
 
 

Project coordinators, editors, graphic 

designers, the University of Nebraska 

printing and duplicating services staff, 

and any other personnel involved in the 

production of letterheads, envelopes, 

and business cards should follow the 

guidelines set forth in this handbook. 

Any questions regarding the use of the 

logo outside of what is covered in this 

handbook should be directed to the 

campus publication coordinator or to: 

 

Sharon Stephan 
Director of Marketing 

University of Nebraska 

Varner Hall 

3835 Holdrege Street 

Lincoln, NE 68583-0745 

(402) 472-2111 

sstephan@nebraska.edu 

 

Campus Coordinators: 

Dwann Holmes-Olsen 
University of Nebraska at Kearney 

Vi Schroeder 
University of Nebraska - Lincoln 

Sandy Goetzinger-Comer 
University of Nebraska Medical Center 

Marian McDonald 
University of Nebraska at Omaha 
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GENERAL SUPPORT OF RULES, cont.

Many thanks to those campus

coordinators who contributed to the

development of this logo and its usage

standards, and to the University inter-

campus identity committee:

Christine Aguirre 
Director of Communications
University of Nebraska Foundation

Barbara Audley
Director of University Marketing
University of Nebraska at Kearney

Ruth Brown
Assistant Professor, Communication
University of Nebraska at Kearney

Jim Buck
Vice Chancellor, University Affairs 
and Communications
University of Nebraska at Omaha

Nancy Mitchell
Associate Professor of Advertising
College of Journalism and Mass Communications
University of Nebraska - Lincoln

Bill O’Neill
Director of Publications
University of Nebraska Medical Center

Joe Rowson
Assistant Vice President for External Affairs and
Director of Communications
University of Nebraska Central Administration

Dara Troutman
Assistant General Manager 
for Communications
Nebraska Educational Telecommunications

Matt Hammons
Office of External Affairs
University of Nebraska Central Administration



Logo (A)

1. The logo measures 1.7 inches from the serif

on the left side of the “N” to the right edge

of the “a.”

2. The University of Nebraska logo without

campus designation is located in the

upper left corner, .8 inch from the top

(with campus designation, the logo should

be set at .7 inch from the top) and .5 inch

from the left edge of the page.

3. The black rule is .4 point.

4. The rule aligns with the left side of the

campus designation or the word “UNIVERSITY”

when no campus designation is used. The

rule is .02 inch below the baseline of the logo.

College, departmental, secondary unit, 

or additional information (B)

1. The first line of information is set flush

right in 10.4 point URW Grotesk Light,

10 tracking, with 14 leading, all caps, 80

percent horizontal scale. If URW Grotesk

Light is unavailable, Arial Narrow or

Helvetica Regular may be substituted in

its place with the same specifications

stated above. The baseline of the type is

positioned .2 inch below the rule and

ends .5 inch from the right edge.

2. The secondary unit (second line) or

additional information (when needed)

should be set flush right in 10.4 point URW

Grotesk Light, 10 tracking, with auto

10

leading, initial caps, 80 percent horizontal

scale. See page 13 of this handbook. If URW

Grotesk Light is unavailable, Arial Narrow or

Helvetica Regular may be substituted in its

place with the same specifications stated above.

Address information (C)

1. Address information should be centered, 

.5 inch from the bottom of the page. It is set

in 9.4 point URW Grotesk Light, 0 tracking with

12 point leading. If URW Grotesk Light is

unavailable, Arial Narrow or Helvetica Regular

may be substituted in its place with the same

specifications stated above.

2. In order to contain costs, the printing of

personal names is not recommended.

Letter content (D)

1. The recommended format for the letter

content is flush left. It is recommended to be

set in 12 point Times New Roman, 2 tracking,

with 14 point leading. The margin is 1 inch

from the left and right sides and 2 inches

from the top of the page.

Other issues

1. Use of paper stock with the watermark is

optional. See page 27-28 of this handbook.

2. In certain cases, the logo may be used

without the campus designation with 

the appropriate approvals at your 

campus location.

LETTERHEAD (8.5" x 11")



OFFICE OF THE PRESIDENT

Varner Hall / 3835 Holdrege Street / P.O. Box 830745 / Lincoln, NE 68583-0745
(402) 472-8636 / FAX: (402) 472-1237 / www.uneb.edu

April 9, 2001

J.D. Doe
123 Main Street
Anytown, AS 01234

Dear Mr. Doe:

This copy is for mock-up purposes only. There will be actual copy that will replace this
greeking. This is strictly done to show how a letter would look on this page. Because it’s only
greek copy, it may not make sense to read this whole paragraph.

This copy is for mock-up purposes only. There will be actual copy that will replace this
greeking. This is strictly done to show how a letter would look on this page. Because it’s only
greek copy, it may not make sense to read this whole paragraph. This copy is for mock-up
purposes only. There will be actual copy that will replace this greeking. This copy is for
mock-up purposes only. There will be actual copy that will replace this greeking. This is
strictly done to show how a letter would look on this page. Because it’s only greek copy, it
may not make sense to read this whole paragraph. This copy is for mock-up purposes only.
There will be actual copy that will replace this greeking. This is strictly done to show how a
letter would look on this page. 

This copy is for mock-up purposes only. There will be actual copy that will replace this
greeking. This is strictly done to show how a letter would look on this page. Because it’s only
greek copy, it may not make sense to read this whole paragraph. This copy is for mock-up
purposes only.

Sincerely,

L. Dennis Smith
President

lds/tw
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LETTERHEAD (8.5" x 11"), cont.

Note: Sample is not actual size.

.02" between logo baseline
and rule.

Baseline of
date is 2"
from top

.5"

URW Grotesk Light
(or substitute font
Arial Narrow or
Helvetica Regular)
9.4 point type,
12 point leading,
0 tracking, centered
on the page

.48".5"

.8"

1.7" First line of
information: 
URW Grotesk Light 
(or substitute font 
Arial Narrow or
Helvetica Regular)
10.4 point, 10 tracking,
14 point leading,
all caps,
80% horizontal scale

.2" space between rule
and baseline of the
type

.5"

(A)

(D)

(B)

(C)



COLLEGE OF JOURNALISM AND MASS COMMUNICATIONS

206 Avery Hall / P.O. Box 880417 / Lincoln, NE 68588-0410
(402) 472-7211 FAX: (402) 472-7000 / www.unl.edu

LETTERHEAD (8.5" x 11"), cont.

Note: Sample is not actual size.

.02" between logo 
baseline and rule

.5"

URW Grotesk Light
(or substitute font
Arial Narrow or
Helvetica Regular)
9.4 point type,
12 point leading,
0 tracking, centered

.48".5"

.7"

1.7" First line of information:
URW Grotesk Light 
(or substitute font 
Arial Narrow or
Helvetica Regular)
10.4 point, 14 point
leading, 10 tracking, 
all caps, 80% horizontal
scale, setup at .5" from
right edge.

.2" space between 
rule and baseline of the
first line of type

.5"
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.48".02" between logo
baseline and rule

First line of information: 
URW Grotesk Light 
(or substitute font 
Arial Narrow or 
Helvetica Regular)
10.4 point, 14 point leading,
10 tracking, all caps, 
80% horizontal scale, 
setup at .5" from right edge.

.2" space between 
rule and baseline of the first
line of type
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LETTERHEAD (8.5" x 11"), cont.

Note: Samples are not actual size.

College or major
administrative unit
optional

Second line of
information: Same
format with initial caps,
but with auto leading

OFFICE OF THE PRESIDENT

OFFICE OF THE CHANCELLOR

COLLEGE OF JOURNALISM AND MASS COMMUNICATIONS

COLLEGE OF MEDICINE
Department of Pathology and Microbiology

COLLEGE OF ARTS AND SCIENCES
Department of Chemistry
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CAMERA-READY LOGOS, cont.
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CAMERA-READY LOGOS, cont.
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CAMERA-READY LOGOS, cont.
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CAMERA-READY LOGOS W/TAGLINE

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.



CAMERA-READY LOGOS W/TAGLINE, cont.
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Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.

Pioneering new frontiers.
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