The Boston College Letterhead Template

The enclosed Letterhead Template was developed by the Office of Publications and Print Marketing to complement the new Boston College stationery system. The Letterhead Template is a Microsoft Word  document, and contains the seal, Boston College name plate and a style palette for the department’s custom information. Questions about the template can be directed to the Office of Publications and Print Marketing at x4820.

Usage guidelines
Due to laser printer limitations, the computer-generated template is not an exact duplicate of the University letterhead. While it may be suitable for internal communications, the computer-generated letterhead is not recommended for communications with most external audiences. However, it is perfectly suitable for use with the Interfolio online credentials system.
The Letterhead Template is intended for University faculty and staff only. It should not be distributed to students, alumni, vendors or other constituencies.

Creating correspondence
1. The Letterhead Template has been saved as a Stationery document. This means that you will always open a copy of the document, and the original template will remain unchanged. Therefore, the original template can be used for multiple set-ups.

2. To customize the Letterhead Template, type your own department name in the location of Office of Publications and Print Marketing. Likewise. To customize the address information in the footer, select "Normal" in the View menu, followed by "Footer" in the View menu. Type in your address, telephone and fax numbers using the editorial style of the Office of Publications sample. Once all your copy changes have been made, you can select "Save as" in the File menu, chose the file format "Stationery," and rename the document (i.e. "Chemistry Dept. Letterhead").  

3. To accommodate the department name, the template has a document set-up of 1/2" margins. In order to have 1-1/4" margins on the left and right sides, all correspondence needs to be indented 3/4" using the paragraph indent menu.

4. The University seal and original stationery design utilize fonts that are not available on all laser printers. In order to make the Letterhead Template printable, these fonts have been encapsulated into the seal and Boston College nameplate graphics. The letterhead design has also been altered to include the readily available Times font for the departmental information.

