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Letterhead, Envelopes, Business Cards, and Labels

April 1, 2001

As we move to reposition the University nationally, it is important to pay careful attention

to the kind of image we project. We hear a lot about “marketing” and “branding” these days.

As you know LSU has its own identification mark, which appears on this letterhead, and we

need to be very careful to use it in a uniform and consistent way so it fosters the respect that

our University deserves.

The visual identity program—including letterhead, envelopes, business cards, and mailing

labels, as well as various University publications and advertising—is explained in this new

edition of the LSU Graphic Standards Manual, issued by the Office of University Relations.

The logo and guidelines for its use are available from the Office of University Relations and

can be downloaded from LSU’s homepage.

By copy of this memorandum, I am reminding all departments and units of the University

that these guidelines must be followed when using the University logo. This will reinforce

the identity of the University to the public and help provide a uniform graphic image for

consistent marketing of the institution.

Exceptions to use of the logo/letterhead are discouraged, and any deviation must be

approved by the Executive Director of University Relations or his designated representative.

Any problems encountered in accommodating the logo should be reported to the Office of

University Relations.

Sincerely,

Mark A. Emmert

Chancellor

2"

1 1/4"

Letterhead Example 57% of Actual Size.

Some of the most important uses of
the logo are for letterhead,
envelopes, and business cards. The fol-
lowing guidelines apply.

Ink Colors

Stationery, envelopes, and business
cards that are to be printed in two ink
colors should be printed in the official
LSU purple (PMS 268) and black. If
these items are to be printed in only
one color, either LSU purple (PMS 268)
or black may be used. Letterhead
printed in black is recommended for
mass-produced mailings or laser print-
er-generated mailings.

Letterhead

Sizes
The official letterhead paper is 25 per-
cent rag bond, white or natural
(ivory), in two sizes: either 81/2" x 11"
or 51/2" x 81/2".

Watermark
The official letterhead paper contains
the University seal in watermark form.
Letters that are mass produced may
be printed on nonwatermarked paper.

Format
The position of the logo and address
information should always appear as
shown in the samples included in this
booklet. The use of secondary symbols
on letterhead and envelopes is dis-
couraged. 

The second line, “and Agricultural &
Mechanical College,” is to be used on 
letterhead. Other usage is optional.

Names
No letterhead or envelopes bearing
an individual’s name will be printed if
printing costs are paid with state
funds, in accordance with state
statutes. However, Boyd Professors,
Alumni Professors, and others holding
named professorships may have their
names and the name of their profes-
sorship included on their letterhead—
if paid for with private money (an “E”
or “F” Foundation account). Such
names may appear on letterhead only.
The accompanying envelopes must
follow the standard format. Business Card Actual Size.

LO U I S I A N A STAT E UN I V E R S I T Y

Department name here
name over f low here

Individual name
Title

Campus Address 
Baton Rouge, LA Zip Code

Telephone Number
FAX Number

e-mail Address

L O U I S I A N A S T A T E U N I V E R S I T Y
A N D  A G R I C U L T U R A L  &  M E C H A N I C A L  C O L L E G E

Office of the Chancellor
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Envelopes

Sizes
Envelopes to accompany the official
letterhead in standard sizes in white
and natural (ivory) are available from
Graphic Services.

Format
The position of the logo and address
information should always appear as
shown in the samples included in this
booklet.

Names
No envelopes bearing an individual’s
name will be printed if printing costs
are paid with state funds, in accor-
dance with state statutes.

Business Cards

Personalized LSU business cards are
available from LSU Graphic Services
for any LSU employee who has a
demonstrated need for them. Autho-
rization may be granted by the head
of the employee’s budget unit and
payment is processed as an Internal
Transaction (IT).

University retirees may purchase per-
sonalized LSU business cards from
LSU Graphic Services so long as the
individual is identified on the card as
retired, or “emeritus” when emeritus
status has been granted by the Uni-
versity.

Business cards must be 3.5” x 2” on
white or natural (ivory) stock. The
position of the logo and name and
address information should always
appear as shown in the example in
this manual.

Secondary Symbols
The use of secondary symbols on
business cards is not allowed.

Envelope 60% of  actual size.

LOUISIANA STATE UNIVERSITY

Department Name
Address • Baton Rouge, LA • Zip

Mailing Label : one-color and two-color inks. 

LOUISIANA STATE UNIVERSITY

University Relations
3960 West Lakeshore Dr. • Baton Rouge, LA • 70808

L O U I S I A N A S T A T E U N I V E R S I T Y

Department
Address • Baton Rouge, LA Zip Code


