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OFFICE OF THE GOVERNOR
KATHLEEN SEBELIUS, GOVERNOR

January 20, 2003 

To:  All cabinet level agencies, boards, and commissions in the executive branch.
From:  Governor Sebelius
RE: Guidelines for usage of state letterhead and business cards. 

I am directing all executive agencies, boards, commissions to begin using a new design for letterhead and business cards.  The use of one standard design printed in one color will increase efficiency, save money, and send a consistent message to the people of Kansas. Please use the following guidelines: 

· Use the letterhead and business card templates posted on the Division of Printing’s web site at http://da.state.ks.us/print/ for all reprinting. Each design was created to have a fresh, streamlined look that will appear professional even when printed in one color. Due to budget constraints, the governor’s office has currently placed a ban on all gold imprinting and multicolored printing on letterhead and business cards.  You will notice that an element of the state seal, which contains our state’s motto, appears within one of the letterhead designs, as well as on the business card.  The motto, “Ad Astra Per Aspera,” has great significance as we work through the current budget difficulties.  The second letterhead design utilizes the Great Seal of Kansas in a more traditional look.  Each agency, board, and commission has been authorized by the governor’s office to use the great seal on this letterhead only.  As in the past, additional uses of the great seal need to be authorized by the governor’s office.  

· While the general design of the letterhead and business cards will remain consistent throughout each agency, the name, contact information, additional board member names, etc., will change to reflect your specific needs.  To customize your letterhead and business card layout, visit the division of printing’s web site or contact their customer service department for help.  

· Everyone will eventually be asked to use the new letterhead and business cards.   However, it is important to note that you should use up your existing stock as long as there are no immediate changes, such as new leadership, change in contact information, or updated information regarding the Office of the Governor.  If you would like to begin using the new letterhead design, but still have a supply of your existing stock, feel free to utilize the new design when sending electronic correspondence.  The Division of Printing will be glad to help you with your electronic letterhead, even if you are not ready to reprint.

· To reduce costs and increase efficiency, we ask that everyone exercise good judgment regarding the use of letterhead and business cards.  For example, electronic letterhead should be used whenever possible -- especially for inter-office correspondence.  This is also a good time to re-evaluate the use of business cards.  Does everyone who currently carries a business card, actually need to do so?  For other suggestions on how to reduce your printing costs, please visit the Division of Printing’s web site.  Click on “Reduce Printing Costs” below the heading “Informational Topics.”



KATHLEEN SEBELIUS, GOVERNOR
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