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Patton Electronics Co. (Patton) stationery includes:

Letterheads (formal and informal versions)
Business card

Envelopes (#10 and DL envelopes)

Mailing label

Fax cover sheet

News release form

PowerPoint template

Syteline generated forms (quotes, packing lists,
invoices, etc.)

Email signature

The guidelines provided in the following pages will ensure
consistency in the stationery used by Patton facilities around
the globe.
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Typography: Primary typefaces

The Calibri font family has been chosen as the primary type- The Calibri font family must be installed on your computer if

face for Patton communications. you plan to download and use the stationery templates (see
section Downloading stationery templates for details).

For Patton websites and fax cover sheets, Arial is the pre-

ferred typeface.

Calibri

Arial

ABCDEFGHIJKLMNOPQRSTUVWXYZ

ABCDEFGHIJKLMNOPQRSTUVWXYZ abcdefghijkimnopqgrstuvwxyz 0123456789

abcdefghijkimnopqrstuvwxyz 0123456789
ABCDEFGHIJKLMNOPQRSTUVWXYZ

ABCDEFGHIKLMNOPQRSTUVWXYZ abcdefghijkimnopqrstuvwxyz 0123456789

abcdefghijklmnopqrstuvwxyz 0123456789
ABCDEFGHIUKLMNOPQRSTUVWXYZ

ABCDEFGHUKLMNOPQRSTUVWXYZ abcdefghijkimnopqrstuvwxyz 0123456789

abcdefghijkimnopqrstuvwxyz 0123456789
ABCDEFGHIJKLMNOPQRSTUVWXYZ

ABCDEFGHIJKLMINOPQRSTUVWXYZ abcdefghijkimnopqrstuvwxyz 0123456789

abcdefghijklmnopqrstuvwxyz 0123456789



Typography: Substitute typefaces

Helvetica Neue

The following typefaces are acceptable substitutes for the

Calibri font family: Helvetica or Helvetica Neue.
Helvetica

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz 0123456789

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 0123456789



Letterheads defined

There are two Patton letterheads: formal and informal, avail- Formal letterhead

able for downloading as Microsoft Word templates in letter Patton logo
(8.5 x 11 inch) and A4 paper sizes (see section Downloading
stationery templates for details).

Patton Electronics Co.

) |
1)

]
W

?? == 7622 Rickenbacker Dr, Gaithersburg, MD 20879
Use the formal letterhead in situations where the informal let- =s==== el i
terhead—with its casual “Let’s Connect!” tagline—would set
the wrong tone. When in doubt, choose the formal letterhead!
Informal letterhead
For more information, refer to Patton branding guidelines Patton logo with tagline
for logos and web badges, section Patton logos defined. |
@%?%ﬁ%e Patton Electronics Co.
= |masm s =T 7622 Rickenbacker Dv., Gaithersburg, MD 20879

main: +1 301.975.1000 | web: www.patton.com

Leis Lonnecd!™




Formal letterhead

Letterhead graphic  Letter size (8.5 X 11 inch)

downloaded from Patton logotype: Black
Patton website

‘ Body text: Calibri font, Black, 11 pt type with 14 pt leading
TERTTOE : Text must be composed as flush left, ragged right
= Margins (in inches):
= , ;
f&:ﬂargm prseasen e Left: 1/ Right: 1

k..','m. n; e Top: 1.5 / Bottom: 1

i e Header: 0.5 / Footer: 0.5

ermentum felis

mmus dul erat, egestas a dapibus in, tincidunt a dolor. Integer interdum varius
aliquae at

*  Lorem ipsim dolor 3t amet, conse<t

s i ro v gt Paper must be ink and laser printable and meet the follow-
ar ing specs:

e Size: Letter (8.5 x 11 inch)
if:;{;é%;"?f:'f{i?fﬂé‘;%?: * Weight: 24 Ib. bond

e Color: Bright white (90-94 brightness)
¢ Paper finish: Wove with watermark

e Cotton % of content: 25% cotton

john Doe

See section Downloading stationery templates to download
the letterhead template in Microsoft Word format.

Left margin
1.0in.




Formal letterhead (cont.)

Letterhead graphic
downloaded from
Patton website

d

FTHITUN

Top margin
1.51n.

00 Manih, 000

Ms. Jane Doe
Organization

areet Address

City, State 00000-D000

Dear Ms. Doe

m dolor 3it amet,
bibendum quis, Maecenas sol

sy, 1t dignissim metus
e Fis 3 mibh sit 2 oetis.
[Vivamies dud erat, egestas a dapibus in, tincidunt a dolor, Integer interdum varius nisi, et fermentum
fetis aliquam at.

= Lorem ipsum dalor sit amet, consect
metus bibendum quis, Mascenas sof

r adipiscing ebt. Proin rutrum fringilla risus, ut dignissim

d istigue. Ut eommoda parta nilih sit amet
dolor. Integer interdum variss nial, et
sit amet, sagittls eget quam.
luctus. Aliguam wlputate
uam, Sed mobestie blandit

B, U B405, Quis auctor
mauris tellus vel libero, Curabitur eniim urna, consectetur at consectetur sit amet, adiplscing
nec ligula,

[+ Etiam 2 neque arcu. Quisque commado hendrerit placerat. Donec auctor elit nec fells dignissim eu
venenatis ante volputate, Cras eonvallis int aem, & g

sodales congue. Quinque
egestas placerat risus, Curabitur ipsum velt, ullamcorper laoreet sollicitudin in, luctus eu dolor
Morbl rutrum dul eu erat pubinar commodo. in b tincidunt quam

Etiam pretium consequat augue, eget convallis eros hendrerit i, Maurks non scelerisque tortor. In
fermentum guam porta orci ullamcomer malestie. in et nisl nibh, Pellentesque vel

quis rilbh

ornare, fels sugue condimentum nlsi, eget adipiscing runc turpés sit amet erat. Maurls sit amet elit et
nist laculis dignisssm. Vivamus quis sem leo. Phasellus felis sem, solicitudin non molestie et, volutpat id

Sincerely,

lahe Doe

Left margin

0.9in.

A4 size
Patton logotype: Black

Body text: Calibri font, Black, 11 pt type with 14 pt leading
Text must be composed as flush left, ragged right
Margins (in inches):

e Left: 0.9 / Right: 0.9

e Top: 1.5 / Bottom: 1

e Header: 0.5 / Footer: 0.5

Paper must be ink and laser printable and meet the follow-
ing specs:

e Size: A4

¢ Weight: 100gsm bond

e Color: Bright white (90-94 brightness)
¢ Paper finish: Wove with watermark

e Cotton % of content: 25% cotton

See section Downloading stationery templates to download
the letterhead template in Microsoft Word format.



Informal letterheadl

Letterhead graphic
downloaded from
Patton website

|

PRATIUON Sovmseen

let's Lonnect!

Top margin
1.5in.

fcity, State 000000000
Dear Ms. Doe:

arem ipsum dolor sit amet, consectetur ady

mlclr Proin rutrum fringilta risus, rdl‘n im metus

pis convatis. Phasellus id
s molestie congue, enim

uctor ekt nec felis dignissim e
e swms:mm Cusingue
uctus eu dolor,

m

equat. Pellentesque nes nisl sit amet sap
i, eget adipiscen

quis sem leo Phaselus

incerely,

john Doe

Left margin
1.0in.

Letter size (8.5 x 11 inch)
Patton logotype: Black

“Let’s Connect!” Tagline: Pantone PMS 7462C
Body text: Calibri font, Black, 11 pt type with 14 pt leading
Text must be composed as flush left, ragged right
Margins (in inches):
e Left: 1 /Right: 1
e Top: 1.5 / Bottom: 1
e Header: 0.5 / Footer: 0.5

Paper must be ink and laser printable and meet the follow-
ing specs:

e Size: Letter (8.5 x 11 inch)

e Weight: 24 |b. bond

e Color: Bright white (90-94 brightness)
e Paper finish: Wove with watermark

e Cotton % of content: 25% cotton

See section Downloading stationery templates to download
the letterhead template in Microsoft Word format.



Informal letterhead (cont.)

Letterhead graphic
downloaded from
Patton website

d

PRITOTR e

Lets fonmest!

Top margin
1.51n.

00 Manih, 000

Ms. Jane Doe
Organization

areet Address

City, State 00000-D000

Dear Ms. Doe

m dolor 3it amet, sdipescing elit. Proin rutrum fringilla risus, wt digniisim metus
bibendum quis. Magcenas sellicitudin consectetur tristigue. Ut commoda ports aibh sit amet leboets.
Vivamies did evat, egestas a dapibus in, tincidunt a dodor, Integer interdum varius nisi, et fermentum
fedis aliquam at

[+ Lorem ipsum dolor it amet, consectetur adipiscing e, Proin rutram fringilla risus, ut dignissim
metus bibendum guis, Mascenss solieit ue. Ut eommoda parta nilih sit smet
bobortis, Vivamus dil erat, egestas 3 capibus olor. Irbegor interdum varies nis, et
feerneritum felis aliquam at. Proin arcu nunc % 5it amet, sagittls eget quam.
Maecenas et welit cangue viv ar luctus. Aliguam vulpistate
et Lt doler DoFta non Signisuien turpis am, Sed mosestie blandit
Eravida, Vivamiss consectatus, erat ultriches mokestis congue, eni itique evas, quis auctor
mauris teflus vel libero, Curabitisr enim urna, consectetur at consectetur sit amet, adiplscing

nec ligula

* Etiam et neque arcu. Quisque commoda hendrerit placerat. Donec auctar et nec il dignissin e
e d
egestas placerat risus, Curabitur ipsum vellt, ullameorpe
Morbl rutrum dul eu erat pubinar commodo. in b tincidunt quam

Etiam pretium consequat augue, eget com
fermentum quam parta orci ullamcorper
sagittis consequat. Pellentesque nec s,
ornare, fels sugue condimentum nlsi, eget adiplscing runc turps sit amet erat. Maurls s

nisd laculis dignisssm. Vivamus quis sem leo. Phaselius felis sem, solicitudin non molestie et, volutpat id

it i, Mauris non scelerk
nibh, Pellentesque vel

Sincerely,

lahe Doe

Left margin
0.9in.

A4 size

Patton logotype: Black
“Let’s Connect!” Tagline: Pantone PMS 7462C

Body text: Calibri font, Black
Text must be composed as flush left, ragged right
Size/leading: 11 pt type with 14 pt leading
Margins (in inches):

e Left: 0.9 / Right: 0.9

e Top: 1.5 / Bottom: 1

e Header: 0.5 / Footer: 0.5

Paper must be ink and laser printable and meet the follow-
ing specs:

e Size: A4

e Weight: 100gsm bond

e Color: Bright white (90-94 brightness)
e Paper finish: Wove with watermark

e Cotton % of content: 25% cotton

See section Downloading stationery templates to download
the letterhead template in Microsoft Word format.



Business card

L direct: +0 000.000.0000

email: iuhﬂd%mﬂgn.com

Name Local office contact info
Helvetica Roman (max 7 lines)
8 pt size Helvetica Condensed Bold
Alignment: Center 8 pt size / 14 pt leading
Patton logo| |Ajignment: Center
with tagline
Title Size: 1.67W in.
Helvetica Bold
11 pt size Patton USA HQ or
Alignment: Center Patton affiliate name
Helvetica Condensed Black
9 pt size / 14 pt leading
0.125 in. Alignment: Center

Patton Electronics Co.
7622 Rickenbacker Dr.
Gaithershurg, MD 20879, USA
main: +1 301.975.1000
fax: +1 301.869.9293

web: www.pation.com

0.125 in.|

Preferred direct dial number
(can be a mobile phone)

& email address

Helvetica Roman

7 pt size / 9 pt leading
Alignment: Center

0.825 in.
1.55in.

Patton logotype: Black
“Let’s Connect!” Tagline: Pantone PMS 7462C

Address block color: Pantone PMS 7462C

Text position: White text is centered vertically and horizontal-
ly relative to address block. Patton logo and black text is cen-
tered horizontally relative to white portion of card.

Size: 3.5 W x 2 H inch
Font family: Helvetica
Standard phone, WWW, and email designations:
o tel:
® main:
e direct:
e fax:
e mobile:
e email:
e web:
Paper:
e Weight: 100 Ib. cover
e Color: Bright white (90-94 brightness)

e Paper finish: Smooth



Envelopes

Local office contact info #10 husiness envelope
(max 3 lines) Patton logotype: Black
Heive?:ca Roman & Bold “Let’s Connect!” Tagline: Pantone PMS 7462C
9 pt size / 14 pt leading
80% Black Font family: Helvetica
Address text must be composed as flush left, ragged right
Margin: Patton US HQ or . :
Top 0.25in. | |Patton affiliate name Address cannot Size: #10 envelope (9.5W x 4.125H inch)
Left 0.25 in. Helvetica Black extend into this area
9 pt size / 14 pt leading 3.51n. The layout at left is used for all envelopes large enough to
Pantone PMS 7462C adhere to these specifications.
| s | | Paper:
let' s Lonnect! main +1 2H.975.1000 | wed www.gatton.com ° Weight: 24 |b. bond

e Color: Bright white (90-94 brightness)

¢ Paper finish: Wove

— e == +&===" Patton Electronics Co.
- EREme. =I — 7622 Rickenbacker Dr., Gaithersburg, MD 20879
bet's Lomnect!”  main +1301.975.1000 | web www.patton.com




Envelopes (cont.)

Local office contact info
(max 3 lines)

Helvetica Roman & Bold
9 pt size / 14 pt leading

80% Black
Margin: Patton US HQ or
Top 0.25 in. Patton affiliate name Address cannot
Left 0.25 in. Helvetica Black extend into this area
9 pt size / 14 pt leading 3.5in.

Pantone PMS 7462C

PRTTON S

etz Lonnect!” | main +1301.975.1000 | wet w gatton.com

— e == +&===" Patton Electronics Co.
- EREme. =I — 7622 Rickenbacker Dr., Gaithersburg, MD 20879
bet's Lomnect!”  main +1301.975.1000 | web www.patton.com

DL envelope

Patton logotype: Black
“Let’s Connect!” Tagline: Pantone PMS 7462C

Font family: Helvetica
Address text must be composed as flush left, ragged right
Size: DL envelope (220W x 110H mm)

The layout at left is used for all envelopes large enough to
adhere to these specifications.

Paper:
e Weight: 100gsm bond
e Color: Bright white (90-94 brightness)

¢ Paper finish: Wove



Margin:
Top 0.25 in.
Left 0.25 in.

Local office contact info
(max 3 lines)

Helvetica Roman & Bold
9 pt size / 14 pt leading
80% Black

Patton USA HQ or
Patton affiliate name
Helvetica Black

9 pt size / 14 pt leading
Pantone PMS 7462C

® |[Patton Electronics Co.

| 7622 Rickenbacker Dr., Gaithersburg, MD 20879

___main +1 301.975.1000 | web www.patton.com

Patton logotype: Black
“Let’s Connect!” Tagline: Pantone PMS 7462C

Font family: Helvetica
Address text must be composed as flush left, ragged right
Size: 5W x 3H inch

The layout at left is used for all mailing labels large enough
to adhere to these specifications.



Fax cover sheet

Letter size (8.5 x 11 inch)
?‘ﬁﬂpﬁ s o Patton logotype: Black
e “Let’s Connect!” Tagline: 70% Black

Fax Cover Sheet Body text: Arial
- T — Margins (in inches):
Top margin
2in. pages: e Top: 2.0
To: From: L4 Left. 1.5
See section Downloading stationery templates to download
the letterhead template in Adobe Portable Document
Subject: Format (PDF).

Message:

Left margin
1.5in.




Fax cover sheet (cont.)

Top margin
2in.

?mf‘ag; i bt ""'."':"_f_"‘lu
Fax Gover Sheet

Left margin
1.5in.

A4 size

Patton logotype: Black
“Let’s Connect!” Tagline: 70% Black

Body text: Arial
Margins (in inches):
e Top: 2.0
o Left: 1.5
See section Downloading stationery templates to download

the letterhead template in Adobe Portable Document
Format (PDF).



News release form

Letter size (8.5 x 11 inch)

BETETOE Patton logotype: Black
S News Release “Let’s Connect!” Tagline: Pantone PMS 7462C

"or details, contact: For Immediate Release

Top margin onn Doe Mori 70,2000 Font family: Helvetica

Director of Marketing Communications
1 5 in Prone: +0 000.000.0000

Etiam bibendum vestibulum eros sed ornare. Nunc et
ligula purus, et congue diam
Aliquam digrissim arnim enim, Fusce vel mefus elit, ou olelend lorem, Vastibulm sagitis M a rg| ns ( IN INC h es) .
volutpat imperdier. Ouisque molestie egestas ulamcanper. Proin majesuada imperdiet
arcy @ awsmod. Maecenas turpis ipsum, sleifend ef rutrem nec, lobortis of ipsum,
Al MD and BERNE Lorem ipsum dolor it amet, consectetur [ ] To p N 1 5

ndipiscing elt, Donec cursus imperdiet scelerisque. Pelientesque habitant morbi tristique
enecius ot nelus ol malesuadn tames ac lurpis egestas.

Text must be composed as flush left, ragged right

Lorem ipsum dolor sit amet, consectetur adpiscing elit. Nam vehicula porta mauris, porta [ ] Left_ 1 . 15
facubs enim alemantum at. Etiam bbendum vestibulum eros sed omare. Nunc et ligula

purus. of congue diam, Cum socils naloque penatibus ot magnis ds parturent montes.

hascotur ridiculus mus. Vivamus non orci vitae ante ullamcomer vestibulum fermentum ac

magna. Pellentesque habitart morbi tristique senectus e netus ot malesuada fames ac . . .
s e, AKQUa e BoBGUM ek GRS SONIIS. See section Downloading stationery templates to download
bout Pation the news release template in Microsoft Word format.

For more indormation of a fee catalog, contact sales® patton.com

Pation Electronics Company
522 Rickenbacker Drive
Gashersourg, MO 20878 USA
[Fol: {301) 5751000

Fax (301) 569-9293

Email: marketing @ pattan.com
b www . pation.com

Left margin
1.15in.




News release form (cont.)

A4 size

BETTUE News Release Patton logotype: Black
bl “Let’s Connect!” Tagline: Pantone PMS 7462C

"or details, contact: For Immediate Release

Top margin ohn Doe Morkh 90; 5000 Font family: Helvetica

Director of Marketing Communications
1 5 in Prone: +0 000.000.0000

Etiam bibendum vestibulum eros sed ornare. Nunc et Text must be CompOSEd as ﬂUSh |eft, ragged right

ligula purus, et congue diam

Aliguam dignissim enim enim, Fusce vel mefus el eu oleiand lorem. Vestibulum sagitis M a rg| ns ( | n | nc h es) :

walutpar imperdiat, Quisque molestin ogesfas ulameanpar. Proin malesuada imperdiar
arcy @ euismod, Maecenas turpis (psum, eleifend of mulrem nec, loboris of ipsum,
Al MD and BERNE Lorem ipsum dolor s amat, consectetur Y To p . 1 5

ndipiscing elt, Donec cursus imperdiet scelerisque. Pelientesque habitant morbi tristique
enecius ot nelus ol malesuadn tames ac lurpis egestas.

Larem ipsum dolor sit amet, conssctetur adipiscing elit. Nam vehicula porta mauris, porta ° Left . 1 1 5
jacuks anim alemantum at. Elam bibendum vestibulum aros sed ornara. Nunc o1 ligula ° °

purus. of congue diam, Cum socils naloque penatibus ot magnis ds parturent montes.

hascetur ridculus mus. Vivamus non ondl vitae ante ullamcorper vestibulum fermantum ac

magna. Pellentesque habitart morbi tristique senectus e netus ot malesuada fames ac . . .
s gesias. ASaam elementum bibendum motus llicies sgestas See section Downloading stationery templates to download
plosut Pasce, the news release template in Microsoft Word format.

For more indormation of a fee catalog, contact sales® patton.com

Pation Electronics Company
522 Rickenbacker Drive
Gashersourg, MO 20878 USA
[Fol: {301) 5751000

Fax (301) 569-9293

Email: marketing @ pattan.com
b www . pation.com

Left margin
1.15in.




PowerPoint template

saTToE Patton PowerPoint templates are available with the follow-

ing title slide styles:

e Human Touch—This image is based on a technology (com-
Title Slide Style: puting, jcelepho'ny, vu;leo, etc.) but the image focuses a
Human Touch human interacting with the technology

( .y K_ .:;

e

Sample title D /7 I2

Sample title

e Technological —Technology is the main element and focus
of the image

e Generic—No image on the title slide, just an eye-catching
text headline

PRTTON

Lot Lonnect?

See section Downloading stationery templates to download
the PowerPoint template in Microsoft Word format.

Title Slide Style:

Technological Select color Text 1

for Presentation Title

Sample title

Prasentation Titke| | Presenter

Sample title

& BFAN -
ars

»  Click to add text

Title Slide Style:
: : Generic
Click to add title

Click to add subtitle




Email signature

John Doe.

Name

Arial Bold

12 pt size
Color: Black
Alignment: Left

— 1

Title and
contact info
Arial

10 pt size

Color: 60% Black
Alignment: Left

Regional Director

|
Patton Electronics Co.| |[www.patton.com

direct: 410-555-6543

7622 Rickenbacker Drive, Gaithersburg
Maryland 20879, USA
tel: 301-975-1000 x1234 | fax: 301-869-9293

Company Name
Arial

10 pt size

Color: r0 g102 b153
(or #006699)

Patton web address
Link to http://www.patton.com

Single carriage
return for space
between text
and logo

Patton logotype with
“Let’s Connect!” tagline
(informal version)

Size: 150W x 38H pixels

Typeface

Use Arial, which is typically available on PCs and Macs.

Employee photo (optional)

Employee photo should be a full-face (head-on) view sized at
100W x 130H pixels. Image should be in color, not black-and-
white. Place the photo directly above the signature elements.

Signature elements
The following should be included in your email signature
(as applicable):

e Employee photo (optional)

e Name (bold 12-point type)

e Title (10-point type)

e Patton HQ or Patton afilliate name | www.patton.com
e Address (no more than three lines of text)

e Phone number | Fax number

e Direct number (can be a mobile number)

e Other contact info (if applicable)

e Social network sites logos (if applicable)

1”7

e Patton logotype with “Let’s Connect!” tagline
(informal version) sized at 150W x 38H pixels



Downloading stationery templates

BUSINESS STATIONERY SYSTEM TEMPLATES

we-fel

You must obtain a username and password before you can
download stationery templates.

Point your browser to:
http://www.patton.com/marcat/stationery

Type the User Name and Password, then click the
Login button.

Download the desired templates.



07MPSG-G1

Copyright © 2012 Patton Electronics Company. All rights reserved. Patton is a registered
trademark of Patton Electronics Company in the United States and other countries.

7622 Rickenbacker Drive
Gaithersburg, MD 20879 USA
Phone +1-301-975-1000

Fax +1-301-869-9293

E-mail sales@patton.com
Web www.patton.com



