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Stationery
Electronic stationery overview

Microsoft Word (version 2000) templates
are provided to cover all of your stationery
requirements. They are to be used either with
the pre-printed letterhead, or on their own with
plain white paper, or sending electronically.

Printed stationery items that use templates:
Letterhead

Stationery items that are generated entirely
by using templates:
Bulletin, Fax, Memorandum, Team Brief, Update

Template installation

Templates are installed on all Desktop Relifed
computers. If you do not have the templates
already, contact the Communications Services
Coordinator within Corporate Communications.

If you are not based in the UK forward these
instructions to your Site IT Co-ordinator to
assist installation.

If you require the templates

Contact your local IT coordinator. If you still have problems
contact the Communications Services Coordinator:
Managing our brand >

7417033126100

F+17033126111 BAE SYSTEMS
baesyst:

LAND & ARMAMENTS BAE Systems.
MOBILITY AND PROTECTION SYSTEMS BAE SYSTEMS Land & Amaments
Suite 700
Avlington, Virginia 22209
United States.

Team Brief

20th May 2009

Personal message from Peter Smith
Lorem sitamet, . Sed facilisis, dui vel tho

enim psum ullamcorper risus, eu vulputate felis leo ut purus. In sollicitudin, ligula

commodo, odio esttempor wisi, a euismod risus turpis vitae quam. Quisque scele
magna. Quisque eu tellus egeturna aliguet pulinar. Proin matts wisiin magna. A
ligula arisus. blandit. Morbi volutpat. Pellen

aliquet vel, venenatis dictum, dlgmsslmvuae magna. Lorem ipsum dolor sitame

adipiscing elit. Nam tincidunt, justo eu mollis pharetra, arcu ante tempus

urna, sed accumsan ante lorem.

Key messages
Nam id umna etnisl viverra pellentesque. Etiam leo. Suspendisse fringilla ultrices
massa, semper quis, solicitudin vehicula, ullamcorper tincidunt, orci. Duis lacus
fermentum quis, porta in, pede. Nunc mauris est, convallis sit amet, placerat nec,
Etiam faucibus, ligula , nisl eros hendrerit odio, et vehiculam
Inhac habitasse platea dictumst.

More key messages
Nullam felis risus, consectetuer sit amet, tristique sit amet, lobortis quis, felis. Qui
urna. Integer ante. Duis dignissim, justo i tincidunt auctor, ante dolor egestas eli
urna etjusto.

About more key messages
Integer vel ante quis dolor sagittis vulputate. Aenean urna magna, gravida n, cur
hendrerit, lectus. Curabitur sed purus. Suspendisse felis dolor, sollicitudin sit ame
pellentesque ut, quam. Nulla ante. Phasellus at purus ac lorem ultri.

Important notice

Nullam nonummy, ante sed vulputate vehicula, risus orci venenatis lorem, egetv

egetelit. Duis bibendk eget risus. nonummy erat. Q
dapibus, | tisus, id elitutturpis. Utau

i dictum, porttitor eu, !

nibh. odio,
leo. Nulla commodo purus vel nunc.

Formore information contact
John Smith

Team Brief template

John Smith
10 Any Street
Any Town
AC t

Fax
To: John Smith From: John Smith
Department:  Corporate Comms Department: ~ Marketing
Company: BAE Systems Telephone: 02071234567
Fax: 0207987 6543 Fax: 02072345678
Date: 26 May 2009 E-mail: john.smith@baesystems.com
Ref: 0987 No.ofpages:  1/2
Ce: JoJones

Company name

0207654 9876
Subject: Faxtemplate
Lorem ipsum dolor sitamet, i it. Integer . eget,
acnsequat sed, imperdiet vitae, tellus. In di i tis dictum, feugiat vel,

nisl sed liquet, wisi iibh ligula, arc lllel\usvel ||gu|a

Mauns non elituturna pulwnarpomllar Qulsque ligula. Maecenas estorci, portitor dapibus, sodales
id, pretium ut, diam. Cr . Dui
vehicula.

ttis velit il pharetra. Sed at Aliquam
hendrem lectus id vens Integer semper est porttitor urna. Aliquam rhoncus. Vivamus tristique.

Pellentesque elementum eulsmod dolor. Nullam aliquam nislin risus. Donec at nulla sed tellus ornare
facilisis. . Nullam
Etiam est ante, tincidunt sollicitudin, condimentum eu, gravida eget, pede Vivamus nisl.

BAE sysams T
PoBoxs7 oot
Famborough, Hampshire 'BAE Systems Business Name Limited Registeredin London No. 3456325
Ut oYL et ingeom ettt
Fax template

nibh. Ut et libero. Integer gravida volutpat tellus.

Business Plan (EBP) which summarises a review of our progress in 2007
we will be facing in 2008.

and cascade it to your teams as it will help you understand the partthat you,
s Unit have to play in achieving our objectives.

edfrom|ast year's EBP we have introduced two improvements tothis
dexplains our Corporate Strategy. fyou wantto find outwhatother
for

F d in 2007, what their
Function i that i the intranet

net. icati i htm

005 Employee Business Plan to your team you will find an EBP'
s brochure which includes a presentation, strategy model, posters
ochure.

ectfax: +1301838 6000
tems.com

SN0, 1470151
20850, Uniteo Sttes.

Letterhead template overprinted
on to printed letterhead



Stationery
Installing and using templates

Installation of templates

To run the template, do not double click on
it. It first needs to be saved to your ‘User
Templates’ area and then it can be run as
a normal Word template.

Follow these steps:

1 InWord, from the Tools menu,
choose ‘Options’.

2 Clickthe ‘File Locations’ tab.

3 Clickon ‘User Templates’ and click
the ‘Modify’ button.

4 The ‘Folder name’ box in the
‘Modify Location’ dialog box will
show the path that you need to
save the template in.

5 Note down the path and click
‘Cancel’ and then click ‘Close’.

6 Switch to your email and save the template
attachment in the path
noted down.

7 Switch to Word and from the ‘File’
menu, choose ‘New’.

8 Double click the template you require
eg.’_baesys fax.dot’ from the list.

9 Fillinthe dialog box that appears
and click ‘OK’.

10 Runthe template again (repeat step 7)
and you will see that the sender’s
details are saved and redisplayed.

Using macros

When you open a template, the macro window
appears. Filling in the fields will update the pre-
styled type areas of the template cover page.
These standard elements will appear beside the
BAE Systems Logo in the top right corner.

When using the macro, use the tab key to move
through the fields to save the sender’s details
for next time you use the template.

Once you have filled in the macro, and clicked
‘OK’, your cursor will appear at the point on the
page where you can begin writing the content of
your template.

Do not change the Logo, layout or colours of
templates in any way.

BAE Systems Team Brief

Select heading from list:

Update
Au| Bulletin

SUBMARINE SOLUTIONS

BAE SYSTEMS

Team Brief

x|

lessage from Peter Smith
dolor sitamet, consectetuer adipiscing elit. Sed facilisis, dui vel rhoncus scelerisque,
Lllamcorper risus, eu vulputate felis leo ut purus. In sollicitudin, ligula quis condim entum
dio est tempor wisi, a euismod risus turpis vitae quam. Quisque scelerisque purus at
que eu tellus eget urna aliquet pulvinar. Proin mattis wisi in magna. Aliquam accumsan
. Maecenas quis erat ac justo volutpat blandit. Morbi volutpat. Pellente sque purus lacus,
enenatis dictum, dignissim vitae, magna. Lorem ipsum dolor sit amet, consectetuer

it. Nam tincidunt, justo eu mollis pharetra, arcu ante tempus
Nasiie: Johr Smith 15 cumsan ante lorem
ie: Marketing Manager -
Job Title: 9 o o] bes
Department: Subrmarine solutions - etnisl viverra pellentesque. Etiam leo. Suspendisse fringilla ultrices elit. Nullam libero
_ > — per quis, sollicitudin vehicula, ullamcorper tincidunt, orci. Duis lacus mi, imperdiet vitae,

Business Area: Subrarine salutions j uis, porta in, pede. Nunc mauris est, convallis sit amet, placerat nec, lacinia sit amet, ligula.

B 020 7123 4567 = us, ligula non posuere faucibus, nisl eros hendrerit odio, et vehicula metus turpis vitae sem.
Telbphorie Ho. — sse platea dictumst.
— 0207234 5678 -

— lessages

Mobile: 07798 123456 = isus, consectetuer sit amet, tristique sit amet, lobortis quis, felis. Quisque rutrum pharetra
E-mail Address: john. smith@bassystems com j ante. Duis dignissim, justo in tincidunt auctor, ante dolor egestas elit, vel tempus nulla

i.e. firsthame. surname@bagspstems, com

Use TAB to move through the fields
Author's details will be saved for next time

Cancel

Enter details and DK

key messages
Inte quis dolor sagittis vulputate. Aenean urna magna, gravida in, cursus hendrerit, lobortis
btus. Curabitur sed purus. Suspendisse felis dolor, sollicitudin sitamet, egestas quis,
P ut, quam. Nulla ante. Phasellus at purus ac lorem ultri.

otice
mmy, ante sed vulputate vehicula, risus orci venenatis lorem, eget venenatis nulla orci
s bibendum est eget risus. Vestibulum fermentum nonummy erat. Quisque varius, urna

Macro window

nec purvinar dapibus, leo nunc elementum risus, id gravida erat elit ut turpis. Ut auctor justo sollicitudin
nibh. Vestibulum turpis odio, cursus dictum, porttitor eu, gravida eget,
leo. Nullacommodo purus vel nunc.

Formore information contact: T02071234567 March 2008
John Smith F02072345

Marketing Manager
AirSystems

baesystems.com
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Template cover page





















Stationery
Email

This page includes a recommended approach
for email signatures.

Content and order

This is based on the company business card
and letterhead. It begins with your full name

and qualifications and position, followed by the
Operating Group/Business. A full carraige return
is then followed by your telephone, mobile/cell
phone, fax and email. The next line has the full
postal address, prefixed by the company name
‘BAE Systems’.The final line is the global web
address (without any url extensions.)

You must include the ‘BAE Systems Registered
Office information’ and which business you belong
to, as this is a legal requirement under the
Company’s Act.

Typeface

Arial is the preferred typeface for all on screen
communications, and should be used for the
body of your email, and the signature. Keep

the type size the same throughout. To help give
some differentiation to the signature, a dark
grey colour, equivalent to a 70% tint of black is
allowed if required. Use the colour specification
option in your email software to set up the colour.

Logo

Do not include the BAE Systems Logo in your
email signature. This will appear as an attachment,
and can cause the recipient problems with email
management and potentially cause firewalls and
spam filters to block it.

More on the Logo

For more information on using the Logo:
Our Logo >
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Ta:  emlyn.hall@paisleyengineering.com

e

Subject:  Tenderdocument

m

Dear Emlyn,

Please find attached the PDF that you were waiting for. | have amended the specifications in line have any more amendments
or questions.

Kind regards,

William

William Gerard Stephens MABSc
Head of Communications - Brand and Corporate Promotion
Corporate Communications

T +44 (0) 1252 482305 | M +44 (0) 7711 789287 | F +44 (0) 01252 38 3664
E william.stephens@baesystems.com/www.baesystems.com

BAE Systems plc. Registered Office: 6 Carlton Gardens, London, SW1Y 5AD, UK. Registered in England & Wales No:
1470151


www.baesystems.com/ourbrand/ourbrand/ourbrandidentity/ourlogo



