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Chapter 2: Stationery > Qverview

Stationery is one of our most personal and widely used forms of com-
munication. Its appearance is a reflection, not only on the individual
initiating the correspondence, but also of the entire corporation.
Because business communications on stationery are often the first
impression we make with our customers, it is our goal to ensure this
Impression is our best.

High-quality, cohesive stationery materials reflect the quality and style
of our organization. As individual components may identify an individ-
ual’s name, organization, and an affiliation with a software brand, it
also helps customers, and potential customers, quickly recognize the
source of the communication.

IBM software benefits from consistent corporate image as well. For this
reason, by adopting the IBM worldwide stationery design standards,
the software brands can ensure close connection to the IBM brand.
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Chapter 2: Stationery > Qyerview - Available Formats

1,2 Standard business letterhead and envelopes: for general busi-

ness correspondence.

3,4 Monarch executive letterhead and envelopes: for personal
correspondence on behalf of the corporation. Monarch letterhead
is available to executives at the level of Director and above.

5 Business cards: for formal personal introduction, or to provide
contact information.

6 Mailing label: for placement on large envelopes that are not
preprinted with the return mailing address.

=>Standard sizes for all stationery are

available in both US and IS0 sizes.
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Executive Name
Lotus Software
IBM Sofaware Group

9442 Capital of Texas Hicy N
78750

One Rogers St.
(:{lllil!”i’g". MA 02142

9442 Capital of Texas Hivy N.
Austin, Texas 78759

9442 Capital of Texas Hhey N.

Austin, Texas 78759

3200 Windy Hill Road
weiAa
Atlanta, Georgia 30339




Chapter 2: Stationery > Business Cards

Business cards are used as a formal introduction tool. They are
designed to be brief but concise in the information they provide
about you. Careful consideration should be given to selecting the
information to be included in the card format.

With logo visible, IBM is the brand that stands out first and foremost
as our company and employer. Software brands are identified in
two ways, text listing and brand mark. In text, the software brand
name is always listed following the employee name and title. At
times, the software brand name may be used within an employee
title as well. In this case, it is best to avoid redundancy. Apply the
software brand name only once in text.

While most situations will call for simple text listing as in DB2 and
WebSphere software, Lotus and Tivoli software experts require
additional support to reinforce an image of specialization. As a
result, Lotus and Tivoli software customer-facing employees are
identified with the brand mark on their business cards. “Customer-
facing” is defined as employees that commonly engage in personal
interaction with existing or potential customers, partners, press
and analysts. Research recently conducted supporting our new
software brand architecture, suggests that Lotus and Tivoli software
experts require additional identification to reinforce an image of
specialization. This does not apply to DB2 and WebSphere software.
These findings will be reassessed annually.

Achievement marks signifying years with the company or other
personal achievements are no longer being used on business
cards or letterhead. Special country marks are not approved
for use on business cards, but may be used on corporate letter-
head. No other graphic devices, such as compatibility marks or
quality marks, are approved for use within the IBM stationery
system guidelines.
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Employee Name

Employee Title Line 1
Employee Title Line 2
Software Brand Name
Organizational Name

123 Street Address
City, State/Province Postal Code

Tel 123 456 7890
Fax 123 456 7890
Mobile 123 456 7890
Name@us.ibm.com

US business card non-customer facing

Employee Name
Employee Title
Software Brand Name
Organizational Name

Lotus software

123 Street Address
City, State/Province Postal Code

Tel 123 456 7890
Fax 123 456 7890
Mobile 123 456 7890
Name@us.ibm.com

US business card customer facing

=>For specific instructions on ordering
1BM software business cards, please
refer to the Business Card Ordering
Instructions document available in
conjunction with these guidelines
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Chapter 2: Stationery > Business Cards > US and ISO

IBM Logo

Software Brand Mark E

The size, color, and placement of the
logo never change. The logo always
prints in IBM Blue.

Employee Name
Your name is highlighted. You may
include a middle initial or doctorate
educational degree with punctuation.
In general, other information such as
personal organizational affiliations are
not allowed.

Employee Title
Lines one and two, following your
name, can be used for your title
information followed by the organiza-
tion name. Punctuation should be
used where appropriate to break
title information.

Software Brand Name
Depending on your area of responsi-
bility and expertise, one of four IBM
software brand names is included

— DB2 Data Management Software,
Lotus Software, Tivoli Software, or
WebSphere Software. This line is
not necessary to identify individuals
not affiliated with one of these brands.

Employee Organization
“IBM Software Group” is the name
of our organization. It is consistent
and ever-present in addition to the
software brand names.

If you are a customer-facing individual
and your area of responsibility and
expertise is either Lotus software or
Tivoli software, your business card
will carry a software brand mark.

Address Information
Your information should be kept to
the minimum required by postal
standards in each country. In the
U.S., the first line of the address
starts with the street address.
Outside the U.S., the legal country
subsidiary name is always the first
line of the address.

Contact Numbers B

These lines can be used for any
appropriate combination of tele-
phone numbers, fax numbers, and
electronic addresses. Styles for
abbreviating telephone and fax
are developed on a country-by-
country basis.

5 | IBM Software Brand Identity Guide | Stationery | 21 SEP2001 V_1

Employee Name

- Employee Title Line 1
Employee Title Line 2
Software Brand Name
Organizational Name

123 Street Address
City, State/Province Postal Code

Tel 123 456 7890
Fax 123 456 7890
Mobile 123 456 7890
Name@us.ibm.com

US business card non-customer facing

Employee Name
Employee Title
Software Brand Name

Organizational Name

Lotus software

123 Street Address
City, State/Province Postal Code

Tel 123 456 7890
Fax 123 456 7890
Mobile 123 456 7890
Name@us.ibm.com

US business card customer facing




Chapter 2: Stationery > Business Cards > Examples

Elizabeth Penny

9442 Capital of Texas Hwy N.

Emilio Perez

3200 Windy Hill Road

=>Hypothetical card
examples illustrating
a range of employee
titles, software brands,
addresses and contact

IBM Informix Software Engineer
DB2 Data Management Sofiware
IBM Software Group

Somers, NY 10589

Tel 914 766 2424
Fax 914 766 2480
Mobile 914 766 3535

Performance Analyst
Lotus Software
IBM Software Group

Cambridge, MA 02142

Tel 617 693 4267
Fax 617 693 4283
Mobile 617 693 7895

. : . . b information
Marketing Strategist Austin, TX 78759 Director, Technical Support wWG11A4 f
1'1[';1;40{; Soﬁwnr? Tol 512 436 2245 17[';1;10{; Soffwar? Atlanta, Georgia 30339
M Software Group Fax 512 436 2287 M Software Group Tel 401 835 8140
Mobile 512 436 7890 Mobile 404 654 7890
4018 software epeniy @us.ibm.com epenny @us.ibm.com
George Whittington RT 100 Allen Thomas One Rogers Street Sarah Gray RT 100

Performance Analyst
Program Director

Somers, NY 10589

Tel 914 766 3114

IBM Software Group

Fax 914 766 5693
Mobile 914 766 7998
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GWhittington@us.ibm.com AThomas@us.ibm.com SGray @us.ibm.com
1 USTivoli customer facing
Michel Pierre Campagnie IBM France Hiroshi Kimoto IBM World Trade Asia Corporation 2 USTivoli non-customer facing
Sales Manager Tour Descartes-La Defense 5 Channels Program Manager 2-31, Roppongi 3-chrome, Minato-ku 3 USDB2
Lotus Software Cedex 50 2066 Paris La Defense Lotus Software Tokyo 106, Japan
1BM Sofiware G IBM Software G 4 US Lotus non-customer facin
oﬁuare roup Tel 14905 7 14 oﬁwar? roup Tel 03 5572 2644 g
Fax 1478991 95 Fax 03 5572 2443 5 USnon-brand related
Mobile 147 89 91 82 Mobile 03 5572 6479 6 1SO Lotus customer facin
Lotus software MPierre@fr.ibm.com HKimoto@jp.ibm.com 9
7 ISO Lotus non-customer facing



Chapter 2: Stationery > Letterhead > Standard Business

Standard business letterhead uses only one gen-
eral access telephone number to eliminate the
need to print specific letterhead for every depart-
ment; small offices with one fax number may
also include this on their standard letterhead.

IBM Logo
The size, color, and placement of the
logo never change. The logo always
prints in IBM Blue.

Address Information

Your address information should
be kept to the minimum required
by postal standards in each country.
Inthe U.S., the first line of the
address starts with the street
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.
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US standard letterhead

ISO standard letterhead

9442 Capital of Texas Hwy N, -ooooovviii
Austin, Texas 78759

=>Jor specific instructions on ordering
IBM software stationery, please refer
to the Stationery Ordering Instructions
document available in conjunction
with these guidelines.

IBM World Trade Asia Corporation 2-31  .................foo
Roppongi 3-chome
Minato-ku Tokyo 106, Japan
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Chapter 2: Stationery > Letterhead > Standard Executive

Standard executive letterhead is available to
executives at the level of Director and above.

IBM Logo
The size, color, and placement of the
logo never change. The logo always
prints in IBM Blue.

Executive Title, Software
Brand and Organization 2

Lines following executive name can
be used for your title information,
followed by the software brand
name as well as the organization
name, “IBM Software Group.”

Address Information

Your address information should
be kept to the minimum required
by postal standards in each country.
Inthe U.S., the first line of the
address starts with the street
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.
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US standard executive letterhead

~~~~~~~~~~~~~~~~~~~~~~~~~~~~ Office of the General Manager
Tivoli Software
IBM Software Group

ISO standard executive letterhead

9442 Capital of Texas Hwy N ..........
Austin, Texas 78759

---------------------------- Office of the Vice-President of Marketing
Lotus Software
IBM Software Group

IBM World Trade Asia Corporation 2-31
Roppongi 3-chome
Minato-ku Tokyo 106, Japan

=>Brand marks do not appear on letterhead.




Chapter 2: Stationery > Letterhead > Monarch Executive

Monarch executive letterhead is used for personal
correspondence on behalf of the corporation.
Monarch executive letterhead is available to
executives at the level of Director and above.

IBM Logo
The size, color, and placement of the
logo never change. The logo always
prints in IBM Blue.

Executive Name
The executive name is highlighted
from other information. You may
include a middle initial or doctorate
educational degree with punctuation
is acceptable. In general, other infor-
mation such as personal organiza-
tional affiliations are not allowed.

Executive Title, Software
Brand and Organization

Lines following executive name cdd
be used for your title information,
followed by the software brand
name as well as the organization
name, “IBM Software Group.”

Address Information

Your address information should &
be kept to the minimum required
by postal standards in each country.
Inthe U.S., the first line of the
address starts with the street
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.
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US monarch executive letterhead

Executive Name
Executive Title
Lotus Software
IBM Software Group

ISO monarch executive letterhead

One Rogers St ++veveeeeeeenenennsi
Cambridge, MA 02142

Executive Name
Executive Title

WebSphere Software
IBM Software Group

Campagnie IBM France
Tour Descartes-La Defense 5
Cedex 50 2066 Paris La Defense




Chapter 2: Stationery > Envelopes ~ Standard Business

Only the IBM logo and return address appear on
US and ISO standard business envelopes.

IBM Logo

9442 Capital of Texas Hwy N.
Austin, Texas 78759

The size and color of the logo never
change. The logo always prints in
IBM Blue.

Address Information

Your address information should

be kept to the minimum required

by postal standards in each country.

In the U.S., the first line of the

address starts with the street

address. Outside the U.S., the legal !
country subsidiary name is always

the first line of the address.

IBM World Trade Asia Corporation 2-31
Roppongi 3-chome
Minato-ku Tokyo 106, Japan

US #10
————————— ISO DL
................ Monarch
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1 US#10standard envelope

2 ISODL standard envelope



Chapter 2: Stationery > Envelopes ~ Standard Executive

For standard executive envelopes, executive office
information (“Office of the...,” followed by the
software brand name and organization name)
should be the first line of the return address.

IBM Logo
The size and color of the logo never
change. The logo always prints in
IBM Blue.

Executive Office
Information 2]

For executive business envelopes,
executive office information (“Office
of the...”, followed by the software
brand name and organization name)
should precede the return address.

Address Information B
Your address information should
be kept to the minimum required
by postal standards in each country.
In the U.S., the first line of the
address starts with the street
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.

Office of the General Manager

Tivoli Software
9442 Capital of Texas Hwy N.
Austin, Texas 78759

Office of the General Manager
WebSphere Sofaware ..

Roppongi 3-chome
Minato-ku Tokyo 106, Japan

1BM World Trade Asia Corporation 2-

Executive Name

1 Executive Title
Company Name
1234 Street Address
City, State, Province
Country, Postal Code

2
! 1 US#10executive envelope
i 2 ISO DL executive window envelope
US#10
********* 1SO DL
................ Monarch
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Chapter 2: Stationery > Envelopes > Monarch Executive

Only the IBM logo and return address appear on
US and ISO monarch executive envelopes.

IBM Logo

The size and color of the logo never

change. The logo always prints in
IBM Blue.

Address Information

Your address information should
be kept to the minimum required
by postal standards in each country.
In the U.S., the first line of the

Tivoli Software
9442 Capital of

Texas Hioy N.

Austin, Texas 78759

WebSphere Software
IBM World Trade Asia Corporati
Roppongi 3-chome

Minato-ku Tokyo 106, Japan

address starts with the street !
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.
US #10
————————— ISO DI,
................ Monarch
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1 USmonarch executive envelope

2 ISO monarch executive envelope



Chapter 2: Stationery > Mailing Labels

Mailing labels are for use on large envelopes
that are not preprinted with the return mailing
address. Only the IBM logo and return address
appear on US and I1SO mailing labels.

IBM Logo
The size and color of the logo never
change. The logo always prints in
IBM Blue.

Address Information

Your address information should
be kept to the minimum required
by postal standards in each country.
In the U.S., the first line of the
address starts with the street
address. Outside the U.S., the legal
country subsidiary name is always
the first line of the address.
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3200 Windy Hill Road
WGI11A4
Atlanta, Georgia 30339

US mailing label

IBM World Trade Asia Corporation 2-31
Roppongi 3-chome
Minato-ku Tokyo 106, Japan

ISO mailing label



© International Business Machines Corporation, 2001. IBM, the IBM logo, e(logo), DB2, and WebSphere
are trademarks or registered trademarks of IBM Corporation in the United States, other countries, or both.
Lotus is a trademark of Lotus Development Corporation and/or IBM Corporation in the United States, other
countries, or both. Tivoli is a trademark of Tivoli Systems Inc. and/or IBM Corporation in the United States,
other countries, or both. Pantone is a trademark of Pantone Inc. Other company, product and service
names may be trademarks or service marks of others.
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