STATE DEPARTMENT OF REHABILITATION SERVICES

ADMINISTRATIVE OPERATIONS

DRS:1-17-5.  DRS Logo and Communication Materials Development.

(a)  Development of Communication Materials.  The DRS Communications Office (CO) is responsible for development of communication materials representing DRS divisions, schools, units or programs to external audiences.    Communication materials include all print and electronic publications, websites and web pages, advertisement (except for classified newspaper notices), public service announcements, originally produced videotapes, media documents, tabletop displays and stand alone exhibits.  All projects, even those funded by some other entity, are subject to this policy.  The CO will coordinate approval with appropriate agency officials before distribution.    CO staff are responsible for complying with state rules related to the use of official cost statements and submission of print and electronic publications to the Oklahoma Publications Clearinghouse.    The CO is also responsible for logo design and advising staff regarding appropriate use of the DRS logo.  The CO administrator may delegate these responsibilities.

(b)  Beginning New Projects.  When they are ready to start new communications projects, division administrators, superintendents, unit administrators or their delegates prioritize new and existing requests, assign subject matter experts and provide funding information to the CO.  The subject matter experts provide background information, program knowledge, client contacts and collaborate with the CO as needed.  The CO may contract for assistance with projects that are priorities if existing workloads would delay completing the projects in-house.

(c)  Use of DRS Agency Name and Logo.  Print and electronic publications produced for DRS divisions, schools, units or programs shall include the full name of the Oklahoma Department of Rehabilitation Services.  The DRS logo shall be used on all communication materials representing the agency to external audiences, including print and electronic publications, websites and web pages, advertisements, public service announcements, original videotapes and media documents.

INSTRUCTIONS TO STAFF:

1.
Development of communication projects for external audiences begins and ends with the PIO to ensure that projects are professionally produced at fair market prices without taking program staff away from their primary duties.  This coordination enables DRS to take advantage of bulk discounts and remain compliant with purchasing/contracting requirements that prohibit multiple purchases of similar goods and services.

2. 
The PIO coordinates the approval process for each project that represents the agency, divisions, schools, units or programs before distribution.  When the PIO staff develop communication materials, they handle preparation and distribution of accessible and standard materials at the same time.

3.  
See also 612:3-5-12(d) and 612:3-5-17
4. 
See also 612:1-9-3
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