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INTERCONTINENTAL: scmsnar o ~ =
HOTELS GROUP |

Mr John Phillips | |
Managing Director | )
Phillips Green & Hunter| 1
21 Regent Mews ke |
London NW6 78 it i

Ref. Number |
1st January 2003 | |

Dear Mr. Phillips

Subject of Letter | |
i |

In this example, text is ranged-left, in upper and lower case. The body text is set in 11pt

Arial, with 14pt leading. The letterhead has been designed so that it can be used with a DL

- envelope. The address should ideally be no longer than six lines. ‘

| |
In this example, emphasis within text could be achieved by emboldening or by specifying words
in italic. Different melﬂoqs of emphasis should not be used within the same letter. Capital letters
are only used within references, for the beginning of sentences and for proper nouns. Punctuation
is used as shown. i ‘

|
Finally in this example, one full line space separates paragraphs. One full line space is allowed
between the salutation and the subject heading o the start of the text. Up to four full line spaces
are allowed for the signature.

¥ |

When referring to our bohpany in correspondence, the correct spelling and use of capital letters
is InterContinental Hotels Group. |
It is accepted that usér§ of this stationery who are experienced in proddcing correspondence.
will have their own layout and style. These examiples are given to illustrate how the design
appears when used m d particular way, in particular for those who may be less experienced
in producing correspondence of this nature. If possible, however, the recommendations contained
in these guidelines sljotj\d be followed to promote greater consistency. |
|

Yours sincerely. !

Pat Smith 1
Internal Communications Manager |
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