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INTRODUCTION
The purpose of this manual is to provide clear information for the consistent use of the 
County brand and organizational identity, including the official Otter Tail County logo 
and branding system. 

The following pages present guidelines and specifications defining the County brand and logo – its elements, 
arrangements, fonts and colors. Any customization must be approved by the Graphics and Communications 
Professional, prior to implementation.

The branding and logo designs were not designed to represent the area in which we live and work; its intent is 
to identify the Otter Tail County government entity. Consistent branding of county communication, including 
naming conventions and signage, creates the County’s organizational identity. A strong organizational identity 
increases public awareness of county services, and strengthens the public’s association with the value of those 
services.

Otter Tail County has many divisions, departments, functions and programs that are highly valuable to our 
organization and our residents. Under an effective identity system, all these services must be promoted and 
highlighted as belonging to one organization: Otter Tail County Government.

The Board of Commissioners adopted the “OT” logo at the County Board meeting October 1, 2013. This 
logo will be used on all official county correspondence moving forward and is designed to give the County 
a more unified, consistent, and professional look. This manual, approved by the Otter Tail County Board of 
Commissioners on March 2019, supersedes all previous employee manuals and memos regarding county 
department logos or brand policy with the exception of established and nationally recognized symbols (i.e. 
“Sheriff’s star logo” or “Public Health logo”).

While every effort is made to keep the contents of this document current, Otter Tail County reserves the right 
to modify, suspend, or terminate any of the policies, procedures, and/or benefits described in the manual with 
or without prior notice to employees.
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WHO WE ARE
Our brand begins with our mission, vision, and values. 

These are the principles that focus and guide the ways in which we serve our residents

OUR MISSION
Our mission is a brief description of why we exist. It provides focus, direction, and inspiration to team 
members while simultaneously establishing public expectations. 

Enrich Lives.
Innovate Services.

Enhance Resources.

OUR VISION STATEMENT
Our vision is an aspirational explanation of what our organization wants to be and accomplish in the future. It 
identifies our goals, provides direction, and motivates us to move forward. 

“Be a recognized and respected county where people want to live, work, and play.”

OUR ORGANIZATIONAL VALUES
Our values are what we stand for and what is important to us as an organization. 

“Serving people with integrity, fiscal responsibility, respect, and innovation for enduring success. “ 

RALLY CRY
Our rally cry is not a marketing slogan. Rather, it captures the vision and ambitions of our organization. It 
reflects our belief that the programs and services we provide are instrumental for residents to “live their best 
life” in Otter Tail County. It also highlights our commitment to creating an organizational environment that 
attracts new employees, engages our existing employees, creates loyalty and inspires them to stay.

Live Your best life Here.

ORGANIZATIONAL FRAMEWORK
This tree image is a visual representation of our organizational mission, vision and 
values. It is a framework that allows us to quickly summarize our purpose internally 
and externally. 

ORGANIZATIONAL MISSION AND VISION
The branches and leaves represent our organizational programs, services and other external extensions in 
the world. The deeper the roots, the stronger the trunk, the more effectively we carry out our organizational 
mission and vision. 

ORGANIZATIONAL PROCESSES
The trunk is comprised of the internal organizational processes designed to facilitate high-quality programs 
and services. The trunk connects the root system with the branches, ensuring our programs and services 
are value-driven. Our core organizational processes have been defined as Communication & Connectivity, 
Technology, Partnerships, Planning and Data Monitoring. 
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Be a recognized and 
respected county where 

people want to live, 
work, and play.

Vision
Enrich lives. 

Innovate services. 
Enhance resources.

Mission

Technology

Fiscal 
Responsibility

Learning 
& Growth

Community Service

Partnerships

Serving people with 
integrity, �scal responsibility, 

respect and innovation for 
enduring success.

Value

Data Monitoring

Communication & Connectivity

Planning

ORGANIZATIONAL VALUES
Our values are our roots that keep us grounded in what’s important to us. The strength of the values 
determines the strength of the trunk, branches, and leaves. Our core organizational values have been defined 
as Fiscal Responsibility, Community, Service and Learning & Growth.
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OFFICIAL COUNTY LOGO
The primary identity mark for Otter Tail County is the official logo. The way a logo is 
used and presented is just as critical to Otter Tail County’s brand as the design of the 
logo itself.

Each element of the logo was custom-created and specifically chosen for its meaning and aesthetic impact. As 
such, the logo must only be used in its original design and color scheme, and no element of the logo may be 
recreated, recast, or re-typeset. 

In the logo design, the “O” shape appears as a solid blue sphere representing the word “Otter” with an inset “T” 
shape representing the word “Tail.”  The blue was chosen to be representation of the lakes and rivers that are 
abundant in Otter Tail County. Proxima Nova is the chosen font type for the logo. 

THE COUNTY NAME
HISTORY
Otter Tail County was first mentioned in the history of Minnesota in an act of the state Legislature passed on 
March 18, 1858. The legislative act formally organizing the County was passed March 16, 1868. The governor 
of the state appointed Marcus Shaw and Chancey Whiting as the first county commissioners. They met at the 
house of Marcus Shaw in Clitherall on September 12, 1868 and proceeded to organize the County. 

From this date through 1873 the County was getting its county seat and territorial limits established. The 
name was derived from the Otter Tail Lake and River. The lake, from which the river was named, derived from 
the narrow sandbar which the Ojibwe said gave the impression of the tail of an otter.

APPROVED FORMAL NAME 
In an effort to build awareness of the County’s services and programs, the organization must use and display 
its name consistently.

As designated by the Minnesota state legislature, the formal name for the organization is “Otter Tail County.”  
If the name is used within text or narrative, uses may also include “the County” (with the C capitalized), but 
only after the full formal name is used on first reference. 

If you are working on government documents or you are representing a government agency, then you may 
capitalize words like City, County, Township and Board when they stand alone. For example:

The County will implement the resolution approved by the Board last June.

 “Otter Tail County – Minnesota” is the preferred naming convention to be used with the logo graphic. “The 
County of Otter Tail,”  “OtterTailCounty,”  “Ottertail County” or “OTC” are NOT acceptable substitutes.
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By default, the logo should be used in full-color, but may also be used in black or reverse on dark backgrounds. 
To ensure a strong and consistent visual identity, the logo may only be used from original source files.

The official logo is to be used on ALL OFFICIAL Otter Tail County print and digital communications-this 
includes informational and promotional material, county assets, brochures, annual reports, newsletters, 
electronic communication, forms, letterhead, signage, vehicles, business cards and advertising. The logo must 
not be changed in any way (color, font, proportion).

No other logo may be used in place of the official county logo.

LOGO VARIATIONS
The full-color logo is the preferred version of the logo and should be used whenever possible. However, 
this version is not always practical due to design and cost considerations. Therefore, three additional color 
options are available to accommodate these needs

Stacked Primary Horizontal Primary

Black Reversed

Black

Color Reversed
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Clear Space - Please use the “I” in OTTER TAIL 
as a space guide for placement of the logo.

LOGO PLACEMENT AND DISPLAY
Placement of the logo is based on both its need for prominence and how the piece will be designed, 
mailed, presented or displayed. In general, the logo should always appear on the mail panel of a self-mailing 
publication and prominently placed on envelopes. The logo is a brand and wordmark – it is not necessary that 
it be used as the central visual element of a publication. The logo may be used in conjunction with photos 
or illustrations as a graphic element. When the “OT” letterform is used as a graphic element, a logo must still 
be used on the same document following the standard guidelines. The logotype “OT” may appear without 
the included graphic wordmark “Otter Tail County – Minnesota” as long as the words “Otter Tail County – 
Minnesota” are included on the document in close proximity to the “OT” and written with one of the preferred 
county fonts as indicated.

CLEAR SPACE
It is essential to maintain clear space around the logo in order to maximize clear recognition and visual 
impact. This clear space protects the logo from impeding imagery, graphics and page trim. The logo should 
be used in such a way that it is not immediately adjacent to other graphic elements preferably on a white 
background. The red boxes, based off of the “I” in Otter Tail, are used as guides for the clear space for the 
placement of the logo relevant to copy and graphics.

MINIMUM SIZE
The logo can be enlarged proportionally to any size. However, for ideal legibility in print and on the web, the 
seal should not be scaled below a minimum size. It should never be “stretched” to a different width x height 
ratio.

Stacked Primary
For print, the logo should not be resized to be smaller than 1 inch x 1 inch. Although it may not always be 
possible given the nature of digital media and devices, the seal should not be resized to be smaller than 90 
pixels wide in digital media.

Horizontal Primary 
In this instance, the logo may not appear less than 1/4 inch or 44 point finished height.
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QUALITY CONTROL
To create a strong, unified Otter Tail County image, it is imperative to avoid improper use of the logo. The key 
elements – the color palette, and the designated “Clear Space” are integral to the logo. To ensure high-quality 
reproduction, the logo should always be reproduced from the approved digital artwork available on the Otter 
Tail County website and Dashboard.

Be careful to avoid these common usage errors:

 Ű DO NOT use the logo in a NON OFFICIAL way

 Ű DO NOT change the height to width proportions of the logo

 Ű DO NOT remove the words “Otter Tail County – Minnesota”, except as authorized in section 3.1.

 Ű DO NOT change the letter spacing or letter size in relation to the “OT”

 Ű DO NOT change the font style

 Ű DO NOT use the logo in unapproved colors

 Ű DO NOT use the logo as part of a cartoon

 Ű DO NOT use the logo in a low-contrast or busy background

CO-BRANDING
It is often necessary to brand Otter Tail County in addition to other government agencies, municipalities or 
outside business and non-profit groups. When this is needed, please place logos as follows:

 Ű If Otter Tail County is the primary funding stream or resource contributor: the Otter Tail County logo 
appears first (and must not be smaller than other logos), followed by other logos – in succession of 
contribution level.

 Ű If all organizations provide equal contribution to the effort: All logotypes appear in alphabetical order 
and should be of similar size.

 Ű If Otter Tail County does not supply funding, it may not be necessary or appropriate to include the 
County logo.

 Ű If Otter Tail County is working with another agency whose logo policy conflicts with this one, the 
Deputy Director, with a simple majority vote, may allow an exemption.

Few County departments and divisions will be permitted to use a separate logo or seal.

Those departments and divisions include:

 Ű Public Health

 Ű Sheriff

 Ű Veterans Services

Your Local Health Department
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CG Times

ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghi jklmnopqrstuvwxyz

0123456789

Times New Roman

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jklmnopqrstuvwxyz
0123456789

DEPARTMENT/DIVISION LOGOS
Otter Tail County has created individual department/divisions specific logs for external use. These logos 
should only be used on marking materials and uniforms. The official department/division logos may not be 
altered in any way when used. If you require an adjustment to a department/division logo, or would like to 
request one, please contact the Graphics and Communications Professional.

Example of department/division logo:

RETIRED LOGOS
The use of retired logos, graphic elements, text, or any combination of the logos below are prohibited on any 
printed publication, marketing materials, apparel or vehicles. Please contact the Public Information Officer 
regarding other logos that are still in use.  

PREFERRED FONTS
The consistent and coordinated use of type with other visual elements, such as color, 
plays a major role in the County identification system. 

Preferred fonts have been selected for readability and ease of use.  The fonts listed should be used in print and 
digital publications – this includes email signatures, brochures, annual reports, newsletters, forms, letterhead, 
signage, vehicles, business cards and advertising. 

Verdana and CG Times are the primary brand typeface and must be used whenever possible. For 
maximum flexibility the selection includes three sans serif and two serif fonts. These five fonts can be used 
interchangeably although the preference is to use the sans serif (Myriad Pro / Arial / Verdana) fonts for titles / 
headlines, and the serif (CG Times / Times New Roman) for the body copy. 

FONT FAMILIES
Any version (bold, regular, italics, condensed, light) are allowed for use.

SERIF
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OFFICIAL COUNTY COLORS
The colors selected reflect a dynamic, confident and energetic community. 

The following colors are approved for use in branded communication pieces. These colors are the core of our 
brand identity, and should appear prominently on all communication pieces. Do not use colors other than 
those shown here and in the accent color palette. Color combinations, especially for text, should be chosen 
carefully to ensure high contrast.

PRIMARY BRAND COLOR PALETTE
Primary brand colors should be used prominently and frequently in communication pieces. 

BLUE

CMYK 77 | 49 | 0 | 0
RGB 64 | 121 | 189
HEX 4379BD
PANTONE 2727 C

BLACK

CMYK 0 | 0 | 0 | 100
RGB 35 | 31 | 32
HEX 231F20
PANTONE PROCESS 
BLACK C

CMYK Colors (print) Colors created using different percentages 
of cyan, magenta, yellow and black ink. CMYK colors are to be 
used for nearly all print purposes. 

RGB/Hex Colors (web/television) Colors created using different 
percentages of red, green and blue light. RGB colors are to be 
used for digital or on-screen display purposes.

PANTONE® Colors (print) These will generally not be used 
unless requested by a printing professional. 

Arial

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghi jk lmnopqrstuvwxyz
0123456789

*Font download available upon request.

Verdana

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789

Myriad Pro*

ABCDEFGHIJKLMNOPQRSTUV WXYZ

abcdefghi jk lmnopqrstuv wx yz

0123456789

SANS SERIF
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GOLD

CMYK 7 | 36 | 100 | 0
RGB 235 | 168 | 33
HEX EBA821

GREEN

CMYK 52 | 18 | 100 | 0
RGB 139 | 170 | 63
HEX 8BAA3F

GREEN DRK

CMYK 63 | 33 | 100 | 0
RGB 118 | 144 | 65
HEX 769041

GREEN LGT

CMYK 35 |  7 | 100 | 0
RGB 179 | 198 | 53
HEX B3C635

BROWN

CMYK 36 | 52 | 100 | 23
RGB 140 | 97 | 38
HEX 8C6126

ACCENT COLOR PALETTE 
Used sparingly for charts, graphs, infographics, iconography and more - anywhere a variety of colors are 
needed that are not provided by the primary brand color palette. 

BRAND APPLICATION
Our brand standards reflect our vision, mission and values. It shapes and defines the 
County image to residents, visitors, community partners and stakeholders.

Consistency in messaging and branding should be applied in presentations, email signatures, reports, 
newsletters, and other forms of professional communication and information dissemination.

MARKETING MATERIALS
The Otter Tail County logo is required on all marketing materials and promotional items such as such as pens, 
mugs, hats, bags, coasters, etc. Because some item imprint areas may be limited, on promotional items only, 
the text for “Otter Tail County – Minnesota” may be used in its correct font without the logo imagery. Vendors 
must comply with the standards for design, outlined in the Brands Standard Manual. 

To ensure a crisp, clean professional image when imprinted,  vector files should be given  to vendors. These 
file formats (EPS, AI, PDF) are available on the Otter Tail County website or by contacting the Graphics and 
Communications Professional. Please contact the Graphics and Communications Professional with questions 
regarding this process.

Examples of promotional materials and the usage of the logo on them: 



PAGE | 20

APPAREL OR EMPLOYEES COMMITTEE CLOTHING STORE
The Employees Committee will work through the Graphics and Communications Professional and vendor to 
create designs for the Clothing Store. New designs must be presented to Communications & Public Relations 
for approved prior to retailing in the Clothing Store. All designs should represent Otter Tail County. Designs 
containing county specific scenery and sites are recommended. 

All items sold in the Clothing Store should be worn per the policy of the department. 

UNIFORMS
Our uniforms are the most visible representation of Otter Tail County. When reproducing the logo on clothing 
and apparel, it is important to maintain legibility and a high-quality appearance. The preferred treatment for 
applying the logo to apparel is embroidery. The logo should always appear in the approved colors and placed 
on the left chest for t-shirts, polo shirts, jackets and collar shirts at a maximum art width of 3.5 inches. For 
materials that cannot be embroidered or large print areas such as AIS t-shirts, screen-printing is acceptable.

Departments have the option of using their Department logo. 

Vendors must comply with the standards for design, outlined in the Brands Standard Manual.

SIGNAGE
Installation of any signs on Otter Tail County properties are to be approved and designed by Communications 
& Public Relations. This effort is necessary to ensure brand and messaging consistency throughout our many 
locations. Types of signs include but are not limited to all interior signs for buildings, department public 
spaces, and public facing bulletin boards. Signs intended for internal use and are not visible by the public do 
not need to be branded or approved by Communications & Public Relations.

Requests for signage should be submitted via the Design Requests form on the Dashboard.  

Displaying Signage in Public Facing Spaces
Signs placed on exterior doors or in public spaces for an extended period need to be laminated. Laminating 
machines are accessible to departments in all county buildings, except garages. Contact the Public 
Information Officer to identify the location of a laminating machine near you. Self-laminating sheets are also 
available for purchase through office supply stores. If these options are not available to you, please contact 
the Administration department with requests to  laminate a sign.

INTERNAL DIGITAL SIGNAGE
Communications & Public Relations is responsible for the set-up of all county’s internal digital signage 
systems. Departments will be responsible for department related content as well as adding and scheduling 
slides. All messages must be informational in nature, related to Otter Tail County in some way, appropriate for 
all ages and may not contain language or visuals that could be considered harmful or offensive to the general 
public. Messages regarding emergencies, closures or critical public safety issues may only be submitted and 
authorized by an approved designee.

Requests for slide creation should be submitted via the Design Requests form on the Dashboard. 
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ADVERTISING
County advertising should be designed by Communications & Public Relations. This includes but not limited 
to newspapers and magazines, external digital signage, billboards, banner, custom table cover, brochures, 
flyers, posters, directories, direct mailers, catalogues and leaflets. Departments should provide content and 
creative direction to the Graphics and Communications Professional via the Design Request form on the 
Dashboard. 

VEHICLES
Applying brand standards to vehicles allows residents to see the many ways and many places that county 
employees are working for them. It is an obvious sign to residents that the people in the vehicle are 
employees of our organization. Unless specifically exempt per MN Statute 168.012, vehicles should be 
professionally marked with the approved county logo on the front driver and passenger doors. The logo must 
be vertical, color and in clear contrast to the part of the vehicle in which it is placed. Fleet numbers should 
be incorporated when needed. Magnetic or removable logos are specifically prohibited per MN Statute. 
Vehicle wraps or the integration of other design elements must be approved by Communications and Public 
Relations. 

STATIONARY
Stationary provides a clear space for communicating, while immediately 
identifying the information as coming from Otter Tail County. No 
alterations should be made to placement of elements or fonts; nor 
should any graphics or type be added to the design.

Letterhead templates can be downloaded from the Branded Templates 
section on the Dashboard. Requests for business cards should be submitted 
via the Design Requests form on the Dashboard. 

POWERPOINT PRESENTATIONS
A PowerPoint presentation is a key visual entry point to the County’s brand experience. Having a presentation 
that aligns with our brand can make a difference in how you and the County are perceived, and how your 
message is received. More importantly, you will help your audience become more familiar with our brand. 
Presentations being given by county employees should be on the County’s branded PowerPoint template. 
The template can be accessed through the Dashboard.

GRAPHIC ELEMENTS
Otter Tail County has a variety of graphic elements that create a unique look and make 
our communications recognizable. 

These elements create a sense of movement and reinforce specific traits of our brand personality. Icons, 
structural elements and shapes are used to complement our brand — to pull out pertinent information, break 
up text and add additional dimensions to our designs. 



Below are some examples of graphic elements:

Iconography examples:

POLICY ENFORCEMENT
Communications & Public Relations will have formal enforcement responsibility. The Deputy Administrator is 
responsible for investigating all allegations of violations of this policy in a timely manner and taking corrective 
action as appropriate. 

Communications & Public Relations reserves the right to disallow or request changes to designs that do not 
adhere to standards, that do not reflect an appropriate level of quality and design, that may conflict with 
current messaging, or that might be seen as offensive or in poor taste.

All supervisors and employees are expected to follow the policy.

QUESTIONS?
The branding standards are managed by Communications & Public Relations. Please direct your questions to:

Anastasia Komestakes
Graphics and Communications Professional
218-998-8053
akomesta@co.ottertail.mn.us

Shannon Terry
Public Information Officer
218-998-8058
sterry@co.ottertail.mn.us
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