Aspire Style Guide

Using the Aspire logo

· If you need to print the logo onto a document, advertisement or other product, please make sure it is placed either on the left or right hand side of the page (not both or centred!) 

· The edges of the logo should blend into the colour of its background: There should be no rectangular border around the edge of the logo.

· Use the full logo (ie including Aimhigher South East London) wherever possible

· Both versions of the logo (block and outline) are equally valid

· It is possible to use the logo as a watermark under text (in Headers & Footers on Word).

· You should not use the logo if your document is printed on Aspire headed paper

Using Aspire letterhead 

Address jpg

· All letters should include each HEI/FEC’s address jpg – otherwise there is no return address on your letter! 

· In Word, the address jpg is placed at approx 2cm from the left and 1cm from the top. The top of the address is in line with the top of the word ‘aspire’ within the logo (top right) and the jpg and all text below it are as far as possible in line with the King’s logo (bottom left).

Margins 

· Left margin follows the address jpg (approx 2cm in from the left)

· Right margin is set approx 2cm in from the right

· Bottom margin is approx 3cm from bottom (minimum)

· The majority of the letter text falls within the middle third of the page (when folded to fit DL envelope)

Letter style

· All headings and paragraphs are left justified with a ragged edge
· The letter style is ‘block’. This means no commas or full stops at the end of the address lines, greeting line, headings, short bullet points, sign-off line, signature, enclosure line. 

· Dates are written simply, without ‘th’ or ‘rd’ or commas, eg
· 20 September 2004, not 20th September 2004

· Phone numbers are written with breaks, ie 07971 482 188 (not 07971482188). London numbers are written with breaks after 020, ie 020 7848 3497

· Acronyms and abbreviations are written without dots, i. ASG, not A.S.G
· Abbreviations such as i.e. and eg are not capitalised

· Campus is written with a small ‘c’, unless part of a heading

· Room is written with a capital R, eg Room 422

Aspire fonts

· Use Helvetica Neue Light (you should have downloaded it from the Template CD). If not, use Helvetica (size 12 unless you need to decrease to fit on a page) as the text font on all letters. You may also use DIN Engschift (available on the Template CD), particularly for headings and subheadings.

· Do not use DIN Engschift in bold – it blurs!

· Do not use Helvetica Neue Light in bold – the letters stretch apart!

· Italics are used for stress and definition, but not for headings

· You will need to use a larger font size in DIN for the equivalent in Helvetica

Headings

· Headings should be larger font Helvetica Neue Light / Din Engschift or bold Helvetica. 

· Please do not underline letter headings or put boxes/frames round them

· Italics are not used for headings

· Headings may be completely capitalised (ie ACCESS TO MEDICINE) and first letter of main words in headings is capitalised but small link words are not capitalised, ie Access to Medicine, (not: Access To Medicine).

· Headings are not placed within apostrophes

· Headings are placed under the greeting line

· There is no gap between subheadings and text (see above)

Examples

Heading 1: DIN Engschrift 20 

Heading 1a: Helvetica Neue Light 16

Heading 2: Helvetica Neue Light 14

Heading 2a: DIN Engschrift 16

Heading 3: Helvetica 12 Bold

Names at the bottom of the letter are bold Helvetica or DIN. Titles are under name, eg:

Yours sincerely

Ali Redford

Aspire Project Officer, King’s College London

13 September 2005

