


 Business communications require well-designed 
documents including:
 Business cards

 Company letterhead

 Envelopes

 Postcards

 Advertisements

 Company documents are typically coordinated and 
reflect the theme or persona of the company/product.

 This project will require you to review samples of 
standard business communication documents and to 
design a set of professional materials for use in future 
projects.



1. Letterhead

2. Business Card

3. Envelope

4. Postcards

5. Advertisements



BUSINESS COMMUNICATIONS

Project #1 - Letterhead



 MS Word

 Margins
 Top – 2”

 All others – ½” (.5)

 Placed in the header/footer of the document.

 Your “company” and project design should reflect your future 
career interest.

 Information:
 Full Name

 Company
 North Tonawanda High School

 Address
 405 Meadow Drive

 N. Tonawanda, NY 14120

 Phone
 716.555.5555

 Graphics
 Font styles that are professional

 Symbol/logo

 Border Line

 Additional to enhance and reflect your personal style.

Save as:

Letterhead -

Basic

Do not use your 

personal/home 

address



 www.vistaprint.com

 http://www.youthedesigner.com/2009/12/22/83-

crazy-beautiful-letterhead-logo-designs/

 http://www.freeletterheadtemplates.net/

 http://www.stocklayouts.com/Templates/Letterhe

ad/Letterhead-Templates-Designs.aspx***

 http://www.stocklayouts.com/Templates/Free-

Templates/Free-Sample-Letterhead-Template-

Design.aspx***
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