
Standard university stationery available at Printing Services

Illinois State University continues its effort to promote a consistent and dynamic identity. Any orders for  
letterhead, envelopes, and business cards will be printed with the look shown here. Call 438-3647 with questions. 

To order the following three products, send a completed Request for Printing 
Services form via campus mail to Printing Services, Campus Box 3420. 

Letterhead 	 $73.85 (first 500)	 $35.05 (additional 500)
Business envelope (#10)	 $78.35 (first 500)	 $34.80 (additional 500)
Business cards	 $29.45 (250)	 $38.30 (500)

Watch IllinoisState.edu/identity and the Illinois State Report 
for other updated identity items throughout the year,  
including guidelines for editorial style and the use of the 
University’s marks in print and Web communications.

College of Arts and Sciences

Department of Biological Sciences

Campus Box 4120

Normal, IL 61790-4120

Phone: (309) 438-3669

Fax: (309) 438-3722

www.bio.ilstu.edu/dept

Date

Name

Title

Company

Address

City, State, Zip

Dear Reader:

The Illinois State University letterhead has been designed with a specific format as demonstrated here. All 

type is aligned left with no indentations. Skip one line space between paragraphs to allow for separation. 

Begin with the date 2 1/4 inches from the top of the page, and 1 1/4 inch from the left margin. The date 

and all subsequent text is to be set in 11 point Adobe Garamond or similar serif font with 15 point 

leading. Skip two lines after the date and begin the address. Skip two additional lines after the address, and 

type the salutation. Skip one line space and begin the body of the letter.

Using this typing format on all letters will promote a consistent visual impression which will help 

reinforce the Illinois State University identity. 

Sincerely,

Name of sender

Title

An equal opportunity/affirmative action university encouraging diversity

Offi ce of the Comptroller
Campus Box 1200
Normal, IL 61790-1200

To order note cards, send a completed Request for Printing Services or Paper  
Supply order form via campus mail to Printing Services, Campus Box 3420. 

Fold over card (6.25'' x 4.5'') and envelope

With department name on front of card (Print Request):
Style 1 ..............................................55 cents each (minimum order 250)
Envelope with ISU logo and department name.................25 cents each (minimum order 250)

Without department name (Paper Supply):
Style 1 and 2...................................35 cents each (no minimum)
Envelope with ISU logo..............20 cents each (no minimum)

Imprinting of interior available at additional cost. Call 438-3647 for estimate.

Panel card (5.5'' x 4.25'') with envelope

With department/individual name on front of card (Print Request): 
Panel card as shown....................45 cents each (minimum order 250)
Envelope with ISU logo and department name.................20 cents each (minimum order 250)

Without department/individual name (Paper Supply):
Panel card........................................35 cents each (no minimum)
Envelope with ISU logo..............20 cents each (no minimum)
Envelopes plain.............................10 cents each (no minimum)

 

University College

An equal opportunity/affirmative action university encouraging diversity

 University Marketing and Communications  08-2164  Printed on recycled paper

University College  |  From the desk of Amelia Noël-Elkins

Style 1

Style 2

Note cards

Name, ’02, M.S. ’04
Title

Unit/Department

Building 
Street Address
Campus Box
Normal, IL 61790-xxxx
Office: (309) 438-xxxx
Dept: (309) 438-xxxx
Fax: (309) 438-xxxx
Email: address@IllinoisState.edu


