
Specifications

8 - 1/2 inches  x  11 inches

Signature prints FLC Dark Blue (PMS 288) and FLC Bright Blue (PMS 285)
and FLC Gold (1235). Text prints FLC Dark Blue

Signature is 3/4 of an inch in width

Department, Center of Excellence – 10/10 Galliard bold
Address information – 8/10 Galliard regular
Employee name – 8/10 Galliard bold
Employee titles – 8/10 Galliard regular

24 lb. Text Strathmore Renewal, Bright White, Recycled.

Offset Lithography

All personalized, departmental or center 

of excellence letterhead should follow the 

layout shown below. The position of the 

signature and address / personalization 

information is always consistent. Second

sheets should be of matching paper stock,

blank or printed with signature only. Typing

guidelines are given in gray, in the letter 

example. Note: the center of excellence name

is treated like a department name in the

address block. Do not use the promotional 

center of excellence signature.

Size:

Color:

Signature Size:

Typography:

Paper:

Printing:

Specialized Letterhead

Office of the President
2500 Berndt Hall
1000 Rim Road
Durango, CO 81301-3999
970.247.7100 tel

Kendall A. Blanchard
President
Professor of Anthropology

Month 01, 2000

Recipients Name
Company Name 
1234 Street Address
City Name, ST 98765

Dear Recipient,

This letter is an example of how the corporate “block left” typing style is applied to all 
8-1/2" x 11" letterheads. Your left margin should be set at 1" and the right margin at 1".
The first character of the date line should rest 2-1/2" from the top of the page. This preferred
alignment will add a sense of order and simplicity to the relationship of typed and preprinted
elements.

There are three blank lines between the date and outgoing address. Paragraphs should be 
double-spaced, not indented. Allow at least four spaces for the signature between the closing
and name. Double space for initials and enclosures.

It is important to avoid crowding at the bottom of the page; therefore, a second sheet should
be used. When additional pages are required, use only approved corporate second sheets
which are blank sheets of the same paper stock. Typing should begin at the same point as on
the first sheet and all established margins should be maintained.

Cordially,

Name
Title
Fort Lewis College
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3/4“ Signature Size
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50%
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