
Business stationery is composed of a business card, letter head and #10 envelope. 
 
Elements should be the same size on every piece, so design the business card first (the smallest piece). 
 
The logo should be the most prominent visual element which is achieved by floating it, in color, in a large area of white. 

BRIGHT IDEAS  123 Elm Street Any Town, USA  555-555-5555 

Jane H. Smith 
Manager 

 3/8 inch                      2 inches 

1 3/8 in. 3.5 x 2 
Actual size  

BRIGHT IDEAS  123 Elm Street Any Town, USA  555-555-5555 

Mr. John L. Jones 
Director 
4004 East Main Street 
Chicago IL 
 
Dear Mr. Jones; 
 
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. 
Vestibulum eget nibh quis metus aliquam condimentum. 
Curabitur risus risus, scelerisque nec, mollis et, lacinia ut, 
orci. In hac habitasse platea dictumst. Ut hendrerit 
dignissim risus. Aenean consectetuer metus. Donec est 
risus, vehicula sed, sodales quis, viverra et, wisi. Ut enim 
lorem, tristique eu, rhoncus id, ultricies eu, lacus. Sed 
auctor dui non velit. Praesent sagittis, tortor quis 
fermentum varius, ante dolor luctus augue, ac porttitor 
mauris dolor et eros. Morbi id lectus. Donec id risus et 
turpis faucibus scelerisque. 
 
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. 
Donec eleifend rhoncus elit. Aenean vel justo. Duis mollis 
nisl vel libero. Suspendisse potenti. Morbi dapibus. Etiam 
euismod est ac dolor. Etiam interdum. Praesent erat augue, 
suscipit vel, tempor et, vestibulum quis, arcu.  
 
Morbi lobortis. Suspendisse nunc. Maecenas semper 
fermentum wisi. Nulla vel augue non diam tincidunt 
sodales. Aliquam erat volutpat.  

2 1/2 in. 

4.25 x 5.5  
1/2 actual 

size  

 1 in. margins 
all around 

A #10 envelope is 4.12 
x 9.5 inches. 

This is a half size 
representation. 

BRIGHT IDEAS  123 Elm Street Any Town, USA  

Mr. John L. Jones 
Director 
4004 East Main Street 
Chicago IL 

 4½  in. 

2 1/2 in. 

 1  in. left margin 

 ½  in. 

In this sample I have used Arial Narrow, a 
better choice is Garamond Condensed 
Ultra for the Company Name, 8/9 points, 
Garamond Condensed Light for the 
address & phone. Garamond Condensed 
Bold for the name.  It is an elegant font.  


