Local logo and letter template guidelines 

To use the girls in the lead strapline with your Division, District or unit logo you have two options, as explained below.   

1. Use a professional designer or printer 

Enclosed in the Professional printing files folder (within this folder) is an EPS file of the strapline and Girlguiding logo (‘Local logo.eps’) which you can take on this CD (or email) to a professional designer or printer. They can then add the name of your Division, District or unit for you. This logo and strapline can then be reproduced at any size you need - for use on a banner, for example, or within a publication. (If you have an Apple Mac and the appropriate expertise and software you will be able to do this yourself.) 

2. Use our letter template 

If you just want to create your own letterhead featuring the strapline and your Division, District or unit logo, you can use the letter template included in this folder, and then print your document from your computer. Instructions on how to add the name of your Division, District or unit are below. 

· Open the letter template document (‘Local letter template.doc’).  

· Move your cursor to the beginning of the line beginning ‘Division…’ on the template and type in the name of your District, Division or unit, deleting the original text in blue. The template will automatically put the name in the right typeface at the right size.

· You may now have to move the girls in the lead lettering to make sure that there is enough space between the name of your District, Division or unit and girls in the lead. 

· As a guide, the ‘t’ in ‘the’ should line up with the end of the name of your District, Division or unit and be about 4mm below it. If the name of your District, Division or unit extends to more than one line you should line the ‘t’ up with the longest line.

To move the girls in the lead lettering:

· Go to ‘View’ on the toolbar at the top of the page and select ‘Header and Footer’. 

· Click on girls in the lead. A rectangle of dots will appear around the lettering. 

· Use the arrows on your keyboard to move the box right or down. (Do not try to drag the box or resize as you will change the appearance of the lettering!) 

· When you have moved girls in the lead to the right place, close the ‘Header and Footer’ box and save the changes you have made to the template.  

Finally, enter your address and contact details and the details of the person you want to send the letter to in the spaces provided. 

Printing stationery professionally 

If you would like to have stationery printed professionally, you will need to supply the designer or printer with the appropriate stationery Quark files. You will also need to supply them with the EPS file of the strapline and Girlguiding logo (‘Local logo.eps’), as above. All these files can be found in the Professional printing files folder (within this folder).

Please note 

Before using your logo in displays or publications, you should familiarise yourself with our design guidelines, which can be found in the Design guidelines folder.  These should also be shared with any professional design services you use. 

