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Memorandum
To: Associate Directors

Regional Directors

Superintendents
From: Directo(:_\jmaﬁ%ﬂ*v—
Subject: Use of the Authorized Concessioner Mark

Concessioners of the National Park Service (NPS) are permitted to use the Authorized
Concessioner Mark which incorporates the NPS Arrowhead (Arrowhead), to distinguish them as
official visitor services providers of the NPS. This use shall be in accordance with the attached
Procedures for Concessioner Use of the Authorized Concessioner Mark and other applicable
NPS Graphic Identify Program and Commercial Services Program policy.

The Arrowhead is the official symbol of the NPS. Concessioners fill a vital role in helping the
NPS carry out its mission by providing specialized visitor services that are necessary and
appropriate to the park, but not provided directly by the Government. Use of the Arrowhead as a
part of the Authorized Concessioner Mark is a valuable way to visually demonstrate the
relationship of authorized concessioners to the NPS and visitors.

Some concessioners, on an ad hoc basis, have requested and been approved for the use of the
Arrowhead as a component of its advertising graphics. However, procedures were not
established to allow the use of the Arrowhead on a programmatic basis. The establishment of
this institutionalized process for the use of the Authorized Concessioner Mark by concessioners
provides a more consistent approach for the use and monitoring of the Arrowhead for
concessioners on a Servicewide basis.

The NPS Graphic ldentify Program is being updated. The policy and procedures for use by the
concessioner of the Authorized Concessioner Mark will be integrated into this updated program
and associated policy and procedures.

For further information, please contact Deborah Harvey, Acting Chief, Commercial Services
Program, at 202/513-7156 or deborah_harvey(@nps.gov.

Attachment
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Procedures for Concessioner Use of the
“Authorized Concessioner Mark”

I. PURPOSE

This document establishes procedures on the use, distribution, and display of the official
National Park Service (NPS) Authorized Concessioner Mark (Mark) by concessioners operating
under a concession contract with the NPS. These procedures will be integrated into Directors
Order 52D, Commercial Services Reference Manual 48, and The NPS and its Partners: Graphic
ldentity Framework, which are currently under development.

II. BACKGROUND

The NPS Arrowhead (Arrowhead) is the official symbol of the NPS. It is registered with the
U.S. Patent and Trademark Office. Its use is strictly controlled through law, regulations and
policies issued by the NPS Director. Entities other than the NPS are not allowed to use the
Arrowhead symbol unless permission has been explicitly granted by the NPS. The NPS grants
that permission only under appropriate circumstances and only when there is sufficient assurance
that the proposed use will embody the high standards that the public has come to associate with
the Arrowhead symbol.

There are many partnership activities that the NPS engages in where it is appropriate to use the
Arrowhead symbol. One such set of partners are concessioners. Concessioners fill a vital role in
helping the NPS carry out its mission by providing highly specialized visitor services that are
necessary and appropriate to the park, but not provided directly by the Government. Use of the
Arrowhead by concessioners is a valuable way to visually demonstrate the relationship of
authorized concessioners to the NPS and visitors.

Some concessioners, on an ad hoc basis, have requested and been approved to use the
Arrowhead as a component of its advertising graphics. However, procedures were not
established to allow the use of the Arrowhead on a programmatic basis. The establishment of an
institutionalized process for the use of a Mark as outlined in these procedures provides a more
consistent approach for the use the Arrowhead for authorized concessioners on a Servicewide
basis.

II. AUTHORITIES

The use of the NPS Arrowhead by NPS commercial service providers is governed under 36 CFR
11 - Arrowhead and Park Landscape Symbols, Director’s Order 52A: Communicating the
National Park Service Mission and Director’s Order 52C: Park Signage. Director’s Order 52B:
Graphic Design Standards, Director’s Order 52D: Use of the Arrowhead Symbol, and the
Graphic Identity Framework for Partnerships are under development and will also provide
applicable policy and procedures.

IV. RESPONSIBILITIES

The responsibilities for implementing the program to administer the Mark are outlined below.





Commercial Services Washington Office (WASQO). 1) Develops and maintains Commercial
Services Program-specific procedures associated with concessioner use of the Mark in
accordance with NPS policy; 2) consults with the Office of Policy (WASO) and Office of
Communications (WASO) on Commercial Services procedures and requests for use of the Mark;
3) develops and maintains standard operating plan language for use of the Mark; 4) coordinates
with the Harpers Ferry Design Center to make the Mark graphic available for use; 5) answers
regional inquiries about the use of the Mark; and, 6) conducts Servicewide oversight to ensure
the Mark is being used correctly by concessioners.

Office of Policy (WASO) and Office of Communications (WASQ). 1) Advises the
Commercial Services Washington Office on policies and procedures regarding the concessioner
use and administration of the Mark; and, 2) advises Commercial Services regarding use of the
Mark that may deviate from established policies and procedures and review and approve or reject
requests for such uses.

Harpers Ferry Design Center. 1) Develops and maintains NPS Graphic Identify Framework
designs and artwork for the Mark and addresses technical issues associated with this artwork.

Department of the Interior Solicitors Office. 1) Provides support to address any specific issues
that might arise during the use of the Mark including its misuse or unauthorized use.

Regional Directors. 1) Provide assistance to WASO and parks in their region in the deployment
and use of the Mark by authorized concessioners; 2) answer park inquiries regarding the
program; 3) conduct regional oversight to ensure the Mark is being used correctly; and, 4)
coordinate with the regional solicitor to address non-authorized uses of the Mark.

Superintendents of parks with concessioners. 1) Consider, approve or disapprove the use of
the Mark for concessioners in their park; 2) consult with the WASO Commercial Services
Program on requested uses of the Mark by concessioners that do not comply with
programmatically approved uses; 3) provide approved concessioners with appropriate Mark
graphic identity files; 4) update each approved use of the Mark in their concessioner’s Operating
Plan to reflect procedural requirements; 5) answer concessioner questions on use of the Mark; 6)
oversee concessioner use of the Mark in their park; 7) monitor for unauthorized use of the Mark;
and, 8) notify their region of unauthorized Mark usage.

V. AUTHORIZED AND PROHIBITED USES BY CONCESSIONERS
Authorized users and uses of the Mark by concessioners are described below.

Authorized Users of the Mark
Only concessioners under contract by the NPS with marginal or better ratings from the previous
year are permitted to use the Mark.

Concessioners who have received an “unsatisfactory” annual overall rating from the previous
year, whose authorizations have expired or have been terminated, are prohibited from using the
Mark. They must remove all references to the Mark on all promotional and informational
materials within thirty (30) days of notification of an unsatisfactory rating or the expiration of
their authorization.





Companies operating in national parks under a Commercial Use Authorization (CUA) or lease
are not authorized to use the Mark.

Authorized Use of the Mark

Uses of the Mark by concessioners are authorized for:

e Publications

Written advertising

Brochures associated with the required or authorized services

Web-based information such as corporate web sites, Facebook, Twitter and YouTube
Interpretive materials

Broadcasts—television, film or other audio/visual materials

Facility Signs designed, constructed, or commissioned for official concessioner functions or
purposes

o Signs placed on visitor transportation system vehicles, vessels and aircraft

Concessioners may not use the Mark on merchandise, souvenirs and clothing presented for sale
to the public, concessioner uniforms and clothing or concessioner equipment and transportation
equipment not specifically providing authorized visitor services.

Conditions for Use in Materials that Market Authorized and Non-authorized Services
Some concessioners operate businesses outside the park and may want to use the Mark to
provide information concerning the authorized businesses in the same materials that market the
other non-NPS authorized services for economic or other reasons. This approach is allowed but
not preferred.

In such materials, the Mark must clearly be associated with only those services which the NPS
authorizes. To accomplish this, the Mark must be accompanied by additional language which
clearly identifies the specific in-park services authorized. An example of the type of language
permitted is as follows:

Jane Doe Company is authorized within Wonderfalls National Park to provide guided
backpacking and day hiking, rental of camping and backpacking equipment.

The language should be located immediately below the “Authorized Concessioner” wording.
This additional language accompanying the Mark must be clearly visible in the materials at all
times (as opposed to language in a web site that is seen only when a computer mouse is hovered
over the Mark).

Use of the Mark on materials that only address the non-NPS authorized businesses is not
permitted.

Additional Requirements for Use in Visitor Service Transportation Equipment
Concessioners may operate equipment to provide visitor transportation services to customers in a
park unit under a concession contract and also outside the park unit and not under NPS
authorization. For example, a concessioner may provide ferry service to park locations in
accordance with their contract and also use a vessel for non-NPS commercial routes.





Operators are prohibited from using the Mark on equipment when not providing the contracted
services. This could be accomplished by making sure they use dedicated equipment with the
Arrowhead on the NPS-serviced routes only and separate equipment for the non-NPS service.
Alternatively, the Mark might be provided on signs that could be removed when not used for the
NPS service.

VI. GRAPHIC IDENTITY POSITIONING AND LAYOUT

The specific application of the Mark, including the Arrowhead graphic, font and color of the
description, arrangement of the elements, size and location on the advertising or equipment must
comply with the Mark graphic identify framework requirements as defined by the Harpers Ferry
Design Center.

Graphic

The Mark is a graphic which consists of the official NPS Arrowhead, and the words “Authorized
Concessioner” separated by a solid line. The solid line and words, “Authorized Concessioner”
are located below the Arrowhead for vertical layouts, and to the right of the Arrowhead for
horizontal layouts. No other wording or graphics are permitted on the Mark. Specifications and
artwork are available on the NPS Commercial Services SharePoint Site in the contract
Management Toolbox.

Styles

There are four types of Mark styles approved for use by Concessioners. They include Black and
White, 4-Color, Grayscale, and Reverse. All styles are developed with both horizontal and
vertical layouts. For light colored backgrounds, the black and white, 4-color and grayscale styles
will work best. For dark colored backgrounds, the reverse style should be used.

Size and Arrangement

The NPS Arrowhead in the Mark must be no less than %" wide. The Mark must be distinct and
separate from any other logos such as the concessioner’s corporate or park-specific logo. All
uses of the Mark by the concessioner including specific use, placement and layout must be
reviewed and approved by the park superintendent prior to use. Examples of the arrangements

that demonstrate Mark graphic identify layout requirements for concessioners are provided in
Exhibit 1.

Reproduction

The Mark symbol may be produced only from an authorized master electronic file. Files for use
are currently available on the NPS Commercial Services SharePoint site. The site is not
accessible to concessioners. Concessioners must obtain the Mark artwork and specifications
from the NPS. The files may not be altered except for enlarging or making the Mark smaller to
address the specific concessioner application in accordance with the NPS procedures.

VII. PROGRAM ADMINSTRATION

Concessioners requesting use of the Mark must submit their request in writing to the park
concessions (i.e., Commercial Services) office. The request must include a clear description of
where and how the Mark is proposed to be used and must provide layouts that meet the
framework and design requirements.





The park is responsible for reviewing and approving the request to use the Mark. Requests for
use by a concessioner that are not clearly defined approved uses must be submitted through the
region with recommendations to the WASO Commercial Services Program office for further
consideration.

The park must update the specific Concessioner Operating Plan to reflect the requirements for
use of the Mark. The park must provide the authorized concessioner with applicable graphic
identity artwork materials and specifications for use in accordance with the NPS Graphic Identity
Framework.

Parks must contact concessioners who have been previously approved to use the Arrowhead in
web-based or other advertising to make them aware of the update to the NPS Graphic Identity
Program and new requirements for Mark use and to ensure that these concessioners convert the
Arrowhead use to comply with the new procedures.

Parks must monitor Mark use by concessioners as part of the Concessioner Review Program.

VIII. FURTHER INFORMATION

For further information on the use of the mark, contact the NPS Washington Office Commercial
Services Program at 202-513-7156 or commercial _services@nps.gov.
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EXHIBIT 1

This exhibit presents examples of acceptable Mark layouts and size and placements on printed
materials, media sites and transportation equipment. Specifications and artwork are available on
the NPS Commercial Services SharePoint Site in the contract Management Toolbox.
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3. Black and White
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Printed Materials or Webisite

Concess.
Logo

DU nartnar mGhone n Aocrrnten Authorized
Concessioner

The Mark must be separate from the Concessioner logo. It should be large enough so that the
text can be read but discrete in size and no larger than the concessioner logo so that it is clear
that the materials are that of the concessioner and not the NPS. Placement at the bottom of
the materials is often the most appropriate.





Materials advertising authorized services inside the park and services outside the park

e

Concess.

Wonderfalls Lodge

(Our Lodge Located in beautiful
Wonderfalls National Park, the
Wonderfalls ludge provides overnight
accomnodations. .

Our Food. Wonderfalls Lodge
restaurant facilities range {rom fine
dining ut the Falls Grill to grab and go
at our Fall’s Mist Snack Bar....

Qur Outdoors. The Lodge offers a
variety of outdeor activities including
horseback riding. ..

LODGING

Wonderfalls Lodge: Located in beautiful
Wonderfalls Nutional Park, the Wonderfalls lodge
provides overnight accommodations. ..

Jane Doe Company is authorized within
Wonderfolls National Park ta provide
lodgina and faed and beverage services.

Wolf Den Lodge: Located along the

Beartooth Lake, this lodge provides avernight G
accommodation Located within 15 miles of . : 2
Wonderfalls National Parks north entrance. .. =
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Only NPS authorized services in
the park

The web site only advertises
services offered within the
park. The use of the Mark by
itself is adequate.

NPS authorized services in the
park and unauthorized services
outside the park

The web site advertises services
offered within and outside the park.
The use of the Mark by itself is not
adequate. An additional description
of which of the advertised services
are NPS-authorized services must be
provided and the park and non-park
services must be clearly delineated.





Transportation Equipment Placement

The Mark should be positioned
so that it is noticeable to the
customer. Placement on or
adjacent to a loading doorway
or entry is often the most
appropriate.

The size of the Mark should be
large enough so that the text
can be read but discrete in size
and no larger than the
concessioner logo so that it is
clear that the equipment is that
of the concessioner and not the
NPS.

The Mark should be positioned
such that it does not suggest
that it is an NPS-owned and
operated piece of equipment.
In particular, on a vessel, it
should not be placed under the
bow.





