agitpg ulidatio

7.2.  Banner Design

The baarfalaji bhe Uied tbM 1@ Sgrabda e kil 1 otle he adad
baaraglef i ad byhe ebasrad eabli bed i rhe Web CatMaagatSgr{CMS) &

biees The ekptbh 1 aari otle depaalad gt phe Ui edi teal he UM Sgm
1g8 lia 1BEMT, he citbats bdragsa @ cken ad he sach bar Thisis
hep
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http://www.umsystem.edu/ums/sc/styleguide/xhtml
http://www.umsystem.edu/ums/sc/styleguide/css

7.4. Colors

The UM Sgrinepg 12 gdhe fiWHEX ctedes#2a394f (dak et bh) ad #2d3d54 ( dak

bh). Us he UM Sgrinepg asa § de i rdeefi gacishem

Thee cil @i de he fdati dayled shemfa UM Sgrabd €. Cpeay
ckcarbe added, btakgseki tidne Off i ce bSaeg@ ¢ Cincati ead Makti g

(deanbirhe Resesad Chack ecip ad e taad ehlindhe csheadaybo

foapgs Ded gpimde ebaepcificalmad fadg aym b he caps

75. CSS

Alpgst a Casad 1 5 SheeqCSS) fiatad ded gTh i <de kil edde 1reka|

Wkd CSS fikdathae a .cdik er@ DAICSS fikshd ed de ira diectathe teelbt he
ebd & (cebd € ecti phat i saaed tsST@ calyhe CSS fiksae def 1 ad ad angd byhe

ebasr DisHy afin abtrlew att gdne gaalCSS hwad ded gregiulew ae

wh he ebasr (detibirh e Resesad Chack ectip

CSS carbe etredded i rdoatigpc i alegefi areed byhe atched § bieesliral

caess 8 CSS 18ad bbalHTML fak fai gAad 1 e g bsif@be.

lobe a ptebeet 1 rebpgs , alvda @ ted dhath 1 bli bigeycan TheOffice b
Saeg c Concati sad Makti g carad swh h 1 sameded.

Ddm abkdgpg hgpsUs HTML abkditbhrdat, ad eerfaag b

hinji cati 8 Nb hat 1 e 1 hoesebescared e he a ba abk -baed &t n
derta@ d pti alp disepoies Pkae cacthe Off i ce bSaed c Cincati sad

Maktig ifgped adboe wh a akerht . Jihe Resesad Chacbk ecti do
deainb

7.6. Fonts

The el rheaderftn he UM Sgrabae 1sAccd AtBH ,Wwich idhe fo -famiimed irhe

ak's Casad i bz Shees (CSS).

The CSS sthdyeithe an -em f ffamiy : Vedan, Genw, Al al Hektica, an -smf.

12 hg/ivgradu

Latdaed: 12/21/2022 26 |Pag
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https://www.umsystem.edu/ums/copyright/
https://www.umsystem.edu/help/help-accessibility
https://www.umsystem.edu/ums/rules/collected_rules/personnel/ch320/320.010_Equal_Employment_Opportunity_Policy
https://www.umsystem.edu/ums/rules/collected_rules/personnel/ch320/320.010_Equal_Employment_Opportunity_Policy
https://www.umsystem.edu/forms/report-broken-link
https://www.umsystem.edu/ums/about/mission/
https://www.umsystem.edu/ums/about/mission/

7.9. Modification of the UM System Website Design

The dedhhe UnieditbM i d Sgrabd £ aytbe chifi ed oninckd irayyThis

i obesi ; 4 mbhrded ghpm ig he amoi mhrgp i calekesM i mclighe Giacial
Sgrded ghate ptialtceat agficatctm mmsHeer h 1 $ 1 dwatt

¥ inteet cthe g U i ed fchberded ppbahadpsheyctihe bBs

iad ihigde . Pkae cawh he Off i ce bShaed c Cincati sad Makti g
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http://www.umsystem.edu/

The fialevi erld @tbackhe admniatie tfice bivich he biati sa pt Feap)
Bdgtad Phm gi &2 b tbhe Off 1ce bF 1 ape, ad 1thasi sieft -had enThe fialen
i erlat be Off i ce bF i ane’ad @ thackygmadifa/ .

7.11. Title

The pg it bl 1 otle he depatpi ati ;me) spaed bya @i p chaacer() ad hen
he ddUneatbM i@ SgriiFeam Fiaoe |[UdestbMida Sgm

For aectl alerhe el rif 1 cesebpgs 1 oble a ba tam) sh asOff i ce bhe
Chr|Fiaoe |UdedtbMia SgnUneatbMia Serd akg apar
irhe itk ek

7.12. The UM System’s Official URL Shortener

The Off 1 ce bSheg c Cmcatn sad Makti g emansrdicialURL bibm gsa ce fihe
UneatbM ia Sgnaa i bbe atUMURL.sAtaed U M Sgraff ebecarceae
bibad URLsE th i sHlce.

Shbad URLsae accepbk foa 1 reeni [concats ead pli cati e Hery aud @ghem
mebpg catbaed dhe UM Sgraba e . Thisidaa d aycta doa & 1 eedvo
ae wed abtayefan aind § ecti darekaldamli arebpg.

Yaani ene URL Shbar ebpg “fo detikbtJMURL.E Cactdet i Hdhe Office b
Saegc Concatisad Maktig ae irhe Resesad Cack ectibh i gj de.

7.13. XHTML

AIHTML -baed pgstl & eiherXHTML 1.0 bai i alocXHTML i ct Foebpgsceaed wh
[ el B bHTML , dae cde befe add i dhe pgs the UM Segrfamibebd esThee
pfeenescarbe st i ratbm die .

1 hgivimadihefhep hbar

bt
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https://www.umsystem.edu/ums/fa/
https://www.umsystem.edu/help/help-urlshortener/

section 8| RESOURCES AND CONTACTS

For additional information about this guidegml argdelias  epes ,0 Bbdt dedg —
chact

Off i ce bShaegd c Cincati sad Makti g

UliestbMida Sgm

215 U ea tHal

(573) 882-9212

gaeggmadu

hghgmadiis

To request the use of the seal or signature line, cact
Liceaqad Tadeak

Off i ce bShaegd c Cincati sad Makti g

200 HeikIBiHig

(573)-882-7256

i defl (@ rna .edu

he/gradis

To request the president’s stationery, cact
Office bhe Pedden

Ulied tbM i d Sgm

321 U ea tHal

(573) 882-2011

pa det@gradu

To order all other non-presidential stationery, eapsbd axadsad ber tpcs
chact

Pt & Maibed ces

UiedtbM i & -Ctia

2800 Mag e Bbad

(573) 882-7801

hi/vpind .edu
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