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Date



First & Last Name
COMPANY/ORGANIZATION
Address
City, State ZIP

DEAR FIRST NAME:


Here are some helpful tips for using this Microsoft Word template for Colorado College electronic letterhead. Images have been added in the header and footer of this document with your office/department information to ensure the logo, design, and typography remain consistent between printed and electronic versions of the letterhead. Please do not change header and footer images. In addition, the document is preformatted with margins set for optimum spacing: Top margin: 2.4”; Bottom margin: 1.1; Right & left margins: 1”. Please do not adjust the margin settings.

Typography: Official college typography that offices/departments must use in communications include the following pairings:

Serif: Georgia	
Sans-Serif: Arial

Using these font pairings will ensure all college communications are consistent and professional, and that your messaging is aligned with the Master Communications Plan. This document is formatted using Georgia for body text and Verdana for highlight information, and these are fonts pre-installed on all Mac and Windows-PC computer systems. Crimson Pro and Montserrat need to be installed on your computer before you can use them (the examples above may not show up correctly if you do not already have them installed). They can be downloaded for free and are available, along with more information about the college’s Master Communications Plan and visual identity guidelines, at www.coloradocollege.edu/identity.

Things you can adjust in this template: Indentations: we feel the design of the letterhead works better without indents, but feel free to add them if you prefer. Type styles: We’ve bolded and highlighted some information in this letter, because this is the style we use in Communications, but you are free to change bolding. Type size and spacing: This letter is currently set with Georgia 10pt type and line spacing at 1.15. You can adjust these setting to fit the needs and lengths of your letter (we don’t recommend a type size larger than 10).

If you require additional assistance with this letterhead template, or any other communications support, please contact the Office of Communications at x6603 or communications@coloradocollege.edu.

Sincerely,



FIRST LAST NAME
Your Title
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