
>>> MATERIALS USAGE GUIDE

EXECUTIVE LETTERHEAD

DESCRIPTION
Silver embossed logo with blue

text, 8.5x11” (heaviest paper)

USAGE
Formal business communication

only; partner and donor 
correspondence

DEPARTMENTS
President, Vice Presidents 

and Executive Deans’
offices, Development,

Institutional Marketing

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$180.00 per package 

of 500 sheets

STANDARD LETTERHEAD

DESCRIPTION
Silver printed logo with blue text,

8.5x11” (standard paper)

USAGE
General communication 
to students and parents,

community members,
employees, vendors and others

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$105.00 per package 

of 500 sheets



>>> MATERIALS USAGE GUIDE

ECONOMY LETTERHEAD

DESCRIPTION
1-color (blue) logo and text,

8.5x11” (lightest paper)

USAGE
May be used for vendor 

correspondence and mass 
mailings to students only; do not

use for daily communications

DEPARTMENTS
Students Services,
Business Services

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$85.00 per package

of 500 sheets

EXECUTIVE ENVELOPE

DESCRIPTION
Silver embossed logo with blue
text, size: #10 (heaviest paper)

USAGE
For use with Executive

letterhead only

DEPARTMENTS
President, Vice Presidents and

Executive Deans’ offices,
Development, Institutional

Marketing

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$180.00 per package 

of 500 envelopes



>>> MATERIALS USAGE GUIDE

STANDARD ENVELOPE

DESCRIPTION
Silver printed logo with blue text,

size: #10 (standard paper)

USAGE
For use with Standard

letterhead only

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Mail-Well Envelope Company

(See enclosed order information)
$68.72 per package of 1,000

ECONOMY ENVELOPE

DESCRIPTION
1-color (blue) logo and text,

size: #10 (lightest paper)

USAGE
For use with Economy 

letterhead only

DEPARTMENTS
Student Services,
Business Services

VENDOR/MINIMUM ORDER
Mail-Well Envelope Company

(See enclosed order information)
$21.18 per package of 1,000



>>> MATERIALS USAGE GUIDE

EXECUTIVE NOTE
CARDS/ENVELOPES

DESCRIPTION
Card: silver foil embossed logo

with blue text
Envelope: blue ink only, size: #A6

USAGE
Formal business communication;

partner and donor 
correspondence; invitations;

Thank You notes;
other correspondence

DEPARTMENTS
President, Vice Presidents and

Executive Deans’ offices,
Development,

Institutional Marketing

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
Cards and envelopes $470.00 

per package of 500

STANDARD NOTE
CARDS/ENVELOPES

DESCRIPTION
Card: silver printed logo 

with blue text
Envelope: blue ink only,

size: #A6 (standard paper)

USAGE
Communication with employees,

vendors and community members
including informal invitations and

Thank You notes

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$43.00 per package of 100



>>> MATERIALS USAGE GUIDE

COLOR NOTE
CARDS/ENVELOPES

DESCRIPTION
4-color logo with black text, size:

#A6; logo on envelope flap

USAGE
Communication with students,
parents and schools including

informal invitations and 
Thank You notes

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$56.75 per package of 100

EXECUTIVE FOLDER
DESCRIPTION

Silver foil embossed (cover), silver
ink (inside) logo with

blue text, die cuts for business
cards, holds 8.5x11” sheets

USAGE
Formal business communication

only; partner and donor 
correspondence

DEPARTMENTS
President, Vice Presidents and

Executive Deans’ offices,
Development, Institutional

Marketing

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$850.00 per package of 250



>>> MATERIALS USAGE GUIDE

STANDARD FOLDER

DESCRIPTION
Silver printed logo with blue text,

die cuts for business cards,
holds 8.5x11” sheets

USAGE
General communication to

employees, vendors, community
members and others

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$35.00 per package of 35

COLOR FOLDER

DESCRIPTION
4-color logo with black text, die

cuts for business cards,
holds 8.5x11” sheets

USAGE
General communication with 
students, parents and schools

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$37.50 per package of 25



>>> MATERIALS USAGE GUIDE

COLOR SHIPPING LABELS

DESCRIPTION
4-color logo with black text,

6 labels per 8.5x11” sheet

USAGE
For use with large envelopes 

for color folders; other 
correspondence with students,
parents, community members 

and others

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$49.50 per package of 50 sheets

(300 labels)

STANDARD SHIPPING LABELS

DESCRIPTION
Silver printed logo with blue text,

6 labels per 8.5x11” sheet

USAGE
For use with large envelopes for
Executive and Standard folders;

correspondence with donors,
partners and others

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$37.25 per package of 50 sheets

(300 labels)



>>> MATERIALS USAGE GUIDE

LARGE NOTEPADS

DESCRIPTION
1-color (blue) logo and text,

5.5x8.5”
100 sheets per pad

USAGE
Internal communication and 

note-taking only

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$30.00 per package of 15 pads

EXECUTIVE BUSINESS CARDS

DESCRIPTION
Silver embossed logo with blue

text, 3.5x2” (heaviest paper)

USAGE
For internal and external

distribution to vendors, students,
employees, partner organizations,
community members and others

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$62.50 per package of 250



>>> MATERIALS USAGE GUIDE

EXECUTIVE FOIL SEAL

DESCRIPTION
Silver foil embossed seal,
self-adhesive, 2” diameter

USAGE
For use on formal documents 

and awards

DEPARTMENTS
President, Vice Presidents and

Executive Deans’ offices,
Graduation Office, Development,

Institutional Marketing

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$35.00 per package of 100

SMALL NOTEPADS

DESCRIPTION
1-color (blue) logo and text,

4.25x5.5”
100 sheets per pad

USAGE
Internal 

communication and 
note-taking only

DEPARTMENTS
All

VENDOR/MINIMUM ORDER
Maximage Printers

(See enclosed order information)
$22.50 per package of 15 pads



>>> MATERIALS USAGE GUIDE

MAXIMAGE PRINTERS

GO TO MAXIMAGE.NET

GO TO CURRENT CUSTOMERS

USERNAME: slcc
PASSWORD: orderforms

DOWNLOAD THE ORDER FORM
YOU NEED AND FAX TO KEITH

AT 801.977.8264

MAIL-WELL 
ENVELOPE COMPANY

FILL OUT THE ATTACHED 
DOCUMENT AND FAX TO 
STEVE AT 801.487.5219




