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Letterhead

Messiah College’s official letterhead may be ordered by contacting
College Press. Campus entities may order standard institutional let-
terhead, or letterhead customized for their individual school, office,
department, or program as shown below. To maintain consistency
and professionalism in all College correspondence, individual
campus entities or persons may not design their own letterhead. To
order letterhead, call College Press at ext. 6030 (on campus) or at
(717) 691-6030 (off campus).
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Business Cards

To maintain a consistent and professional image for Messiah College,
the business card format illustrated below will be used for all campus
personnel. Individual campus units or persons may not design
their own Messiah College business cards. To order business cards,
call College Press at ext. 6030 (on campus) or at (717) 691-6030
(off campus).

Office of Enrollment
Management

PO. Box 3005
% MESSIAH One College Avenue
COLIAEGEm Grantham, PA 17027

William G. Strausbaugh 717.766.2511 ext. 5365
Dean of Enrollment Management ~ 717.796.5374 Fax
Strausba@messiah.edu
www.messiah.edu

1/4”
o

" Office of Enrollment
b ] Management

1
PO. Box 3005
% MESSIAH One College Avenue
____________ CQLIEGEm Grantham, PA 17027

1 3/8” wide logo

William G. Strausbaugh 717.766.2511 ext. 5365
Dean of Enroliment Management ~ 717.796.5374 Fax
F- P { Strausba@messiah.edu
15/8” wide logo .
www.messiah.edu
— T
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Envelopes

The standard address block used for all Messiah College envelopes
and labels is illustrated below. College Press coordinates an annual
envelope order for all campus entities each spring, but will produce
envelopes throughout the year as requested. For more information,
or to order, contact College Press at ext. 6030 (on campus) or at
(717) 691-6030 (off campus).

Standard Messiah College Envelope

% MESSIAH
COLLEGE.

One College Avenue . . -
Grantham, PA 17027 Customized Unit-Specific Envelope

Address Service Requested 3/8"

% MESSIAH - o
COLLEGE Starts 3/8" down

PMS 295

\

3/8" Office of Enrollment Management Address Block
8.5 pt. / 14 pt. leading
PO. Box 3005 4 Office Line: Berkeley Bold

Address Lines: Berkeley Medium
One College Avenue PMS 432

Grantham, PA 17027

Center everything in
this 1 5/8” box

Correct address block for Business Reply Mail:
DEPARTMENT or OFFICE NAME/BOX #
MESSIAH COLLEGE

PO. BOX 800

GRANTHAM, PA 17027-9988
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Correspondence Style Guidelines
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To provide a more standardized, professional look for Messiah College
correspondence, the College suggests that the letter begin at least 2”
from the top of the page and with a 1” margin at both the right and
left. A 1%” margin should be set at the bottom of the page. Letters

should be printed in 11 point Arial (sans serif) or Times New Roman

(serif) font and should follow the format shown below.

2" %ﬂ MESSIAH
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1" anuary 25, 2002 T T i

iCarla Gross

iMessiah College
iPO. Box 3020
iGrantham, PA 17027

1"

ited to be a guest of Messiah College at the opening night reception for th
the Sumkhibit at Whitaker Center for Science and the Arts, on Monqia :

P Grand Lobby from 6-7:30 p.m. There will be a brief presentation at € =~
o drop in as your schedule permits.

partnership with Whitaker Center and the newly renamed Harsco Sciel
ited to display its Genesis solar racing car at this three-week exhiblt,
, January 14 through Sunday, February 2, 2002. As our guest, youiwill be

Second sheet kit this new exhibit which will showcase not only the Genesis car but also

e

1"

letterhead margins ng performance and the student achievement and contribution to s¢lar tech-

t Genesis’ and Messiah College’s first collaboration of this kind with
would be pleased to have you join us in the celebration. Dress for the eveni

717) 691-6027, ext. 1. | look forward to seeing you.
B 1.25”

iRodney J. Sawatsky
iPresident

Intellect - Character - Christian Faith

citing year for Genesis, culminating in the team’s national 13th plac:e finish
n Solar Challenge, and their winning the race’s top technical award: We are

ng

”
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The flush left,
block style letter
is suggested,
with double
spacing between

paragraphs.



