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Sizes -Paper and envelope sizes within the State Transport Authority are
based on the international paper size standards, which are in use in
many countries throughout the world.
Whilst letterheads and envelopes used for external correspondence are
to international standards, the complexity and variety of forms used
within the Authority requires a limited number of forms to be produced
in sizes that do not always conform to international paper sizes. Any
variation from international standards must be approved by the Forms
Co-ordinator, Management Information Services Division.

f- Examples of paper and envelope sizes are shown on sheets 7110 and' 7 l't1.
Logo -
The logo is to be used as shown on pages 1110 to 1112.

Colours -
The corporate colours to be used in printed applications are as shown
on page 2/09.

Stationery - ': '

Obtainable from the Storehouse Manager, Laurens St. Depot
Storehouse. A requisitions form is necessary.

Form Numbers -
These are progressively changing from the existing alpha-numerical
system to a number only system, with V/Line forms indexed by
numbers in the range 1 to 9999.

Stationery Control -
All items of stationery (letterheads, envelopes forms, books etc.) fall
under the control of the Forms Co-Ordinator, Management Information
Services Division.

a-' Should it be necessary to introduce a new item or amend or delete
existing items, then form No. G69 (to be re-numbered No. 482) is to be
completed - see Sheet 7102, indicating fully what variation is required
and also attach a sample of the particular item to be introduced,
amended or deleted.
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c3

millimetres
1,189X841

841 x 594
594x420
420 x297
297 x21O
21O x 148
148 x 105
1O5x 74
74x 52
52x 37
37x 26

B series
B0 .........
81 .........
B.2.........
83 .........
B,4.........
85 ....... .

86 .........
87 .........
88 .........
89 ....... .

B10 ........

C series
c0 .........
c1 .....
c2.........
c3 .........
c4.........
c5 .........
c6 ... ....
c7.........
c8 .........

millimetres
...1,414 x 1,000
... 1,000 x 7O7

707 x 500
500x 353
353x 250
250x 176
176x 125
125x 88
88x 62
62x 44
44x 31

millimetres
917 x 1,217
648x 917
458 x il8
324x 458
229x 324
162x 229
114x 162

8.1 x 114
57x 81

A3

A1

A2

A3

A4

A5

A6
A7

A7

state Transport Authority
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Paper and Envelope Size

C4

A4

A4 in C4 Envelope

44 Folded Twice
in C6 Envelope

c5

A5

A5 in C5 Envelope

44 Folded Once
in C5 Envelope

A4 Folded Twice
in DL Envelope

DL

r--lL__-J

A4sq

Above are widely used A size sheets with
corresponding envelopes, in C sizes.
Below are B and C size envelope measurements to
match sheet sizes from the A series.

A5 Folded Once
in C6 Envelope

C5

A4

DL

A4

t-
It-

C6

A4

c6

A5

millimetres

125 x 176

114 x 162

11Ox22O

81 x114

81 x 162

State Transport Authority
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Executive Stationery

Levef 1 and2
Letterheads and with
compliments slips
Paper: White Stock, 89 gsm
Size: 210 x 297 mm and 125 x 88
mm respectively
Ink: Tangerine PMS 158

Green AMT 6306
Typeface: Helvetica family
Specifications needed are shown
on actual size examples.
Business Cards
Paper: White stock 280 gsm
Size: 90 x 55 mm
lnk: Tangerine PMS 158

Green AMT 6306
Black

Typeface: Helvetica family
Specifications needed are shown
on actual size example to the
right.

State Transport Authority of Victoria Design Manual
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Other Stationery

Letterheads and with
compliments slips
Paper: Bond White, 70 gsm
Size: 210 x297 mm and 139 x 88
mm respectively
Ink: Tangerine PMS 158

Green AMT 6306
Typeface: Helvetica family
Specifications needed are shown
on actual size examples.
Business Cards
Paper: White stock 280 gsm
Size: 90 x 55 mm
lnk: Tangerine PMS 158

Green AMT 6306
Black

Typeface: Helvetica family
Specifications needed are shown
on actual size example to the
right.

State Transport Authority of Victoria Design Manual
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lnter-Office memorandum - V/Line and State Transport Authority.

a. V/Line

Size: A4 - 21Omm x 297mm
Colour: Black printing only
Usage: Inter - divisional use
Form No. 3925.

YftnrE
Inter Oflice Memorandum

To:

Oate:

Fale No

From:

Subiect

State Transport Authority
Coroorate ldentification Manual
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Inter-Office memorandum - V/Line and State Transport Authority.

b. State Transport Authority

Size: 44 - 21Omm x 297mm
Colour: Green printing only - as per sheet 2/09
Usage: By such Departments that are required to relate to both the

Metropolitan Transit Authority and the State Transport Authority.
Form No.3926.

STATE TRANSPOFT AUTHORITY
vlcroRlA

Inter Olf ice lMemorandum

To:

D ate:

Frle Nlo

From

Subrecl

I

State Transport Authority
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Office action memorandum

Size: A5 - 148mm x 21Omm
Colour: Black printing with keyline slash
Form No.3927.

a.\

n

,o,o", YffImE
V

G. 312

To' >

SUBJECT:

REFERENCE To
CENTRAL RECORDS FILE No.

PLEASE

l-l nttenatobv .. ...... {Date) l-l roryourinformation.

n ro, discussion with . . . l-l ror circulation to staff .

l-l er"prr" reply for my signature. l-l ruo," and return.

n Furnish required information. l-l rir".

n ro, your comments I nano deliver to addressee.

! Oo", attached meet your requirements? ! tto" Draft/Finall r

l-l ro, signature if you approve. n ou,"in . . . . . photocopies

f] o, discussed. l-l so. me re attached

REMARKS:

Date: . . Signature:

State Transport Authority
Corporate ldentification Manual
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Addressing Techniques:

Address Format - Address information should comprise the name of
the addressee in the top line, the street address or box number on the
second last line, and the city or place name, State and Postcode on the
bottom line, printed in capitals with no punctuation. The address
information should appear only in the "address zone" area.

Bottom Line of Address - The bottom line should contain only the city
or place name, State, and Postcode, printed in capitals, in that order.
Note that the Postcode must appear as the last item.

Underlining of Address - Underlining of the address block should be
avoided, as this can cause confusion in the reading of the bottom line
by address reading equipment.

Country Destination - The use of "Australia" in the address block
should be avoided for domestic mail.

Reference Number and "Attention" Notes - Reference numbers and
"Attention Mr. Jones" notes must be placed within the address zone but
not below or within the last two lines of the address, to avoid confusion
in the address block location process.

(

State Transport Authority
Corporate ldentification Manual



Stationery

lssued June '86
Sheet No. 7/30

Reproduction Material and
Mechanical Artwork
All artwork and copy to be
reproduced or enlarged ONLY
photomechanically.

Addressing Techniques

Correct

(

Incorrect

-------
Attention: Mr. G. Jones
Marketing Services Branch
Australia Post
GPO Box 20205
MELBOURNE VIC 3OO1

-------
Mr G. Jones
Suite 2 3rd Floor
Wonderland House
3000 Smith Street
MELBOURNE VIC

-------
Marketing Services Branch
Australia Post
GPO Box 20205
MELBOURNE' VIC 3OO1

Attention: Mr G. Jones

State Transport Authority
CorDorate ldentification Manual
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DL Size envelope - Size 110mm x 220 mm

Logo and lettering in colours as per sheet 2/07.

Tangerine for V Line with the slash and all other lettering in green.

Form No.3928.
Address
. Capital letters
. No punctuation
. No underlines
. Space between place, state, postcode
. No skew
. No staggering of address
. No extraneous information
. Dark clear type

Yft-tm,rrrer 
bou rn e 3ooo

POSTAGE PAID
MELBOURNE

VtCTORIA, AUST.
3000

Miss B Jones
36 Park Street
BONDI NSW 2026

State Transport Authority
Corporate ldentification Manual
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Window faced envelope - Size 110m x 232mm

Logo and lettering in colours as per sheet 2/07 Tangerine for V Line
with the slash and all other lettering in green.
Form No.3929.
Address
. Located in address zone
. Capital letters
. No punctuation
. No underlines
. Space between place, state, postcode
. No skew

a\ . No staggering of address
. No extraneous information
. Dark clear type

('

ufr-l#" 
"t. 

M e, b o u r n e 3oo o

POSTAGE PAID
MELBOURNE

VICTORIA. AUST.
3000

Miss B Jones
36 Park Street
BONDI NSW 2026

State Transport Authority
Corgorate ldentif ication Manual
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Manilla type envelopes in 3 sizes

Size 255mm long x 180mm. Form No. 3930
Size 305mm long x 255mm. Form No. 3931
Size 380mm long x 255mm. Form No. 3932

Black print only to be used with a keyline slash in V/Line.

n
VTME

V i?"n 
Collins Street, Melbourne,

G.105

State Transport Authority
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Internal use only envelope

DL size envelope - 110mm x 220mm

Black printing only to be used with a keyline slash in V/Line.
Form No.3933.

YftNE
INTERNAL USE ONLY

Use Label G.97 for address

State Transport Authority
Coroorate ldentification Manual
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Internal use only envelope

Manilla type envelope - 266mm x 115mm

Black printing only to be used with a keyline slash in V/Line.
Form No.3934.

o G.101L

ufuue
INTERNAL USE ONLY

Use Label G.97 for address

State Transport Authority
Corporate ldentification Manual


