
City of Minneapolis

Stationery system

LETTERHEAD
 The City of Minneapolis letterhead includes color shells with black text for 
individual departments and divisions. The Communications Department will 
provide electronic versions to all departments and elected officials. Request  
print versions by contacting Cheryl Boe at cheryl.boe@minneapolismn.gov. 

Letterhead

Stationery specifications are intended to produce uniform materials  
that are easily recognizable and identifiable as an official 
communication from the City of Minneapolis.

Letterhead is available with the 
department name at the top. There 
is ample space to add the division if 
approved by the department head.

For printed letterhead do not add 
names or direct extensions (such as 
those of a department director). 
An individual’s name, title, phone 
number or email address on printed 
letterhead will make the letterhead 
obsolete upon the individual’s 
departure. Use Myriad Pro Regular or 
Calibri font for the body of the letter 
at 10 point size. For electronic 
letterhead use Calibri font for the 
body of the letter at 10 point size.

City of Minneapolis stationery 
may only be used for official City 
business. It may not be used for 
campaign purposes.

Follow the guidelines below for 
standard margin layouts.

Margins: 
     Side margins are 1” 
     Top margin is 2” for text
     Bottom margin is .5”

All City letterhead is printed on 24# 
Mohawk Loop stock by the Document 
Solutions Center.

For more information, contact Communications. 
This manual is available online at 
citytalk/communications/resources.2015  21

City Attorney
305 S. Fifth St. - Room 210M

Minneapolis, MN 55401-22134
TEL    612.673.3000

www.minneapolismn.gov

Lorem ipsum 

Natestion expelent. 
Porersp eriaecat.
Ducidunt accus 

 Festest, corpor am, excercimpor aut in experia dolupta sintia cuptur as magni nos asperspit, eos expelig 
enihiliates magni cuptatur sumqui repudipsae pedit perum cus, oditati nulparum conectia veliquiatus inulpa-
ruptia aut pre perum idus, sitia voluptati to beaquam reium as qui audanis autestiamus vendunt qui aspedictem 
autem quiducid magnam essequatem. Itaquundae cus everibus dolore volor magnihit evellanda expedipsum 
rerae etur? Qui coresci liquias sitaspictur sam re essunt.
Apisi officii sciatem imo quate que velendi consed esedi incil etus.
Sam hicidel itaspid quos digendi ssumquibusci quam quiaspersped quia velit, vendus dolorrum repudam rendit, 
coris acipsuntius.
Dam labo. Caborem porposs imoditis modist, videm venihicidi ut accum et harcita dolupta delita qui aliquo 
beaquas peruntia pa dolessit ratinus poribusa con pro dolestruptio dolut apis re il es dus utemperunda si volut 
aut aut et occuptat rerum ex ex est magnam eaquasi mendiscipsum facepereperi ut voloreium audant mi, quae 
landa cum quatem nosame res maiorec eaquam esequi tem cus dictum que vent, quam, ut inient ipid minum 
qui tempore dio. Lit, tem audam nostem ratur, con re nonsed modisquis rendae pro duciusa pictur ad quaepro to 
ium natquam nonsequi core venit undi reptatem eum reribus, quam, cus alibus rerum qui duntium reped et, qui 
denda quaep
 Festest, corpor am, excercimpor aut in experia dolupta sintia cuptur as magni nos asperspit, eos expelig 
enihiliates magni cuptatur sumqui repudipsae pedit perum cus, oditati nulparum conectia veliquiatus inulpa-
ruptia aut pre perum idus, sitia voluptati to beaquam reium as qui audanis autestiamus vendunt qui aspedictem 
autem quiducid magnam essequatem. Itaquundae cus everibus dolore volor magnihit evellanda expedipsum 
rerae etur? Qui coresci liquias sitaspictur sam re essunt.
Apisi officii sciatem imo quate que velendi consed esedi incil etus.
Sam hicidel itaspid quos digendi ssumquibusci quam quiaspersped quia velit, vendus dolorrum repudam rendit, 
coris acipsuntius.
Dam labo. Caborem porposs imoditis modist, videm venihicidi ut accum et harcita dolupta delita qui aliquo 
beaquas peruntia pa dolessit ratinus poribusa con pro dolestruptio dolut apis re il es dus utemperunda si volut 
aut aut et occuptat rerum ex ex est magnam eaquasi mendiscipsum facepereperi ut voloreium audant mi, quae 
landa cum quatem nosame res maiorec eaquam esequi tem cus dictum que vent, quam, ut inient ipid minum 
qui tempore dio. Lit, tem audam nostem ratur, con re nonsed modisquis rendae pro duciusa pictur ad quaepro to 
ium natquam nonsequi core venit undi reptatem eum reribus, quam, cus alibus rerum qui duntium reped et, qui 
denda quaep

adinelgik



City of Minneapolis

Stationery system

LETTERHEAD
Elected officials have the option of using a letterhead version with the City 
seal in place of the City logo. The Communications Department will provide 
electronic versions to all elected officials. To order print versions please contact 
Cheryl Boe in Communications at cheryl.boe@minneapolismn.gov. 

Letterhead - elected officials

To project a consistent, high quality visual image, use the 
approved business tools for business correspondence.

Follow the guidelines for standard 
margin layouts.

Margins: 
     Side margins are 1” 
     Top margin is 2” for text
     Bottom margin is .5”

Use Myriad Pro Regular or Calibri font 
for the body of the letter at 10 point 
size. For electronic letterhead use 
Calibri font for the body of the letter 
at 10 point size. 

City of Minneapolis stationery 
may only be used for official City 
business. It may not be used for 
campaign purposes.

For more information, contact Communications. 
This manual is available online at 
citytalk/communications/resources.2015  22

Lorem ipsum 

Natestion expelent. 
Porersp eriaecat.
Ducidunt accus 

 Festest, corpor am, excercimpor aut in experia dolupta sintia cuptur as magni nos asperspit, eos 
expelig enihiliates magni cuptatur sumqui repudipsae pedit perum cus, oditati nulparum conectia veliquiatus 
inulparuptia aut pre perum idus, sitia voluptati to beaquam reium as qui audanis autestiamus vendunt qui 
aspedictem autem quiducid magnam essequatem. Itaquundae cus everibus dolore volor magnihit evellanda 
expedipsum rerae etur? Qui coresci liquias sitaspictur sam re essunt.
Apisi officii sciatem imo quate que velendi consed esedi incil etus.
Sam hicidel itaspid quos digendi ssumquibusci quam quiaspersped quia velit, vendus dolorrum repudam rendit, 
coris acipsuntius.
Dam labo. Caborem porposs imoditis modist, videm venihicidi ut accum et harcita dolupta delita qui aliquo 
beaquas peruntia pa dolessit ratinus poribusa con pro dolestruptio dolut apis re il es dus utemperunda si volut 
aut aut et occuptat rerum ex ex est magnam eaquasi mendiscipsum facepereperi ut voloreium audant mi, quae 
landa cum quatem nosame res maiorec eaquam esequi tem cus dictum que vent, quam, ut inient ipid minum 
qui tempore dio. Lit, tem audam nostem ratur, con re nonsed modisquis rendae pro duciusa pictur ad quaepro 
to ium natquam nonsequi core venit undi reptatem eum reribus, quam, cus alibus rerum qui duntium reped et, 
qui denda quaep
 Festest, corpor am, excercimpor aut in experia dolupta sintia cuptur as magni nos asperspit, eos 
expelig enihiliates magni cuptatur sumqui repudipsae pedit perum cus, oditati nulparum conectia veliquiatus 
inulparuptia aut pre perum idus, sitia voluptati to beaquam reium as qui audanis autestiamus vendunt qui 
aspedictem autem quiducid magnam essequatem. Itaquundae cus everibus dolore volor magnihit evellanda 
expedipsum rerae etur? Qui coresci liquias sitaspictur sam re essunt.
Apisi officii sciatem imo quate que velendi consed esedi incil etus.
Sam hicidel itaspid quos digendi ssumquibusci quam quiaspersped quia velit, vendus dolorrum repudam rendit, 
coris acipsuntius.
Dam labo. Caborem porposs imoditis modist, videm venihicidi ut accum et harcita dolupta delita qui aliquo 
beaquas peruntia pa dolessit ratinus poribusa con pro dolestruptio dolut apis re il es dus utemperunda si volut 
aut aut et occuptat rerum ex ex est magnam eaquasi mendiscipsum facepereperi ut voloreium audant mi, quae 
landa cum quatem nosame res maiorec eaquam esequi tem cus dictum que vent, quam, ut inient ipid minum 
qui tempore dio. Lit, tem audam nostem ratur, con re nonsed modisquis rendae pro duciusa pictur ad quaepro 
to ium natquam nonsequi core venit undi reptatem eum reribus, quam, cus alibus rerum qui duntium reped et, 
qui denda quaep

adinelgik

Council Member Kevin Reich, First Ward
305 S. Fifth St. - Room 307Minneapolis, MN 55401-22134 

            TEL    612.673.6222

www.minneapolismn.gov



City of Minneapolis

Stationery system

ENVELOPES
 The City of Minneapolis envelopes include color shells with black text for 
individual departments and divisions. All City letterhead is printed on 24# Mo-
hawk Loop stock. To order envelopes please contact the Cheryl Boe in 
Communications at cheryl.boe@minneapolismn.gov. 

Envelopes

Official communications should create a positive first impression 
that is both current and professional.

Envelopes are available with the 
department name. There is ample 
space to add the division if approved 
by the department head.

For more information, contact Communications. 
This manual is available online at 
citytalk/communications/resources.2015  23

City Coordinator
350 S. Fifth St. - Room 301M
Minneapolis, MN 55401


