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USDAVisualInformation

EstablishingstandardsforUSDAvisualinformationcomplementsthe

Department’svisualcommunicationmissionbyassistingaudienceacces-

sibility,enhancingidentity,andbringingcosteffectivenesstothepro-

ductionofinformationmaterials.

Audienceaccessibilityisincreasedwithspeciicationsthatarebased

upontheindingsofresearchintoreadability,legibility,andotherreading

andperceptionnorms.TheDepartment’sidentityisenhancedwheninfor-

mationmaterialsarerecognizablebytheirconsistentappearance.Cost

effectivenessisobtainedbygainingeconomyofscalewithvisualinfor-

mationproduction.Preestablishedformatseliminatetheneedtospend

productiontimedeterminingtheformofpresentation.Theiruseeliminates

“reinventingthewheel”everytimeamessageisdeveloped,freeingwriters

andcommunicationspecialiststoconcentrateoncontent.



ThesespeciicationsaremandatoryforthefollowingUSDAinformation

materials,butarenotlimitedandmaybeexpandedasprogrammissions

dictate:

–Allinternal,administrativematerialsforgovernmentpersonnelrelatingto

theoperationoftheDepartmentortheexecutionofitsprograms.

–Scientiicandtechnicalinformationdirectedtotheagricultural

community.

–Allotherinformationmaterialsnotdesignedforspeciictargetedaudi-

encesorspecialcommunicationproducts.Targetedaudiencesmay

includethoseforwhomUSDAdevelopsproductsmeanttopersuade

(recruitmentpamphlets),motivate(riskmanagement),bringabout

behaviormodiication(nutritionandfoodsafety),developinterestin

unwillingandlow-levelreaders,andassistthosewithspecialreading

requirements,suchasthevisuallyimpaired.Specialcommunication

productsincludeexhibitsandothermaterialsthatconformtoAmericans

WithDisabilitiesActguidelines.

(1)TheauthorityformandatoryspeciicationsisDR1470-1whichisavailableontheUSDAweb

siteat:www.usda.gov/directives/iles/dr/DR1470-001.htm.Othermandatoryguidesproduced

bytheOficeofCommunicationsare:USDAVisualInformationStandards,GenericStandards,

Summer2002;OficeofCommunicationsGuidelines,StyleGuidelinesforMediaMaterials,

January2002;USDAStationerySystems,SpeciicationsandUses,December1998;TheUSDA

Symbol,ItsPurposeandUse,August1996.Certaincompatiblestandardsandstyleguidesfor

identitiesandsignagehavealsobeenoficiallyestablishedforagenciesandprogramsbythe

USDAOficeofCommunicationsVisualCommunicationsCenter.Theaboveguidesareavail-

ablefordownloadat:www.usda.gov/agency/oc/design/vis_man_guide.html.

Introduction

TheU.S.DepartmentofAgriculture
(USDA)prohibitsdiscriminationin
allitsprogramsandactivitiesonthe
basisofrace,color,nationalorigin,
sex,religion,age,disability,political
beliefs,sexualorientation,andmarital
orfamilystatus.(Notallprohibited
basesapplytoallprograms.)Persons
withdisabilitieswhorequirealter-
nativemeansforcommunicationof
programinformation(Braille,large
print,audiotape,etc.)shouldcontact
USDA'sTARGETCenterat(202)720-
2600(voiceandTDD).

Toileacomplaintofdiscrimination,
writeUSDA,Director,OficeofCivil
Rights,Room326-W,WhittenBuild-
ing,14thandIndependenceAvenue,
SW,Washington,DC20250-9410or
call(202)720-5964(voiceorTDD).
USDAisanequalopportunitypro-
viderandemployer.

USDAiscommittedtomakingits
informationmaterialsaccessibletoall
USDAcustomersandemployees.
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Print/Examples,8.5x11
Speciications

Margins.Maintain3/4”(.75)allaround.

Covers.AlltypeinHelvetica.Title—set
30/30bold,FLRR(lushleft,ragright),initial
caps.Subtitle—set18/18,boldandregular,
FLRR,lineforline.Identity—set10/10reg-
ular,FLRR,lineforline.

Symbols.PlacetheDepartmentsymbol
asshownonthespeciicationsheet.When
applicable,placeagency,program,and
afiliatedsymbolsonelinespacebelowthe
identitystripasshownontheexample.All
symbolsshouldbethesamesizeasthe
Departmentsymbol.

One-columnformat.MainheadHelvetica
bold,14/auto,FLRR.TextTimesregular,
11/16.5,FLRRby31picas.Subheadsin
bold.CalloutsHelveticabold,11/16.5FLRR
by9.5picas.

Two-columnformat.MainheadHelvetica
bold,12/15,FLRR.Text10/15Timesregular,
FLRRby20.5picas.Setheadsinbold.

Three-columnformat.MainheadHelvetica
bold12/15FLRR.Text9/15Timesregular,
FLRRby13picas.Setheadsinbold.

One-ColumnFormat

Two-ColumnFormat Three-ColumnFormat
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Print/Speciications,8.5x11
81/2
(8.5)

3/4
(.75)

3/4
(.75)

21/4
(2.25)

121/32
(1.65)

121/32
(1.65)

121/32
(1.65)

121/32
(1.65)

1/8
(.125)

1/8
(.125)

1/8
(.125)

1/8
(.125)

1/8
(.125)

21/4
(2.25)

3/4
(.75)

3/4
(.75)

5/8
(.625)

1/8
(.125)

11
(11.0)

Positionfor
USDAsymbol

One-columnformat
left-handpage
57/32(5.218),
Settype31picas

Two-columnformat
37/16(3.425),
Settype20.5picas

Three-columnformat
21/4(2.25),
Settype13picas

Positionforidentity
andtitle

ZONESFORCOVERS

ZONESFORPAGES

83/4
(8.75)

USDAsymbol5/8(.625)

21/4
(2.25)
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Speciications

Margins.Maintain5/8”(.625)allaround.

Covers.AlltypeinHelvetica.Title—set
24/24bold,FLRR(lushleft,ragright),initial
caps.Subtitle—set14/14boldandregular,
FLRR,lineforline.Identity—set9/9regular,
FLRR,lineforline.

Symbols.PlacetheDepartmentsymbol
asshownonthespeciicationsheet.When
applicable,placeagency,program,and
afiliatedsymbolsonelinespacebelowthe
identitystripasshownintheexample.All
symbolsshouldbethesamesizeasthe
Departmentsymbol.

One-columnformat.MainheadHelvetica
bold,12/auto,FLRR.TextTimesregular,
11/auto,FLRRby26picas.Subheadsin
Helveticabold.

Two-columnformat.MainheadHelvetica
bold,10/auto,FLRR.Text9/11Timesregular,
FLRRby12.5picas.SubheadsinHelvetica
bold.

One-ColumnFormat

Two-ColumnFormat

Print/Examples,5.5x8.5
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Positionfor
USDAsymbol

One-columnformat
41/4(4.25),
Settype25.5picas

Two-columnformat
21/16(2.063),
Settype20.5picas

Positionforidentity
andtitle

ZONESFORCOVERS

31/32
(.969)

21/16
(2.063)

1/8
(.125)

1/8
(.125)

1/8
(.125)

41/4
(4.25)

5/8
(.625)

5/8
(.625)

1/2
(.50)

81/2
(8.50)

51/2
(5.50)

5/8
(.625)

5/8
(.625)

1/8
(.125)

65/8
(6.625)

31/32
(.969)

31/32
(.969)

31/32
(.969)

21/16
(2.063)

Print/Speciications,5.5x8.5

ZONESFORPAGES

USDAsymbol1/2(.50)
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Speciications

Margins.Maintain1/2”(.50)allaround.

Covers.AlltypeinHelvetica.Title—set18/
18bold,FLRR,initialcaps.Subtitle—set14/
14(asneeded),regular,FLRR,lineforline.
Identity—set9/9,onelinespacebetween
lines,regular,FLRR,lineforline.

Symbols.PlacetheDepartmentsymbol
asshownonthespeciicationsheet.When
applicable,placeagency,program,and
afiliatedsymbols1/2”(.50)totherightofthe
USDAsymbolasshownintheexample.All
symbolsshouldbethesamesize.

One-columnformat.AlltypeinHelvetica.
Setmainhead12/12,bold,FLRR.Text
regular,9/12,FLRRby18picas.Subheads
inbold.

Print/Examples,4x9

Two-pagespreadinone-columnformat

4"x9"Publications,of8ormorepages,
canbeboundasabook.Ifonly8orfewer
pagesareneeded,thepublicationcanbe
foldedfromasinglesheet(multiple-panel
foldformat).
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There are things we can do
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Fire and Fuels
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Positionfor
symbols

1/2
(.50)

1/5
(.50)

1/2
(.50)

9
(9.0)

4
(4.00)

1/2
(.50)

1/2
(.50)

1/8
(.125)

73/8
(7.375)

One-columnformat
3(3.00),
Settype18picas

Positionforidentity
andtitle

ZONESFORCOVERS

ZONESFORPAGES

Print/Speciications,4x9

USDAsymbol1/2(.50)
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TechnologyatWork

Assessments

TheTARGETCenterStaffisavailableto

conductworksiteassessmentsforpeoplewith

disabilitieswithafocusonassistivetechnology.

Groupandindividualergonomicassessments

areavailabletoallUSDAemployees.

14

LargePrintformat

“LargePrint”isahighlyusedalternativeprinted

documentformat.LargePrintcanbeusedfor

individualswithalowvisionimpairment.Low

visionprohibitstheuseoffontsizes(9-12point)

whicharethoughtofasstandardforthe

majorityofreaders.Althoughfontsizecanbe

enlargedtoalmostanysize,peoplewithlow

visiongenerallyrequiresizesbetween18and24

pointforcomfortablereading.ASans-serif

typefaceispreferredbypeoplewithlow-vision.

Havingseveralcopiesoflargeprintdocuments

atseminars,workshops,andtrainingsessions

isrecommendedbytheUSDATARGETCenter.

Attendeesshouldbeaskediftheywillrequire

largeprintcopieswhentheyregisterforevents.

WhiletheTARGETCenteristheUSDAresource

centerforconvertingdocuments,Itisthe

responsibilityoftheagencyconductingthe

eventtoconvertinformationaldocumentsinto

largeprint,ifrequested.

15

1"(1.000)



6"
(6.000)

11/4"
(1.250)

11/4"
(1.250)

1"(1.000)

Detailwith
LargePrinttext
atactualsize—>

LargePrintFormat
USDAiscommittedtocompliancewith
Section508requirements.Section508
stipulatesthatallpublicinformationmust
beaccessibletopersonswithdisabilities.
Thismayrequiretheavailabilityofalterna-
tiveformatsincluding“LargePrint.”The
USDATARGETCenteristhecontactpoint
andresourcecenterforconvertingUSDA
informationanddocumentsintoalternative
formatsincludingBraille,largeprint,video
description,diskette,andaudiotapeformats.
Moreinformationisavailablefromtheirweb
siteat:www.usda.gov/oo/target/

LargePrintformat
“LargePrint”isahighlyusedalternative
printeddocumentformat.LargePrintcan
beusedforindividualswithalowvision
impairment.Lowvisionprohibitstheuse
offontsizes(9-12point)whicharethought
ofasstandardforthemajorityofreaders.
Althoughfontsizecanbeenlargedtoalmost
anysize,peoplewithlowvisiongenerally
requiresizesbetween18and24pointfor
comfortablereading.Whencharts,graphs,
ortablesarepartofthepublication,thetext
inthemshouldalsobeatleast18points.

Avoidplacingcoloredtextonacolored
backgroundwherethereisinsuficient
brightnesscontrastbetweenthetwotobe
easilyreadbypersonswithlowvision.

ASans-seriftypefaceispreferredbypeople
withlow-vision.SettitlesinHelveticablack,
36/38,FLRR.SetsubheadsinHelvetica
black,20/30,FLRR.SettextinHelvetica
regular,20/30,FLRR.Thelinelengthfortext
is36picas.

Havingseveralcopiesoflargeprintdocu-
mentsatseminars,workshops,andtraining
sessionsisrecommendedbytheUSDA
TARGETCenter.Attendeesshouldbeasked
iftheywillrequirelargeprintcopieswhen
theyregisterforevents.WhiletheTARGET
CenteristheUSDAresourcecenterforcon-
vertingdocuments,Itistheresponsibilityof
theagencyconductingtheeventtoconvert
informationaldocumentsintolargeprint,if
requested.

8.5"x11"LargePrintFormat
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WebSiteFormat
USDA’snewlyredesignedwebsiteplaces
emphasisoncustomerneedsratherthan
agencyorganization.Thisapproachapplies
toallUSDAagenciesandofices.The
completenewguidelinesandstandardsfor
USDAWebPresenceareavailableonlineat:
www.egov.usda.gov/intranet/WebPresence/
USDA_Web_StyleGuide_v1.0.pdf.Please
contactyouragencywebmasterforalogin
andpassword.

TheUSDAUserInterface(UI)StyleGuide
deinestheguidelinesandstandardsfor
look,feel,andnavigationthatwillpromote
consistencywhileimprovingtheoveralluser
experience.Theguidewillhelpreinforce
andprotecttheintegrityoftheUSDAbrand.
Designersanddevelopersshouldusethis
guidetounderstandhowtoapplythesestan-
dardstoallwebpagescreatedforUSDA.

Theguideprovidesdetailedinformationand
templatesforalllevelsofWebpages.The
templatesincludedprovidedesignersand
developerswithexamplesofhowtodisplay
commonlyusedinformation.Speciications
forcolorandtypographythatmeetdepart-
ment-widestandardsareincluded.Also,
providedareguidelinesandadviceonpre-
paringcontenttomaximizetheuser’sability
tolocate,understand,anduseinformation.

WebPageStructure
MostpagesoftheUSDAWebsitehave
contentthatcanbestructuredwithinthe
followingsixsections:theMasthead,Top
NavigationBar,LeftNavigationColumn,
RightNavigationColumn,FooterandCon-
tentArea.Thebasiccomponentsofthese
areaswillallowyoutobuildadditionalpages
withintheWebsite.

TheMastheadisthemainbrandingareaof
theUSDAWebsiteandwillappearonevery
page.TheBrandingAreaistheareaatthe
topofthemastheadwheretheUSDAlogo
andtypographyappear.Thesizeandplace-
mentoftheBrandingAreaelementsandthe
TopNavigationBarcannotbealtered.

TheLeftNavigationColumnappearson
everypageoftheWebsite.Therearefour
mainwaystoindinformationontheUSDA
Website.TheusercanSearchforspeciic
information.MyUSDAcanbeusedto
customizeinformationspeciictotheuser.
BrowsebyAudiencewilldirectusersbased
onaudiencetype.BrowsebySubjectwill
directusersbycommontopicsofinterest.
Thesecomponentsalwaysappearinthe
sameplaceoneverypage.

Masthead

Top
Navigationbar

Left
Navigation

Column

Footer

Right
Navigation
Column
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Exhibitmedia/
Examples

Speciications

Measures:Maintainanidentityzonethatis
approximately1/6oftheexhibitheight.

Symbols.PlacetheDepartmentsymbolon
theleftsideofthezone,onesymbolwidth
fromtheedge.Placeagencyorothersym-
bolstotherightoftheUSDAsymbolinthe
mannershownonthespeciicationssheet.

Typography.SettitleandheadsinHelvet-
ica,writea1-linetitle.Fora10’tradeshow
exhibit,thecapitallettersinthetitleshould
be4”to5”high.

Content.Maintainthemostimportantinfor-
mationinthetop1/3oftheexhibitspace,
theoptimumviewingarea.
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Exhibitmedia/
Speciications

IDENTITYZONE

Department
andother
symbols

CONTENTZONE

(Text,image,data,
tables,illustration)

15inches

End
wraps
vary

Speciicationsareforatypicalfour-panel,
magnetichold,“pop-up”10’tradeshow
styleexhibit.Conigurationsanddimen-
sionsvaryfromoneexhibitmanufacturerto
anothersomeasurementsareapproximate.
Layoutprinciplesremainineffect.

Panel
widths
vary

10feet
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Presentationmaterials/
Example

Today'spresentationmediaaremostoften
digital.Overheadprojectionsand35mm
slideshavegivenwaytocomputergener-
atedpresentationsusingPowerPoint,PDF
iles,andHTMLwebbrowsers.Othermore
sophisticatedsoftware(e.g.,Macromedia
FlashandDirector)areusedforanimated
presentations.

Projectionsvaryinsizeandproportion
dependingontheoutputdevice.Wide-
screenPlasmadimensionsaremuchdif-
ferentthanmoretraditionalCRTmonitors.
Thismakesconsistentspeciicationoffont
sizeandmarginsverydificult.Therefore,
percentagesorratioswillbeusedinsteadof
actualnumericdimensions.

Margins.Allowabout10%oftheimage
areaformargins.Thisisequivalenttoabout
a1"marginonatypicalpage.Ifthepresen-
tationisbeingshownoverbroadcastmedia,
increasethemarginsto15%toallowfor
cutoffvariationsfromscreentoscreen.

Symbol.TheUSDAsymbolisplacedlush
rightandcenteredverticallyintheidentity
zoneasshownonthespeciicationsheet.
Agencyandothersymbolsareplacedtothe
rightasshownintheexample.

ColorandContrast.Unlikeprintedmaterial,
textonprojectedimagesiseasiertoreadif
itisalightcolor(preferablywhite)onadark
mutedbackground.

IdentityText.SettypeinHelvetica,upper
andlowercase(avoidusingallcaps)at
abouthalfthesizeofthebodytext.Alignthe
identitytextwiththeUSDAandagencylogo.

Title.SetinHelveticaBold,upperandlower
case,withabouta25characterlinelength.

ContentText.Avoidusingallcaps.Setin
HelveticaRegularwithabouta40character
linelength.Keeptheamountoftexttoa
minimumandavoidextraneouswords.For
goodreadabilityandaudiencefocus,bul-
leteditemsarebetterthannarrativetext.
Maintainamaximumof7bulleteditemsper
presentationimage.

Brieingchartfor
Plasmascreendisplay

PowerPointslide

UnitedStatesDepartmentofAgriculture
RiskManagementAgency

RecognizingRiskFactors,
WhattoLookforin2004
• Droughtconditionpredictors

• Pestcontrolplanningandbudgeting

• Isthistheyearofthestorm?

• Protectinglivestockfromhazards

• Marketpricefluctuations

UnitedStatesDepartmentofAgriculture

HealthyForestInitiative
AcresTreatedforHazardousFuelsReduction(inthousands)

FiscalYears

2004
Estimate

2005
Budget

2003
Actual

2002
Actual

2,245

2,669
3,290

3,871
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UnitedStatesDepartmentofAgriculture
AgencyName(alignwithlogos)

TitleText,25CharacterLine
Maximum

• Contenttext,40characterlinesMax.

• Contenttext

• Contenttext

• Contenttext

• Contenttext

IdentityZone

TitleZone

ContentZone

10%

IDENTITYZONE
Departmentandagency
namesandsymbols

TITLEZONE

CONTENTZONE
Text,image,charts,
tables,illustrations

Presentationmaterials/
Speciications

10%

PowerPointSlide

WidePlasmaScreen
DisplayAreas

BleedAreafor
VideoCutoff
Thebackgroundcolormust
extendthisfartoallowfor
differencesinvideodisplay
cutoffpoints.

VisibleImageArea
(90%ofBleedArea)
Thiswillbetheviewablearea
ofmostdisplaydevices.

TypeSafeArea
(90%ofVisibleImageArea)
Textorchartscansafelybe
placedinthisareaandnotbe
trimmedbythedisplaydevice.
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MeasurementSystems
LayoutspeciicationsforUSDAprintmateri-
alsaregivenininches.Measurementsare
giveninfractionsaswellasdecimals.

Typographicspeciications(forthesizeof
type,thespacebetweenlines,rules,line
length,andthelike)aregiveninthePica
System,theprintingindustrystandard.
Thereare12pointstoapicaand6picasto
aninch.Therefore,72pointsequal1inch.

Atypicaltypographicspeciication
wouldread:

“setHelveticaregular,8/9x13”

Thismeans:

Helvetica= nameofthetypeface;

 8= sizeofthetypefaceinpoints;

 9= leading,thespacebetween
linesinpoints;and

 x13= lengthoftheline(thewidthof
thecolumn)inpicas.

Thesmallestincrementusedfortypespeci-
icationsinthisguideis6points.

Thesizeofruledlines,“rules,”isshownin
bothdecimalinchesandpoints.

Glossary
GridSystems
Agridisanunderlyingstructureforthe
organizedplacementofelementsonapage.
Gridsareamannerofdividingablankspace
(page,screen,orexhibitpanel).Theyare
usedtoestablishzonesforvisualinforma-
tionelementsandasatooltoquicklylayout
pagesinaconsistentmanner.

StandardTypefaces
AlltypeintheUSDAvisualmanagement
systemthatisusedfortitles,heads,and
identityisspeciiedinthetypefaceHel-
vetica.ThetypefaceequivalentstoHelvetica
onPCandMacintoshplatformsarenamed
ArialandHelveticaNeue.Whilethepreferred
typefortextmaterialisTimesRomanor
NewTimesRoman,manyothertypefaces
aresuitableformainstreamtext.Ingeneral,
thetypefaceshouldbecleanandlegible
withfewembellishments.Goodexamples
withexcellentreadabilityareGaramond,
Caslon,andFrutiger.


