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Envelopes, Letterhead & Business Cards
The following policy dictates combinations with affiliated identities such as 
departmental names. Moreover, there are regulations for bilingual Japanese-
English and English-only envelopes and letterhead.

Category 1
University Headquarters

Category 2
Affi l iated Undergraduate 
Faculties, Graduate Schools & 
Other Schools

• Category 2a

Departments 
without a unique logomark

• Category 2b

Departments 
with a unique logomark

Basic Categorical Use (Bilingual Japanese-English Example: Chou 3-type Envelope)

Combine Kyushu University logomark and 
address 
Use only the logotype in English

Combining the University logo with the 
names of affiliated faculties, graduate schools, 
and schools. Do not use the logomark with 
the English logotype. It may be necessary 
to adjust the font size for height when 
combining the names of affiliated faculties, 
graduate schools, and schools depending on 
the number of departments listed.

Combining the Kyushu logotype with 
the names of affiliated faculties, graduate 
schools, and schools. Use the logomark of 
the affiliated department, not that of Kyushu 
University. Do not use the logomark with 
the English logotype. It may be necessary 
to adjust the font size for height when 
combining the names ofaffiliated faculties, 
graduate schools, and schools depending on 
the number of departments listed. 
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Envelopes 1

Category 1
University Headquarters

Kaku 2-Type Envelopes Envelopes  Chou 3-Type Envelopes 

English Envelopes
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Envelopes 2

Category 2a
Departments without a unique logomark: Using all three department names of 
faculty, graduate school, and school

Kaku 2-Type Envelopes Envelopes  Chou 3-Type Envelopes 

English Envelopes
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Category 2a
Departments without a unique logomark and using only one 
department name

Envelopes 3

Kaku 2-Type Envelopes Envelopes  Chou 3-Type Envelopes 

English Envelopes
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Envelopes 4

Category 2b
Departments with a unique logomark and using all three department 
names of faculty, graduate school, and school

Kaku 2-Type Envelopes Envelopes  Chou 3-Type Envelopes 

English Envelopes
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Category 2b
Departments with a unique logomark using two department names

Envelopes 5

Kaku 2-Type Envelopes Envelopes  Chou 3-Type Envelopes 

English Envelopes
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Envelopes 6

Category 1

Kaku 2-Type Envelope Layout 
(Illustrated example of good layout at 60% of actual size)

 *The two sizes written as #pt/##pt refer to font size and line spacing, respectively.
Example: 9pt/11pt refers to a font size of 9pt and a line spacing of 11pt. (The same applies below)
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Envelopes 7

Category 1
Chou 3-Type Envelope & English Envelopes

(Illustrated example of good layout at 60% of actual size)
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Envelopes 8

Category 2a
Departments without a unique logomark: Using all three department 
names of faculty, graduate school, and school

Kaku 2-Type Envelope Layout 
(Illustrated example of good layout at 60% of actual size)
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Envelopes 9

Category 2a
Departments without a unique logomark: 
Using all three department names of faculty, graduate school, and school

Chou 3-Type Envelopes/English Envelopes
(Illustrated example of good layout at 60% of actual size)
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Envelopes 10

Category 2a
Departments without a unique logomark and using only one department 
name

*Sizes equal to those stipulated for Envelope 8 and Envelope 9 have been omitted here.
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Envelopes 11

Category 2b
Departments with a unique logomark: Using all three department names 
of faculty, graduate school, and school
*Sizes equal to those for Envelope 8 and Envelope 9 have been omitted here.

Category 2b
Departments with a unique logomark: Using two department names
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Category 1:University Headquarters (Japanese + English and English-only formats)

Letterhead 1
Kyushu University letterhead is A4 and is available in either bilingual Japanese-English or English-
only formats. The basic rules of composition for logos and department names are the same 
specifications stipulated for envelopes.
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Letterhead 2

Category 2a: Departments without a unique logomark
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Letterhead 3

Category 2b: Departments with a unique logomark (Japanese + English 
and English-only formats)
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Letterhead 4

Designated 
Layouts



4-18Application

Business Cards 1
Business cards should reflect the identity of the department yet accommodate 
the basic preferences of the individual. Two approved variations are indicated 
below.

Traditional
The traditional type uses the vertically stacked logo. Business cards are available in both 
horizontal and vertical orientations and  in serif or sans-serif fonts. This card is an example 
of an orthodox, traditional style.

Standard
Similar to the envelopes, the standard type is based on the horizontal logo. Horizontal 
format only.

Horizontal Traditional

Vertically Stacked Traditional

10 ポイントのユニットで展開
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Business Cards 2

Traditional (English)

9 ポイントのユニットで展開
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Business Cards 3

Standard
Category 1: University 
Headquarters

Standard
Category 2a: Departments without 
a unique logomark

10 ポイントのユニットで展開
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Business Cards 4

Standard
Category 2b: Departments with a 
unique logomark

10 ポイントのユニットで展開
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Business Cards 5

Standard (English)
Category 2a: Departments without 
a unique logomark

Standard (English)
Category 2b: Departments with a 
unique logomark

9 ポイントのユニットで展開
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Standard Publications - 1
Among the printed materials published every year at Kyushu University, the 
following employ a consistent application of UI guidelines:
 1. University Overview (Documents/Photographs)
 2. University Bulletin/Report
 3. University Information
 4. Campus Life Handbook.

Formal Flexible Formal Flexible

C70
M10
Y35

M50
Y40

C40
M20
Y10
K10

C20
M30
Y100
K20

C30
M50

C30
Y60

C60
M20

C10
M30
Y30
K10

C50
M20
Y70

C30
M60
Y70

Geometric pine needle patterns Photo image representation of pine needles Pine cones

Classification of Printed Materials
Printed materials are classified into “formal” and “flexible” 
according to content and audience: formal materials should 
place emphasis on format while flexible materials may 
exhibit more flexibility in design.

The following materials are classified based on this standard. 
Formal: 1. University Overview (Fact Book/Photographs) 
 2. University Bulletin/Report
Flexible: 3. University Information 
 4. Campus Life Handbook

Classification Rules
The following two methods are used to distinguish the difference 
between formal and flexible classifications.

1. The amount of the cover that is occupied by UI colors
There is no official UI color ratio, but as a general rule, the more color used the 
more formal the document. 

 2. The type of logo and its placement
 Formal: Vertically stacked composition placed at left, right, or center
 Flexible: Horizontal composition placed at left or right

Other
1. Proposals for yearly color system
In addition to the UI color palette, we propose the following year color 
system, which repeats in ten-year cycles, for the following two purposes: 1) 
to give printed materials a sense of consistency and 2) to implement a color 
palette standard for two-color printing. In the case of two-color printing, an 
approximate color should be used.

2. Visuals based on pine motif (Recommended)
From a university identity standpoint, it is effective to use visuals related to the 
pine tree when there is no particular motif for an illustration.
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Standard Publications - 2

1. University Overview (Fact Book/Photographs)    2. University Bulletin/Report
3. University Information    4. Campus Life Handbook

University Overview
• Formal
• Four-Color Printing (CMYK)

University Bulletin/Report
• Formal
• Two-Color Printing

University Information
• Flexible
• Four-Color Printing

 

Campus Life 
Handbook
• Flexible
• Two-Color/Four-Color 
Printing

Background: UI color used on entire page

ビジュアル：
松をモチーフ

Logo: Vertically stacked 
composition placed at left, 
right, or center

Background:
Yearly color used 
on entire page

Background: 
Partial use of UI 
colors

Logo: Horizontal 
composition placed  
at right
Band: Yearly color

Visual: Pine motif

Band: Yearly color
 

Visual: Student works

 Logo: Horizontal 
composition placed at 
leftVisual: Pine motif

 

Visual: Pine motif

Band: Yearly color

Logo: Vertically stacked composition placed 
at left, right, or center
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Standard Publications - 3

University Overview (Fact Book/Photographs)
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Standard Publications - 4

University Bulletin/Reports

*Figure 1 & Figure 4

*Figure 1 & Figure 4
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Standard Publications - 5

University Information

Example 01 (UI color used in a stripe pattern on cover) Example 02 (UI color used in a stripe pattern on cover)

Example 03 (UI color used on label)
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Standard Publications - 6

Campus Life Handbook

A4 Editions A5 Editions




