Consistent image presentation guidelines ¢ December 2006

ADDRESS/PUBLISHING DETAILS WITH LOGO Publishing details should generally appear using the disc

Set in lower case, 9/12pt, black, Helvetica emboldening in part version of the logo, at the bottom of the last page of a multi-

as shown. page publication, centred as shown in the third example
below.

When using a horizontal strapline logo, set the address details

ranged right below the logo as shown in the first example below, The horizontal version of the logo may be used for publishing

with the base of the chalice aligned with the type. details where the disc version is inappropriate.

When using a disc logo, set address details centred below the For documents of eight pages or more, these should also

logo as shown in the second example below. appear ranged left in the top left corner of page 2 i.e. inside

front cover, as per the fourth example below.

the unitarian and
free christian
churches

The General Assembly, Essex Hall, 1-6 Essex Street, London WC2R 3HY
tel: +44 (020) 7240 2384; fax: +44 (020) 7240 3089; email: ga@unitarian.org.uk
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The General Assembly of Unitarian and Free Christian Churches,
Essex Hall, 1-6 Essex Street, London WC2R 3HY
tel: +44 (020) 7240 2384; fax: +44 (020) 7240 3089; email: ga@unitarian.org.uk

Published by The General Assembly of Unitarian and Free Christian Churches,
Essex Hall, 1-6 Essex Street, London WC2R 3HY
tel: +44 (020) 7240 2384; fax: +44 (020) 7240 3089; email: ga@unitarian.org.uk

Published by The General Assembly
of Unitarian and Free Christian Churches,
Essex Hall, 1-6 Essex Street, London WC2R 3HY

tel: +44 (020) 7240 2384;
fax: +44 (020) 7240 3089;
email: ga@unitarian.org.uk
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The page

MARGINS
Ensure that the sum total width of opposite margins should NOT
BE LESS than 15% of the width and 10% of the height of a

page.

Margins for an A4 page should be AT LEAST the following:

Top 15mm
Bottom  15mm
Inside 18mm (15mm single sheet)
Qutside  14mm

Margins for an A5 page should be at least the following:

Top 12mm
Bottom  12mm
Inside 15mm (12 mm single sheet)
Qutside  12mm

HEADERS AND FOLIOS

Headers and folios appear in the margin as shown. These
should help the reader more easily navigate the document. Use
9pt Helvetica ranged right for both headers and folios.

WIDOWS AND ORPHANS

Avoid widows and orphans (single words at the end of a
sentence on one line or single lines at the end of a paragraph
running over to an adjacent column or page). Use tracking or
editing to avoid this.

WHITE SPACE
Use white space advantageously. Do not overcrowd a page with
too many elements.

General Communications

Reinforce the image at every opportunity. This means using the
logo and correct fonts, as well as the colour palette, whenever
you publish any UFCC material for internal or external use.

CORRESPONDENCE

All correspondence should reflect the image. Apply the logo as
indicated in these guidelines. Use Helvetica 9 or 10pt for letters,
faxes and e-mails.

Space out correspondence allowing plenty of white space (see
example of a fax message opposite). The logo should be
present in all correspondence and should always be shown in
the correct colours (in a Fax it will be in ‘greyscale’ as shown
here).

ELECTRONIC MEDIA
The logo should appear in all e-mails and any other electronic
correspondence (see example).

Consider using DARK GREY type for body text of e-mails and
on web pages. Suggested colour is HTML #7F7F7F. This will
complement the colour palette and on screen will be easier on
the eye than black, whilst remaining dark enough for people with
eyesight problems.
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UFCC: running head example

folio example 3
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TO WHOM IT MAY CONCERN

Tris 's a sample omal message.

1t shaws how the UFC.C should be sppled somss & communicanons, both inemal and exiemal |8 mpoasnt i
i L

e the Image & every keve

“niggnat™

Regants

The Generl Assambly of Unitaria rehas,

¥ o Fren Cheintian Churshe
% Hall 1-6 Essox Stmet, London WC 2R 3HY

550k Hal el
ek +44 (020) 7240 2384 fax: +44 (020) 7240 3089

SAMPLE OF AN EMAIL: Use the logo and address details as a
‘signature’ where appropriate.



Consistent image presentation guidelines ¢ December 2006

20mm
margin for
text
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© unitar® addressee line
Y
TO:
Any Person
Such and Such an organisation
Anytown
London W1M 3PD
Page 1 of 4. . ) _ min. 120mm to text
If you do not receive all pages please contact us immediately.
Dear soandso
This is a sample fax message.
It is intended to give an indication of how Unitarian and Free Christian Church (UFCC) communications should be
used to reinforce the branding of the organisation at every level. It is intended to give an indication of how Unitarian
and Free Christian Church (UFCC) communications should be used to reinforce the branding of the organisation at
every level. It is intended to give an indication of how Unitarian and Free Christian Church (UFCC) communications
should be used to reinforce the branding of the organisation at every level. It is intended to give an indication of how SAMPLE OF AN A4 FAX
Unitarian and Free Christian Church (UFCC) communications should be used to reinforce the branding of the Similar proportions apply to

organisation at every level. Ietterheads, memos etc.
It is intended to give an indication of how Unitarian and Free Christian Church (UFCC) communications should be
used to reinforce the branding of the organisation at every level. It is intended to give an indication of how Unitarian
and Free Christian Church (UFCC) communications should be used to reinforce the branding of the organisation at
every level. It is intended to give an indication of how Unitarian and Free Christian Church (UFCC) communications
should be used to reinforce the branding of the organisation at every level.

Yours sincerely

Name
UFCC
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BASIC HOUSE STYLE
Numbers 1-10 should be written out in full, ie one, two, three.
Subsequent numbers should always be numeric.

Single quotes should be used in all instances eg ‘in all instances’
except for actual quotations eg “The Unitarian and Free Christian
Churches have an attractive new consistent image.”

Use en-rules as distinct from hyphens (-) where separating
context — for example as shown here.

Use abbreviations without punctuation, and italicised, eg as
shown here etc, eg or ie.

COPYRIGHT
Copyright of all UFCC material should be protected. Wherever
possible, reinforce this with the following eg:

© UFCC 2007.
Glossary
Bleed Where an image or graphic element ‘runs off’ PMS

the edge of a page.
Body text  The primary text within a document. Pull-quote
Calibration Adjusting the output of monitors, printers and

input devices (eg scanners) to ensure a

consistent colour workflow.

RGB

CMYK The ‘cyan, magenta, yellow, black’ colours used

in four colour commercial printing on paper.
Drop caps An enlarged initial capital letter in a paragraph,

normally 3-400% larger than the body type. Standfirst
Folio A page number (often applied to the bottom of

a page). Websafe
HTML Hypertext markup language, used for creating

web pages.
Leading The amount of space between lined of text,

normally a minimum of 120% of the type size:
for example 10pt text woulud normally be used
with minimum 12pt leading.
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Abbreviated prefix used for colours taken from
the ‘Pantone’ colour scheme.

A quote, part of a quote or sentence taken from
the text and reproduced in larger type to help
the reader understand the page content more
readily on initial viewing.

The Red, Green, Blue colour space. Red, green
and blue ‘pixels’ appear on a television or
computer display at varying densities and
brightnesses to make a colour image.

A brief descriptive introduction (normally a few
words, perhaps with authors name) to an article.

A limited range of colours which are that should
appear consistent when displayed on different
computer monitors.



