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Design the Business Letterhead

TASK AND PURPOSE:

To design and create letterhead that your business will use to communicate with vendors and customers.

GETTING TO KNOW WHAT YOU’RE DESIGNING:

A letterhead is a sheet of stationery with the name, address, telephone number, logo and sometimes other relevant information of an organization at the top.  The standard size of letterhead is 8.5 x 11 inches.  Letterhead is used to send business letters and other forms of correspondence.

STRATEGIES AND DESIGN TIPS TO CONSIDER BEFORE CREATING YOUR LETTERHEAD:

1. Keep the design of the letterhead professional, clean, and simple.  The sole purpose of letterhead documents is to communicate information.  Therefore, the design should be kept simple and professional looking.

2. Most letterhead designs fall within the first 2 inches from the top of the page.

3. Use .5 inch margins on all sides.

4. Stick to using one typeface (font) in the letterhead, except the typeface used in the logo, business name, or slogan.

5. Try to create a balanced, symmetrical look when designing the letterhead.  Type should be kept to a maximum of 12-14 point sizes.

6. May try using a thin line to create separation from the letterhead design and the rest of the page.

CONTENT AND INFORMATION TO INCLUDE ON YOUR LETTERHEAD:

1. Include the following contact information:

a. Business name

b. Address(full mailing)
c. Phone number

d. E-Mail Address 
e. Website address

f. Business Logo
g. Business Slogan

