
1st/2nd-Year Student Assignment Business Card/Envelope/Letterhead

Due January 13, 2012  (27 points)

Project Type:
Use of Company Logo Business Collateral
Purpose:
Using your newly designed company logo to create a:


1. business card


2. envelope


3. letterhead


You are required to complete all three.  (You may also wish to save a copy of these guidelines for future use in your career.)


You will also be required to submit a hard copy of each after you have submitted each on Moodle. Make sure you clearly identify yourself on the back of each hard copy. Submit these to the instructor.

Project Parameters:


ESF’s new logo must now be incorporated into all their marketing plans, which includes business cards, business-size envelopes, and a new letterhead (8.5 X 11 inch stationary).  Your assignment is to design each one on those and submit them as a PDF file for review.

Use the following project guidelines.

Project guidelines:
For all three parts, use the following address:


ESF Confections


1 Sugary Lane


Portsmouth, VA 23705-0101

1. The Business Card.

Additional requirements: 

1. Must be 2 X 3.5 inches (vertical or horizontal)

2. Must contain logo.

3. Must follow rubric for class-accepted design element standards. 
2. The Envelope. (example from About.com)


Additional requirements:

1. Use the following tips & guidelines to create your envelope.
2. This is a standard size No. 10 business envelope.

3. For the addressee/recipient information, make up a person’s name & address.

4. Must follow rubric for class-accepted design element standards. 
5. Must contain logo.
	

	Business Letter Envelope Components
This sample business letter envelope includes formal components, some of which are optional for typical, employment-related business letters.

The graphic below represents the US Postal Service automation guidelines for a standard business envelope that is 4-1/8 x 9-1/2 inches.
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Tips:

· Replace the text in brackets [ ] with the component indicated. Don't type the brackets.

· If your envelope does not have a preprinted return address, type it in the upper left corner, in an area not to exceed 50% of the length and 33% of the height of the envelope. Leave a little space between your return address and the top and left edges. How much depends on the margin limitations of your printer or typewriter. For example, laser printers typically require margins of at least 1/8 inch (9 points). 1/4 (18 points) to 1/2 inch (36 points) looks good.

· Type the Special Mailing Notation under the postage area. It doesn't have to line up perfectly with the stamp as shown, but it looks professional. Type in all uppercase characters, if appropriate. Examples include

· SPECIAL DELIVERY
· CERTIFIED MAIL
· AIRMAIL
· Type the On-Arrival Notation so that its right edge lines up with the left edge of the recipient's address. This is not a post office requirement, but rather standard formatting. Type in all uppercase characters, if appropriate. You might want to include a notation on private correspondence, such as when mailing a resignation letter. Examples are
· PERSONAL

· CONFIDENTIAL

· The gray shaded area is where the optical character reader (OCR) at the post office scans for the recipient's address. Type the recipient's address within the shaded area, below other information. Don't type anything to the left, right or below the recipient's address. It's a good idea to include a line or two of space below non-address information (such as the notations shown), before typing the recipient's address. It makes it easier for the OCR to distinguish the address.
· Including the recipient's job title after his or her name is optional.

· If you know the recipient's department or mail-stop name or number, include it after his or her name.

· Include the abbreviation USA after the Zip+4 code, if mailing to the United States of America from another country.


3. The Letterhead.
Additional requirements: 

1. Must be 8.5 X 11 inches (vertical or horizontal)

2. Must contain logo.

3. Must follow rubric for class-accepted design element standards. 
4. Follow the provided tips & guidelines.

5. May use fill-type or made-up text for body of letter.

In our case here, we will use a simple layout provided by Goodrich Communication.
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tin-
cidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nos-
trud 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 do-
lore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesen
éluptatum zzril delenit augue duis dolore te feugait nulla facilisi.
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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 euis-
mod tincidunt ut laoreet dolore magna aliquam erat volutpat.

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 prae-
sent 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.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tin-
cidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nos-
trud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

Sincerely yours,

ABC/dd
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