3. Administration
materials ...

Our stationery is an important, everyday expression of our

brand. It should have the same look and feel as our other
communications. This section provides detailed rules on :
typesetting and layout, together with specifications for producmg
materials. To achieve consistency, we should take as much care ;
with our choice of paper stock as our choice of typeface.




Stationery overview

Stationery items are highly visible components of
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Vice President, Corporate Communications

Air Products Employee Name
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Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA 18195-1501
T 610-48F491 F 610-48F5900
apexid@airproducts.com  airproducts.com
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Letterhead

Sizes
ANSI — letter (8-1/2" x 11") or ISO — A4 (210mm x 297mm)

Printing
Offset lithography.
(Do not use thermography or foil stamping.)

Only use the approved templates with preset
layouts, colors, and type palettes to create letterhead.
Templates are available from Air Products’ Corporate
Communications team.

Paper stock

Mohawk Options 100% PC white, smooth,
80 Ib/18 gsm text.

Letter

A4

Air Products PLC

Hersham Place Technology Park, Molesey Road
Walton-on-Thames, Surrey K12 4RZ UK

T +44-1932-249200

airproducts.uk

AIR /.
PRODUCTS 2=

Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA 18195-1501
T 610-481-4911 F 610-481-5900

airproducts.com

‘A

AIR
PRODUCTS

October 16, 2012

Mr. John C. Jones
Vice President
Lippincott Mercer
499 Park Avenue
New York, NY 10022

Dear Mr. Jones,

The communications potential of a letter goes beyond its content. Just as the frame of
a picture can complement or detract from the picture itself, so the letterhead design
plays its role at the personal communications level. Choice of typewriter face, paper
stock and typing format also make a large contribution to the overall impression upon
the reader.

This stationery format has been developed to reflect a look of expertise, stability and
professionalism. This stationery “look” is unique and different from that of its
competitors.

The unified, cohesive look for the stationery items will enable the company to benefit
from a positive, organized impression made on all audiences who receive our corre-
spondence. The success of the stationery system will depend largely on the consistency
with which it is implemented. Adherence to the stationery guidelines will produce a
consistent appearance that will project an image of high quality — an image that is
reflective of how we want

to be known.

Sincerely,

John L. Smith
Vice President, Corporate Communications
Air Products



Business cards

Business cards and stationery make a lasting
impression. The use of smooth, bright white

paper communicates quality and professionalism.

Highlighting the employee name creates a more
personal touch, while clear contact information
reinforces an approachable image.

Typography
Use TheSans light and TheSans semi bold
8.5 pt. type on 10 pt. line spacing.

Typography Color
Use Air Products green and black.

Size
ANSI — 3-1/2" x 2"
(May vary by geographic location.)

Printing
Offset lithography.
(Do not use thermography or foil stamping.)

Paper stock
Mohawk Options 100% PC white, smooth,
100 Ib/270 gsm cover.

Only use the approved templates with preset layouts,

colors, and type palettes to create business cards.

Templates are available from Air Products’ Corporate

Communications team.

Standard business card front

PrODUCTS £=

Employee Name
Employee title/department
(additional line if needed)

Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA 18195-1501
(additional line if needed)

T610-481-4911 F 610-481-5900
apexid@airproducts.com airproducts.com

Standard business card back

tellemeemore

(telemé-mor) phrase

The heart of a meaningful conversation
designed to share knowledge and

understanding for mutual benefit.

Two-sided translation option
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Employee Name
Employee title/department

Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA 18195-1501
T610-481-4911 F 610-481-5900
apexid@airproducts.com  airproducts.com

Two-sided dual address option

AIR 7.
PRODUCTS Z=

Employee Name
Employee title/department

Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA 18195-1501
T610-481-4911 F 610-481-5900
apexid@airproducts.com  airproducts.com

AIR 7.
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Employee Name
Employee title/department

Air Products PLC

Hersham Place Technology Park, Molesey Road
Walton-on-Thames, Surrey K12 4RZ UK

T +44-1270-614-314 F +44-1270-614-889
apexid@airproducts.com  airproducts.com
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Envelopes

Sizes
ANSI — #10 (9-1/2" x 4-1/8") or ISO — DL (220mm x 110mm)

Printing
Offset lithography.
(Do not use thermography or foil stamping.)

Only use the approved templates with preset layouts, colors,
and type palettes to create envelopes. Templates are available
from Air Products’ Corporate Communications team.

Paper stock
Mohawk Options 100% PC white, smooth,
80 1b/118 gsm text.

DL

AR /.
PRODUCTS £=
Air Products PLC

Hersham Place Technology Park, Molesey Road
# 10 Walton-on-Thames, Surrey K12 4RZ UK

AIR /.
PRODUCTS 2=
Air Products and Chemicals, Inc.
7201 Hamilton Boulevard, Allentown, PA 18195-1501

Mr. John Smith
15 Highgate Road
Town, City 78249
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Miscellaneous communications

Sizes
ANSI — Letter (8-1/2" x 11") or ISO — A4 (210mm x 297mm)

Printing
Offset lithography.
(Do not use thermography or foil stamping.)

Only use the approved templates with preset layouts,
colors, and type palettes to create these communications
materials. Templates are available from Air Products’
Corporate Communications team.

Paper stock

Mohawk Options 100% PC white, smooth,
80 Ib/18 gsm text.

Fax Transmittal PrODUEIS £=:

To: Jane Doe From: John Hughes

Co.: Air Products and Chemicals, Inc. Dept.: Corp. Communications

Memorandum PrODUSTS £=:

To: All memo writers Dept/Loc: All Departments

From: John Smith Dept/Ext: Corp. Communications ext. 1-8599

News Release ProDUEHS £

Air Products and Chemicals, Inc.

7201 Hamilton Boulevard, Allentown, PA18195-1501
T 610-481-4911 F 610-481-5900

airproducts.com

Date: August 20, 2012
Contact: John Doe
T: 213-555-1234

News Release Form

ALLENTOWN, PA — This news release form is designed according to the new Air Products
identity standards which were recently introduced. This is being used to show how the
corporate “block left” typing style is applied to the news release.

Your left margin should be set at 11/8" and the right margin at 1". This preferred alignment
will add a sense of order and simplicity to the relationship of typed and preprinted elements.
One and a half line spacing is preferred.

When additional pages are required, use a blank sheet of matching paper stock. Typing on
the second sheet should maintain the same margins as established on the cover sheet.
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Miscellaneous envelopes

Sizes Open end (or side) envelope
Assorted

Printing
Offset lithography.
(Do not use thermography or foil stamping.)

Only use the approved templates with preset layouts,

colors, and type palettes to create envelopes and

mailing labels. Templates are available from

Air Products’ Corporate Communications team. Mailing label

Paper stock
Mohawk Options 100% PC white, smooth,
80 Ib/18 gsm text.

Window envelope

Mr. John Smith
15 Highgate Road AR 1. |
Town, City 78249 PRODUCTS 4=

AirProducts
7201 Hammito

ntown, PATBISS 150

Business reply envelope

BUSINESS REPLY MAIL

FIRST CLASS MAIL PERMITNO.881 ALLENTOWN, PA ‘

POSTAGE WILL BE PAID BY ADDRESSEE

ATTN VISUAL COMMUNICATIONS

AIR PRODUCTS AND CHEMICALS INC
7201 HAMILTON BOULEVARD
ALLENTOWN PA 18195-9978



Binders/proposal covers and title pages

Sizes Three-ring binder inserts (cover and spine)
Assorted
PrODUSTS £=:
Printing £z
Offset lithography or digital. < %
Only use the approved templates with preset layouts, g
colors, and type palettes to create binders/proposal z 3
=3 A B A
covers and title pages. Templates are available from 8 PropUSTS £2: propuSTS £2:
Air Products’ Corporate Communications team. N
Paper stock
Sappi 100 Ib/270 gsm EuroArt Dull cover (for covers)
or 80 Ib/18 gsm text (for title pages). Flexible options f
% supply and fuelin
I L
I
Prepared for Air Products' new
ABC Company, Inc. precursor offerings

Name of author(s)

Department of Science
Main Street Facilty, Dallas, Texas Date and location of presentation

In response to Project # 283746

Proposal cover Title page



Certificates and awards

Sizes
ANSI — letter (8-1/2" x 11") or ISO — A4 (210mm x 297mm)

Printing
Offset lithography or digital.
(Do not use thermography or foil stamping.)

Only use the approved Adobe InDesign templates
with preset layouts, colors, and type palettes to

create certificates and awards. Templates are available
from Air Products’ Corporate Communications team.

Paper stock
Sappi 100 1b/270 gsm EuroArt Dull cover.
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Certificate Title

Certificate Sub Title

Name of recipient

has successfully completed the certificate program in

Course/Program Name

this day of s 2012

John E. McGlade Vincent G. Grassi
President and CEO Director, Air Products University

(00000)



Forms

Sizes
Assorted

Printing
Offset lithography, digital, or web.

Only use the approved templates with preset layouts,
colors, and type palettes to create forms. Templates are
available from Air Products’ Corporate Communications
team.

Paper stock
Assorted

Air Products and Chemicals, Inc. AIR 1.
7201 Hamilton Boulevard, Allentown, PA 18195-1501
T 610-481-4911 F 610-481-5900 PRODUCTS t‘

airproducts.com

Air Products and Chemicals, Inc AIR /.
7201 Hamilton Boulevard, Allentown, PA 18195-1501 =
Tl sarasn ¢ oio-aar2000 PRODUCTS £=

airproducts.com

Personal Information /Informations Personelles.

Education and Skills / Education

Employment Experience / Experience de Travail
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