
GUIDELINES Graphic Standards Manual

There are a variety of printed items available for purchase
and use through the copy center, word processing or the
web. The following pages show some of those items.

If you have any questions please contact the Office of
Communications.

Written and Printed Materials

INVITATIONS Graphic Standards Manual

Invitations
Going to a standardized invitation
for the majority of events for all four
schools means greater consistency of
our identity. Below is the new
university invitation. We will be using
this invitation as often as possible. If
a different design is needed, please
contact the office of communications.

ENVELOPES AND MAILING LABELS Graphic Standards Manual

Mailing label
For sending things that will not fit
into the standardized envelopes, a
mailing label is also available at
the Copy Center.

Envelopes
Standardized envelopes for the
university and some departments are
available through the word processing
office. Special envelopes can be
ordered by calling the Office of
Word Processing.

Envelopes are available in these sizes:
10" x 13"
9" x 12"
6" x 9"
Standard #10
#9
A-6
A-2

Business Cards
As part of our identity change,
Willamette has a new business card.
It was designed to hold as much
information as possible for a wide
range of users. The cards are by using
Click-On™ an automated on-line
ordering system from K/P Corp.

BUSINESS CARDS AND LETTERHEAD Graphic Standards Manual

Letterhead
Letterhead is available from the Copy
Center. We have tried to create
specific letterhead only when
necessary. The majority of users will
be asked to use the “generic” version
and lazerprint their specific
information as they print their letters.
Please send special requests to
Carolyn Kilday in Word Processing.

Monarch letterhead is also available.
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title
email: user@willamette.edu

college of law
245 winter street se
salem, or 97301

www.willamette.edu

Month 15, 2000

Mr. Jim Smith
000 Anystreet Avenue
Anywhere, OR 97302

Dear Willamette

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt
ut laoreet dolore magna aliquam erat volutpat.  Ut wisi enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.  Duis autem vel eum iriure dolor
in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero
eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore
te feugait nulla facilisi.  Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip
ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

Nam liber tempor cum soluta nobis eleifend option congue nihil imperdiet doming id quod mazim
placerat facer possim assum.  Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.  Ut wisi enim ad minim veniam,
quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.  Duis
autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu
feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait nulla facilisi.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt
ut laoreet dolore magna aliquam erat volutpat.

Sincerely,

John Person
Dean, College of School
person@willamette.edu
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