Checkport CD Manual

Chapter: Corporate Statlonery Version 1/2004 (KiZY Page 1.2.0

The design of letterheads, fax forms, business cards, labels and envelopes and other corporate stationery
is outlined in this chapter which is also customized to each Swissport company and partner.



C . S d d 1 h d Checkport CD Manual
orporate stationery: Standard letterhea .
p y Version 1/2004 (7Y Page 1.2.1
A Format
$5/02"  $30/1.18" $150/5.91" Applies to US Letter (inches) and
0 21162/6.38" Ad (mm)
o
+
i ® checkport B
2 a Swissport Company A
Logo
2150/5.91" Color version, standard size
, 3 @ Mr. Robert White ® heckpart 213" Address mark
13" Redfox Lane 31 Room 2411 / Terminal 2 mall visibl ional
Blackforest, NY 11430 Heathrop Airport Small visible dot (Opt ona )
F slow, Middlesex TW6 1HG
US.A. nited Kingdom
Phone: +44 1 81226 50 B
Fax: +441 81290 94
c j hutchinson@checkport.info
55/02" Sender address
. October 16, 2002 Typeface: Times Ten Roman
Jos L@ or Times New Roman
@ Corporate identity issues at Swissport Size: 9 pt
® peor i white: Leading: 3.75 mm
-30/1.18" Malcolm Forbes once said that no manhgement with any intelligence and foresight could ignore COlOr: BlaCk
the value of a corporate image as the best single marketable investment that a company can .
make. Order of possible address elements:
‘e recognize that consistency in visuall design, from simple internal meémos to correspondence o Company name
ith customers, from publications to vehicle signage, and from giveaways to annual reports is °
la message in itself. Anything else but discipline in this context would make our motto We Care! Department
look like an empty promise. ° Street address
} ganization-i hieh-6p the world and builds bridges agross cultures to deliver * Post Ofﬁce bOX
a unified standard of services to all customers, a basic set of rules of conduct is indispensable. 3
/And so is a basic set of corporate design guidelines to assure that we are recognized by our ° POStCOde’ Clty
audiences on every continent. That is why Swissport has created this CD manual. We hope that ° Country
it will simplify your work. . .
Always insert a blank line before
Sincorely yours the telecom block.
e “Phone:...”
John-Dennis Hutchinson e “Mobile:...”
e “Fax:...”
e “Telex:...”
e E-mail address
Important: The maximum length of
the name to the left of the @ in
. the e-mail address is 18 characters,
2150/5.91" . .
including the dot (1 dot only!).
028" 028" Use the initial letter of the first name
7 7 : :
+ + to abbreviate if necessary.
0

All measurements in mm and inches.
All type sizes in pica point.

C

Folding mark
Small visible dot (optional)

Subject line

Typeface: Arial bold or similar
Size: 10 pt

Line spacing: 13 pt

Color: Black

Text

Typeface: Arial or similar
Size: 10 pt

Line spacing: 13 pt

Color: Black

Additional details: see 1.2.2




Corporate stationery: Letterhead additions

Checkport CD Manual

Version 1/2004

- Page 1.2.2

A

25/02"  *30/1.18" 2150/5.91"
0 2162/6.38"
+ >
3 heck
035: checkport ™ D s st
L)
. @ eneral Manager
(@ Swissport Company Business Development
Asia/Middle East/Africa
2150/5.91"
4
® T
Confidential heckport 2.13
2.13" Mr. Robert White Room 2411 / Terminal 2
Heathrow Airport
Redfox Lane 31 Hounslow, Middlesex TW6 1HG
Blackforest, NY 11430 nited Kingdom
U.S.A.
Phone: +44 1 81226 50
Fax: +441 81290 94
j hutchinson@checkport.info
25/0.2"
3 October 16, 2002
105
4.13"
Corporate identity issues at Swissport
Dear-Mi—\White:

-30/1.18" Malcolm Forbes once said that no management with any intelligence and foresight could ignore
the value of a corporate image as the best single marketable investment that a company can
make.

‘e recognize that consistency in visual design, from simple internal meémos to correspondence
ith customers, from publications to vehicle signage, and from giveaways to annual reports is
a message in itself. Anything else but discipline in this context would make our motto We Care!
look like an empty promise.
In an organization like ours which spans the world and builds bridges across cultures to deliver
a unified standard of services to all customers, a basic set of rules of conduct is indispensable.
/And so is a basic set of corporate design guidelines to assure that we afe recognized by our
audiences on every continent. That is why Swissport has created this CD manual. We hope that
it will simplify your work.
Sincerely yours,
2150/5.91" C
John-Dennis Hutchinson
@ icge social:
Checkport, Immeuble Communica,
455 Promenade des Anglais,
1299 Nice Cedex 3, France
Téléphone: +33 (0) 492 29 44 50,
TTélécopie: +33 (0) 492 29 44 51
ociété par actions simplifiée au capital de
40 000 Euros, RCS Nice B 434 020 699
Direction d'exploitation:
{Aéroport International Nice Céte d’Azur,
0.98" 0.98" 06281 Nice Cedex 3, France
g Téléphone: +33 (0) 493 21 58 12,
25 25 Tél +33(0)4932158.13
+* +
® vy
028" 028" - S
ystem
7 7 @ Certification
+ +
0

All measurements in mm and inches.
All type sizes in pica point.

A

@ Name
Typeface: Times Ten Italic or
Times New Roman Italic
Size: 9.5 pt
Leading: 3.75 mm
Color: Black

® Function

Typeface: Times Ten Roman
or Times New Roman
Size: 9 pt
Leading: 3.75 mm
Color: Black

® Handling notations

Typeface:

Size:

Arial Italic
10 pt

Line spacing: 13 pt

Color:

Black

These handling notations (confidential,
personal, urgent, etc.) are positioned
on the first address line. This shifts the
address down by one line.

C

Optional

@ Legal nomenclature
(French example)

Typeface:

Size:

Times Ten Roman
7 pt

Line spacing: 3.25 mm

Color:

Black

The position of the last line is always

the same.

Optional

® ISO/TQM logo

Same color as the logo
Standard size



C . S d h Checkport CD Manual
orporate stationery: Second sheet .
p y Version 1/2004 |7 Page 1.2.3
A C Format
$5/02" +30/1.18" $150/5.91" Applies to US Letter (inches) and
0 A4 (mm)
O
+
i @ checkport ® e
o a Swissport Company A
@® Logo
Color version
® Standard size
54“ A lot of work has been invested in userfriendliness so that designers of publications or building
213 @ signage, authors of presentations, and writers of correspondence are not confronted with a
maze of rules. If the simple guidelines in our CD manual are observed, we will be perceived as a ® Start mal‘k
strong company with a shared culture. JAnd that, precisely, is the objective. P .
Small visible dot (optional)
Should you encounter guidelines which you feel are too complicated or not realistic in your
ot ase do not hesitate to contact the CD coordination office nearest you. The respective
550 B oo s ©® Text
25/02" : EI
Typeface: Arial or similar
Sincerely yours, .
4 .
% | @ Sl.ze. . 10 pt
413 Line spacing: 13 pt
John-Dennis Hutchinson Color: Black
@ Folding mark
Small visible dot (optional)
® Page number
Typeface: Arial or similar
Size: 10 pt
Color: Black
2150/5.91"
0.28" 0.28" Quality
7 7 i

All measurements in mm and inches.
All type sizes in pica point.



Corporate stationery: Fax

Checkport CD Manual

Version 1/2004 (7Y Page 1.2.4
A B Format
530/118" >150/5.01" . Applies to US Letter (inches) and
0 2162/6.38 A4 (mm)
\)
+
i ® checkport ® Fax
053 a Swissport Company A
@® Logo
Black-and-white logo
® 5‘3“ @ Standard size
54 ITo: Mr. Robert White 2.13 heckpart
2.13" Room 2411 /‘Terminal 2
Company: Flying Consultants Inc. g‘e‘:ﬁ? ’A“.'Pon TW6 1HG ® Text
Place: New-Vor ited Kingdom Typeface: Arial or similar
Phone: +44 1 81226 50 : .
Fax no.: +1212 969 64 75 ,F;’C' b +44@§ ?151121‘;’0 9‘:, . Size: 10 pt
j-hutchinson@checkport.info Li : .
ine spacing: 13 pt
From: John-Dennis Hutchinson C 1 p g Bl pk
olor: ac
Copy to: Werner Roth
Sylvia Schwarz
Date: October 16, 2002 B
Number of pages @ Form title
incl. cover sheet: 2
_ R ) Typeface: Times Ten Italic or
Subject: Corporate identity issues at Swissport T N R It 1
mes New Roman Italic
Dear Mr. White: SiZe: 21 pt
Malcolm Forbes once said that no management with any intelligence and foresight could ignore Color. BlaCk
the value of a corporate image as the best single marketable investment that a company can
make.
@ Sender address
.e recognize that consiste.ncy- in visual d'esign., from simple inrerrla\ memos to corresponden.ce Typeface: Times Ten ROman
with customers, from publications to vehicle signage, and from giveaways to annual reports is
a message in itself. Anything else but discipline in this context would make our motto We Care! or Times New Roman
look like an empty promise. S 9 t
ize: p
In an organization like ours which spans the world and builds bridges across cultures to deliver . .
a unified standard of services to all customers, a basic set of rules of conduct is indispensable. Leadlng' 375 mm
/And so is a basic set of corporate design guidelines to assure that we are recognized by our COlOI‘: Black
audiences on every continent. That is why Swissport has created this CD manual. We hope that
it will simplify your work. .
Order of possible address elements:
Sincerely yours, ° Company name
e Department
Uohn-Dennis Hutchinson e Street address
e Post office box
¢ Postcode, city
e Country
Always insert a blank line before
the telecom block.
e “Phone:...”
0

All measurements in mm and inches.
All type sizes in pica point.

“Mobile:...”
“Fax:...”
“Telex:...”
E-mail address

Important: The maximum length of
the name to the left of the @ in

the e-mail address is 18 characters,
including the dot (1 dot only!).

Use the initial letter of the first name
to abbreviate if necessary.



Corporate stationery: Speed message

Checkport CD Manual

Version 1/2004 (7Y Page 1.2.5

A

230/1.18"

2150/5.91"

i ® checkport @

a Swissport Company

With

All measurements in mm and inches.
All type sizes in pica point.

Format
Applies to US Letter (inches) and
A4 (mm)

A

@® Logo
Color version
Standard size

@ Address mark
Small visible dot (optional)

® With compliments

Typeface: Times Ten Roman
or Times New Roman
Size: 9 pt
Leading: 3.75 mm
Color: Black




. . Checkport CD Manual
Corporate stationery: Standard business card

Version 1/2004 [liZY Page 1.2.6
A This standard business card layout applies
when addresses comprise 4 or fewer
0 »4/0.16" > 46/1.81" 290/3.54" lines. For longer addresses, see 1.2.7.
0 2:56/2.20"
Format

90x 54 mm.This is our standard format for

O
¢ |® checkport business cards. Please use only this format

115 to assure corporate-wide consistency.

0.45" a Swissport Company
A B

@ Checkport ® Logo
Marketing & Sales / BV 3 ; 0 ;
PO. Box 355 Color version, 85% of standard size
CH-8038 Ziirich-Airport 1.4" ® Name
4 + .
415..../@ Martin. Schweizer ® Phone: +41 1 812 4954 435 Typeface:  Futura Bold
1.64" |® Executive Vice President Mobile: +41 79 638 9939 1.64" Size: 7.5 pt
Marketing & Sales Fax: +41 1 811 1001 3 Leading 3 mm
3 ® martin.schweizer@checkportinfo........... 50.5 .
M 1.09" Color: Black
213" ® Function
Typeface: Times Ten Roman
Size: 7.5 pt
Leading: 3 mm
Color: Black
@ Address
Typeface: Times Ten Roman
0 >4/0.16" 2 46/1.81" 290/3.54" Size: 7.5 pt
256/2.20" foe
0.... Leading: 3 mm
Pt Color: Black
" C heckport ~ Importapt: The addre.s.s block can hav.e up
11.5 to four lines. The position of the last line
045" a Swissport Company is always the same. See A/B @.
B Order of possible address elements:
@ Checkpart e Company name
45025 Aviation Drive, Suite 350 3 e Street address
P.O. Box: 1 355 .
Dulles. VA 201667557 14" * Post office box
3 3 e Postcode, city
41.5......... Maximilian. Mustermann... ® Phone:..(703).742.4317 415 e Country
1.64" Executive Vice President Fax: 703) 742 4321 1.64"
® m.mustermann@checkport.info There is always a blank line between the
5’2 address and the telecom block.
213" ® Telecom block

Same typography as @

Important: The telecom block can have
up to four lines (any combination of
phone and fax numbers, and e-mail
address). The position of the first line is
always the same.

Order of possible telecom elements:
e “Phone:...”

e “Mobile:...”

e “Fax:...”

o “Telex:...”

e E-mail address

® Important: The maximum length of
the name to the left of the @ in the
e-mail address is 18 characters,
including the dot (1 dot only!). Use
All measurements in mm and inches. the initial letter of the first name to
All type sizes in pica point. abbreviate if necessary.



Corporate stationery:

0 4/0.16"
>

0... 14/0.55

Special business card

A

> 46/1.81" 290/3.54"

115
0.45"

a Swissport Company

._loche ckportO .............................

® Checkport
3 S.A. de C.V., Cpt. Carlos Le6n s/n
35.5..../Q@ Gabriel Aldana Martinez..  Edif. B, Nivel 2, Local 31 y 32
1.4" |® Station Manager Terminal Intl. Aeropuerto
Cd. de México
3 @ Phone: +52 552599 0290/91/92 Col. Pefién de los Banos, 3
50.5 Fax: +52 55 2599 0293 Apdo.Postal 39-290, 50.5
1.99! . 1® gabriel.martinez@checkport.info 13621 México D.F. 1.99"
+
.
2.13"
0 =>4/0.16" 2 46/1.81" 290/3.54"
214/0.55"
0...
O
. | checkport
11.5
0.45" a Swissport Company
. B
295....12 Gabriel Aldana. Martinez.. ® Checkport
1.16" |® Controller S.A. de C.V., Cpt. Carlos Leén s/n
International Operations Edif. B, Nivel 2, Local 31 y 32
Terminal Intl. Aeropuerto
@ Phone: +52 552599 0290/91/92 Cd. de México
3 Mobile: 452 55 8533 1717 Col. Pefidn de los Banos, 3
50.5 Fax: #5255 2599 0293 Apdo.Postal 39-290, 50.5
1.99!...1® gabricl.martinez@checkport.info. 13621 MéxicoD.E 1.99"
54
2.13"

All measurements in mm and inches.
All type sizes in pica point.

Checkport CD Manual

Version 1/2004 (liZY Page 1.2.7

This special business card layout applies
when addresses comprise 5 to 8 lines.
Standard layout: see 1.2.6.

Format
90 x 54 mm. This is our standard format
for business cards. Please use only this
format to assure corporate-wide
consistency.

A, B

® Logo

Color version, 85% of standard size
® Name

Typeface: Futura Bold

Size: 7.5 pt

Leading 3 mm

Color: Black

® Function

Typeface: Times Ten Roman
Size: 7.5 pt
Leading: 3 mm
Color: Black
@ Telecom block
Typeface: Times Ten Roman
Size: 7.5 pt
Leading: 3 mm
Color: Black

The telecom block can have up to four
lines (any combination of phone and fax
numbers, and e-mail address). The
position of the last line is always the
same. See A/B @.

Order of possible telecom elements:
e “Phone:...”
e “Mobile:...”
e “Fax:...”
“Telex:...”
e E-mail address

® Important: The maximum length of
the name to the left of the @ in the
e-mail address is 18 characters,
including the dot (1 dot only!). Use
the initial letter of the first name to
abbreviate if necessary.

® Address
Same typography as @

Important: The address block can have up
to eight lines. The position of the last line
is always the same.

Order of possible address elements:
e Company name

e Street address

e Post office box

e Postcode, city

e Country



Corporate stationery: Address labels

Checkport CD Manual

Version 1/2004 (7Y Page 1.2.8
A Format
123 x 73 mm
0 =10/0.39" 2065/2.56" 2123/4.84"
- A
$ O
14 | ® checkport ™2 © Logo
0.55" ‘ T Color version
o Sviseport Company 75% of standard size
3 @ Address mark
37, @ Mr. RoHert White Small visible dot.
1.46 Redfox|Lane 31
Blackforest, NY 11430 B
U.S.A.
Optional
® Sender address
" Typeface: Times Ten Roman
73 Size: 8pt
2.87: Leading: 3.1 mm
Color: Black
0 =10/0.39" 265/2.56" 2123/4.84"
0. .
4 8 o
055" checkport =2
a Swissport Company
L 2
30
1.18" ® Hounslow, Middlesex TW6.1HG.
United Kingdom
?;% Mr. Roblert White
" Redfox |Lane 31
1.46 Blackforest, NY 11430
U.S.A.
4
73
2.87"

All measurements in mm and inches.

All type sizes in pica point.




Corporate stationery: C6/5 and C5 envelopes

Checkport CD Manual

® checkporto

a Swissport Company

3.82"

Version 1/2004 (7Y Page 1.2.9
A Formats
0 +200079" $110/433" Co/5: 224 x 114 mm
’ - Cs 229 x 162 mm

or US equivalent

The address window is always
on the left.

A

@® Logo
Color version
Standard size

Optional
@ Sender address
Typeface: Times Ten Roman
Size: 9 pt
Leading: 3.75 mm
Color: Black

225/0.98"

)

heckport.

Hounslow, Middlesex TW6 1HG
United Kingdom

All measurements in mm and inches.

All type sizes in pica point.




Corporate stationery: C4 envelope

Checkport CD Manual

Version 1/2004

(7Y Page 1.2.10

A

220/0.79"
0
\)
$ i
s | @ checkport
0.79" "
a Swissport Company
\
,,,,,;v/,/ww,,,ﬁ;\//—"' ,;\/\ -
$25/0.98"
0
4
14 ® heckport
0.55" Hounslow, Middlesex TW6 1HG
United Kingdom

All measurements in mm and inches.
All type sizes in pica point.

Formats

C4:324 x 229 mm
or US equivalent

A

Logo

Color version

122 % of standard size

Optional

Sender address

Typeface:
Size:
Leading:
Color:

Times Ten Roman
9 pt

3.75 mm

Black




