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KSA/KSMART Guidelines for Club Websites
Purpose of document:

The purpose of this document is to outline the KSA/KSMART website branding guidelines, timelines and contacts.
Purpose of website branding:

The overall purpose of the website branding is to enhance the Kellogg brand world wide.  The club websites play an important role in this branding because:

· They are a visible to prospective students, alumni and professionals throughout the world

· They are a tangible manifestation of the brand to current students
Club Responsibilities:
Clubs are responsible for keeping their website up to date and for ensuring logos are follow the guidelines listed below.
Updating

· Update Officers section with correct contact information on the Kellogg Student Club and Group Directory.

· Update contacts and leadership on websites.

Logo and Graphics

· Place Kellogg logo with a minimum width of 171 pixels and a minimum height of 48 pixels on the top of websites where the logo is apparent and legible.

· For any marketing/promotional materials (e.g. event/conference banners), must co-brand with both the club logo and Kellogg logo.
Follow up and Timing
1. One week before updates are to be completed, KSMART will conduct initial audit of websites, follow up with websites that have not yet followed the above guidelines.

2. KSMART Send warning e-mail to clubs that have not made the updates (give a final deadline and warn clubs/conferences that if they do not update by the final deadline then they will not get money for the year).
3. Work with the clubs to help them make the necessary updates.

4. After the deadline, conduct a second audit

5. Submit a full report on both audits to KSA, highlighting any clubs/conference that did not follow the above requirements so that KSA can withhold budget. 
Contacts

KSMART: 

John Hamilton (jhamilton2005@kellogg.northwestern.edu)

Dave Weiss (dweiss2005@kellogg.northwestern.edu)

KSA: 

Mike Ginal (mginal2005@kellogg.northwestern.edu)

