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reflect	
  the	
  recruiting	
  image,	
  developers	
  of	
  all	
  publications	
  should	
  have	
  an	
  awareness	
  of	
  the	
  
image	
  to	
  ensure	
  their	
  publications	
  complement	
  rather	
  than	
  compete	
  with	
  this	
  vital	
  effort.	
  	
  
Another	
  important	
  source	
  of	
  revenue	
  is	
  through	
  the	
  funds	
  raised	
  and	
  managed	
  by	
  the	
  VMI	
  
Foundation.	
  	
  A	
  strong	
  institutional	
  image	
  is	
  vital	
  to	
  these	
  fundraising	
  efforts.	
  
	
  
Publications	
  –	
  whether	
  printed,	
  online,	
  or	
  video	
  –	
  convey	
  not	
  only	
  information	
  that	
  we	
  
want	
  to	
  relay	
  to	
  important	
  audiences,	
  but	
  also	
  an	
  impression	
  about	
  the	
  Institute	
  through	
  
the	
  professionalism	
  with	
  which	
  they	
  are	
  produced.	
  	
  When	
  executed	
  properly,	
  a	
  publication	
  
enhances	
  the	
  positive	
  message	
  the	
  Institute	
  is	
  trying	
  to	
  convey	
  through	
  its	
  many	
  communi-­‐‑
cations	
  efforts.	
  	
  The	
  standards	
  enumerated	
  in	
  this	
  document	
  are	
  set	
  to	
  ensure	
  publications	
  
are	
  produced	
  with	
  the	
  level	
  of	
  professionalism	
  expected	
  from	
  the	
  Institute.	
  
	
   	
  
This	
  document	
  establishes	
  standards	
  (Attachment	
  1)	
  that	
  every	
  publication	
  produced	
  by	
  
and	
  in	
  the	
  name	
  of	
  the	
  Institute	
  must	
  meet.	
  	
  To	
  the	
  extent	
  possible,	
  these	
  standards	
  have	
  
been	
  developed	
  as	
  objective	
  criteria;	
  however,	
  some	
  standards	
  require	
  judgment	
  in	
  their	
  
application.	
  	
  	
  Whether	
  the	
  standards	
  of	
  brevity	
  and	
  clarity,	
  for	
  example,	
  are	
  accomplished	
  
or	
  are	
  not	
  accomplished	
  is	
  largely	
  in	
  the	
  eye	
  of	
  the	
  beholder.	
  	
  The	
  beholder	
  of	
  most	
  conse-­‐‑
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videos	
  must	
  be	
  reviewed;	
  and,	
  when	
  practical,	
  social	
  media	
  posts	
  should	
  be	
  re-­‐‑
viewed	
  before	
  the	
  post	
  is	
  made.	
  	
  

	
  
The	
  20	
  standards	
  presented	
  here	
  are	
  organized	
  under	
  three	
  major	
  headings:	
  content,	
  
presentation,	
  and	
  required	
  elements.	
  	
  These	
  standards	
  apply	
  to	
  print	
  publications,	
  Web	
  
pages,	
  social	
  media,	
  and	
  videos.	
  	
  Certain	
  exceptions	
  or	
  special	
  usage	
  for	
  social	
  media	
  are	
  in-­‐‑
dicated	
  in	
  the	
  notes.	
  
	
  
6.	
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III.	
  REQUIRED	
  ELEMENTS	
  

17.	
  	
  Instructions	
  to	
  obtain	
  additional	
  information	
  –	
  phone,	
  physical	
  address,	
  email,	
  
web.4	
  

18.	
  	
  Non-­‐‑discrimination	
  statement,	
  when	
  needed.5	
  

19.	
  	
  Date	
  of	
  publication	
  -­‐‑	
  required	
  for	
  both	
  print	
  and	
  web.	
  	
  Should	
  show	
  specific	
  date	
  
of	
  publication,	
  the	
  month	
  and	
  year	
  of	
  publication,	
  the	
  season	
  or	
  term	
  of	
  publication,	
  or	
  
the	
  year	
  of	
  publication,	
  depending	
  on	
  the	
  purpose	
  of	
  the	
  publication.	
  	
  The	
  year	
  can	
  be	
  
calendar	
  year,	
  shown	
  as	
  the	
  four-­‐‑
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Attachment	
  2	
  
	
  

Non-­‐‑discrimination	
  Statement	
  
	
  

!"#$%&'()*%+,&-./0&/0+&!.12.*.3&4//(1*+5&6+*+13,$%&788.'+&03%&9+:+,(;+9&,+23,,5&%)88.'.+*/&,3*2)32+&/03/&
<)%/&=+&)%+9&3%&;1+%+*/+9&=+,(-&.*&;)=,.'3/.(*%&9+:+,(;+9&8(1&%/)9+*/&1+'1)./.*2>&&?()*%+,&03%&.*9.@
'3/+9&/03/&/0.%&%/3/+<+*/&%0(),9&3,%(&=+&.*',)9+9&.*&*(*@1+'1)./.*2&;)=,.'3/.(*%&/(&/0+&<3A.<)<&+A@
/+*/&;(%%.=,+>&#8&.*&9()=/B&.*',)9+&/0.%&%/3/+<+*/&.*&/0+&;)=,.'3/.(*&9+%.2*>&
&



MEMORANDUM OF INSTRUCTION  24 October 2016 
SUBJECT: Institute Publication Standards 
 
 

 8 
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Attachment	
  3	
  
	
  

Policies	
  and	
  Guidelines	
  
	
  
	
  
Political	
  Activities	
  
	
  

As	
  a	
  taxpayer-­‐‑supported	
  agency,	
  VMI	
  does	
  not	
  take	
  a	
  position	
  on	
  any	
  political	
  candi-­‐‑
date,	
  party,	
  or	
  issue.	
  	
  As	
  an	
  educational	
  institution,	
  however,	
  VMI	
  does	
  have	
  an	
  inter-­‐‑
est	
  in	
  educating	
  cadets	
  in	
  political	
  matters.	
  	
  Because	
  of	
  this	
  tension,	
  any	
  VMI	
  in-­‐‑
volvement	
  in	
  political	
  activity	
  must	
  be	
  carefully	
  calibrated.	
  
	
  

Refer	
  requests	
  to:	
  	
  Director,	
  C&M	
  
Approval	
  authority:	
  	
  Superintendent	
  

	
  
	
  
Commercial	
  Activity	
  
	
  

As	
  a	
  taxpayer-­‐‑supported	
  agency,	
  VMI	
  does	
  not	
  endorse	
  any	
  commercial	
  enterprise,	
  
product,	
  or	
  service.	
  	
  At	
  times,	
  commercial	
  enterprises	
  may	
  rent	
  space	
  on	
  post	
  or	
  
may	
  want	
  to	
  conduct	
  photography	
  or	
  videography	
  for	
  commercials.	
  	
  These	
  should	
  
be	
  considered	
  on	
  a	
  case-­‐‑by-­‐‑case	
  basis.	
  
	
  

Refer	
  advertising	
  production	
  requests	
  to:	
  Director,	
  C&M	
  
	
  

	
  
Sponsorships	
  
	
  

A	
  sponsorship	
  is	
  an	
  agreement	
  between	
  VMI	
  and	
  an	
  outside	
  organization	
  in	
  which	
  
roughly	
  equal	
  benefits	
  accrue	
  to	
  each	
  party.	
  	
  Financial	
  support	
  or	
  support	
  in	
  kind	
  to	
  
an	
  athletic	
  event	
  or	
  to	
  a	
  conference	
  are	
  examples	
  of	
  sponsorships	
  that	
  are	
  appropri-­‐‑
ate.	
  	
  VMI	
  receives	
  support	
  from	
  the	
  sponsoring	
  organization;	
  in	
  return,	
  the	
  sponsor-­‐‑
ing	
  organization	
  receives	
  recognition	
  for	
  having	
  helped	
  make	
  the	
  event	
  or	
  program	
  
possible.	
  	
  Recognition	
  is	
  often	
  in	
  the	
  form	
  of	
  publicity.	
  	
  It	
  is	
  appropriate	
  in	
  these	
  cases	
  
to	
   publicly	
   recognize	
   the	
   organization	
   through	
   publicity,	
   public	
   announcements,	
  



MEMORANDUM OF INSTRUCTION  24 October 2016 
SUBJECT: Institute Publication Standards 
 
 

 10 

	
  
Commercial	
  and	
  Charitable	
  Solicitation	
  
	
  

As	
  a	
  taxpayer-­‐‑supported	
  agency,	
  VMI	
  does	
  not	
  promote	
  the	
  products	
  or	
  services	
  of	
  
commercial	
  enterprises	
  or	
  of	
  charitable	
  organizations.	
  	
  These	
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honored.	
  	
  Any	
  adult	
  may	
  be	
  interviewed	
  for	
  news	
  stories	
  or	
  releases.	
  	
  The	
  person’s	
  
participation	
  in	
  the	
  interview	
  implies	
  his	
  or	
  her	
  consent.	
  
	
  
".*(1%	
  –	
  Use	
  of	
  photos	
  or	
  videos	
  of	
  minors	
  in	
  most	
  cases	
  requires	
  a	
  release	
  signed	
  
by	
  a	
  parent	
  or	
  guardian.	
  	
  If	
  the	
  minor	
  is	
  recognizable,	
  ask	
  a	
  parent	
  or	
  guardian	
  to	
  
sign	
  a	
  release	
  form.	
  An	
  exception	
  is	
  for	
  minors	
  who	
  are	
  photographed	
  as	
  part	
  of	
  a	
  
crowd	
  at	
  a	
  public	
  event	
  (for	
  example,	
  as	
  part	
  of	
  the	
  crowd	
  watching	
  a	
  parade),	
  in	
  
which	
  case	
  no	
  release	
  form	
  is	
  needed.	
  	
  	
  
	
  

Refer	
  questions	
  to:	
  Director,	
  News	
  and	
  Editorial	
  Services	
  
	
  

	
  


