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APPENDIX I: NASA STATIONARY SPECIFICATION STANDARDS

The following products represent standardized templates including product specifications for stationary components
identified in the NASA Style Guide. These templates are to be used for purposes of reference to the NPR 1450.10D
NASA Correspondence Management and Communications Standards and Style and for reproduction of such stated
products.

These are the prime elements required to create approved NASA communications material as required by the
Communications Material Review Process. For more information on the approval process, go to
http://communications.nasa.gov

"Communications Material" is defined as media that is produced with NASA funds and conveys information about
NASA projects, programs and results to both external and internal audiences.
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"MASA Lettarhesad"

Natanal Aeronatics and Space AdminsTaton
Hexdguarisms
Wasrington, DT 205550000

Ragp Ao

Mot to Scale

Final Size: 8% X 11" {prints PMS 288 & PMS 185 & Black)

MASA Insignia: (approx B611" Blue sphere); Two Color PMS 185 & PMS 286

Agency Mame: 10 pt Hehvatica Medium (UYL case, left justification) {prints Black)

Center Mame: 10 pt with 17 pt leading Helvetica Bold (IU/L case, left justification) (prints Black)
City, State, Zip: 10 pt with 11 pt I2ading Helvetica Roman (LVL case, left justification) (prints Black)
Reply to Attn of: 7 pt Helvetica Roman (VL case, left justification) (grints Blagk)

Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicator for letter)
(prints Black)

Bettom Hash Mark: .5 pt rule (position to bleed off sheat—represents last line of copy for the latter)
[prints Black)
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“MASA Office of the Administrator Letterhead”

Hatonal A and Space A

Office of thee Administrator
Weshingran, DS 20548-0001

Mot to Scale

Final Size: 812 X 11°, prints PMS 288, 185 and Black
MASA Insignia: 7" Blue sphere, two color: PMS 185 and 286
Agency Mamae: 10 pt Helvetica Medium, USL case, left justification, prints Black

Office of the Administrator: 10 pt with 17 pt leading, Helvetica Bold, UL case, left justification,
prints Black

City, State, Zip: 10 pt with 11 pt leading, Helvetica Roman, UAL case, left justification, prints Black

Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicater for letter),
prints Black

Bottom Hash Mark: .5 pt rule (position to bleed off sheet—represents last line of copy for the letter),
prints Black
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“MASA Headguarters Mailing Label”

Hational Asronautics and
Space Administration

Headguarters
Mail Suite
Washington, DC 20546-0001

Official Busingss

Final Size: 4% X 27" (prints Black)

MNASA Insignia: (approx %" Black sphere); (prints Black)

Agency Mame: 7.15 pt with 8.58 leading Helvetica Medium (/L case, left justification) (prints Black)
Headquarters: 7.15 pt with 17.4 pt lzading Helvetica Bold (U/L case, left justification)

Mail Suite: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left
justification) (prints Black)

Rule Line: 1 pt X 7"
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*MASA Centers Mailing Label (Code)”

Kermwedy Space Center
Mazil Code

Official Busingss

Final Size: 4% X 27" (prints Black)
MASA Insignia: (approx 33" Black sphere); (prints Black)

Agency Name: 7.15 pt with 8.58 leading Helvetica Medium (U/L case, left justification) (prints Black)
Center Mame: 7.15 pt with 17 4 pt keading Helvetica Bold (/L case, left justification)

Mail Code: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Hehlvwetica Roman (LU/L case, left
justification) (prints Black)

Rule Line: 1 pt X 7"
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“MASA Centers Mailing Label (Stop)”

Mational Aeronautics and
Space Administration

Kennedy Space Cerber
Mail Stog
Kennedy Space Center, Florida 32853

Orficial Business

Final Size: 45 X 27%" (prints Black)

MASA Insignia; (approx %" Black sphere); (prints Black)

Agency Name: 7.15 pt with 8.58 leading Helvetica Medium [LL case, left justification) (prints Black)
Center Name: 7.15 pt with 17.4 pt leading Helvetica Beld (/L case, left justification)

Mail Stop: 7.15 pt with 8.7 pt leading Helvetica Roman (/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman [U/L case, left
justification) (prints Black)

Rule Line: 1 pt X %"
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“MASA #10 Headouarters Envelooe”

Mational Acranautics and Space Adminisiraticn

Haadouartars
il Suie
Washinglaon, DC 20546-0001

ffizial Business

Mot 1o Scale

Final Size: 8% X 41" {prints PMS 236 & PMS 185)

MASA Insignia; {approx 34" Blue sphera): Teo Color; PMS 185 & PMS 286

Agency Mama: 2 pt Helvetica Medium (YL case, left justification) forints PMS 288)
Headguarters: @ pt with 22 pt leading Helvetica Bold (U/L case, left justification) (prints PMS 288}
Mail Suize: & pt with 11 gt leading Helvetica Roman (UYL case, laft justification) (prints PMS 288)

by, State, Zip, Official Business: 8 pt with 11 gt leading Helvetica Roman {U/L case, left
justification) (prints PMS 288)

Fule Ling: 1 pt X 4"
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“MASA #10 Center (Code) Envelope”

Maticnal Asronautics and Space Adminkstration

Karnady Spac Conler
Mail Coce
Farwbdy Space Canbér, Flonda 32830

Official Business

Mot to Scale

Final Size: 9% X 414" (prints PMS 286 & PMS 185)

MWASA Insignia: (approx 34" Blue sphere); Two Colon PMS 185 & PMS 2868

Agency Mame: 9 pt Helvetica Medium (UL case, left justification) (prints PMS 288)

Center name: 8 pt with 22 pt leading Helvetica Bold (U/L case, left justification) (prints PMS 286)
Mail Code: 9 pt with 11 pt leading Helvetica Roman (/L case, left justification) (prints PMS 286)

City, State, Zip, Official Business: 9 pt with 11 pt leading Helvetica Roman (U/L case, laft
justification) (prints PMS 288)

Rute Line: 1 pt X %"

“MNASA #10 Office of the Administrator Ervelope™

Matioral Aonnatics and Space Adminsiation

CHico of tho Administraior
Washirgnon, 26 205460001

Ol By girons

Mot to Scale

Final Size: 9% X 414", prints PMS 285, 185 and Black
MASA Ingignia: 34" Blue sphere, two color: PMS 185 and 286
Agency Mame: 9 pt Helvetica Medium, USL case, left justification, prints Black

Office of the Administrator: 9 pt with 22 pt leading, Helvetica Bold, USL case, left justification,
prints Black

City, State, Zip, Official Business: 3 pt with 11 pt leading, Helvetica Roman,
LIEL case, laft justification, prints Black

Rule Line: 1 pt X %" (5.25 picas)
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“MASA 10 Center (Stop) Ervelope”

Hatianal Acmnautias and Space Administraban

Konredy Spoca Conter
W=l Slop
Kenredy Space Center, Florda 32889

Dl al Duginess

Mot to Scale

Final Size: 9% X 444" [prints PRS 285 & POAS 185)

MASA Inzlgnla: {approx 24" Blus sphara); Teo Galor: PMS 135 & PRS 255

Agency Mame: 9 pt Hehetlea Medium (UYL casa, |eft justification) (prints PMS 235)

Cener name: 3 ptowith 22 pt leading Hehetlea Bold (U case, laft justifistion) {prints PIS 205)
Mail Stap: 8 pt with 11 pt teading Helvetica Roman (UL case, left justification) (prints PMS 286)

Clty, State, Zip, Oficial Businags: 9 ptwith 11 pt leading Hehvetica Roman (UL case, ladt
justification) [prints PWS 285)

Fula Lire: 1 pt X7
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"MASA B X 12" Envelops - Headquarters Viarsion”

Final Size: 9 X 12*

MASA Ingignia; 70" sphera, prints Black

Agency Mame; § pt Helvetica Modivm, USL case, left justification, prints Black

Center Marne: B ot with 13 pt leading, Helvetica Bald, UL case, left Justificalion, prints Efagk

Mail Sulte, Sity, State, Zip, Official Business: B pt with 3.5 pt leading, Helvetlea Foman, UEL case,
left justification, prints Black

Rule Lina: 1 ot extending to tha last "s" on “Buosiness"
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"MASA 3 X 12" Envelope - Senter (Coda) Varsion”

HAorn' arzrmiicn a3 5[as anrae st e L
Riw B Gk L
W e

Kevicy Spack CaTH Meen Tt

F R

Final Size: 9 X 12"

MASA Insighla: 70" sphare, prints Black

Agency Mame: B pl Holvatios Madium, URL case, loft justificaton, printz Black

Canber Mame: 3 ptowlth 18 pt laading, Helvetica Bald, UL caze, loft justificatian, prints Black

Mail Code, Gity, State, Zip, Offlelal Business: 2 pt with .5 pt leading, Halvatiea Roman, U&L case,
left justificatlon, prints Black

Rule Line: 1 pt extending o the last “s" an "Buslness”
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RSSO X A2 Envelope - Canter (Stop) Version®

Hifboral Aena o, and 28 ATTRIN ah
LUl SR R LR LT TR

[T

Fur vk Synta Dorler Moca 10060

T e e,

Fingl Size: X 12"

MASA Ingignis: 70" sphera, prints Black

Agency Marma: § pt Helvetica Medum, WAL case, laft justification, prints Black

Caentar Mama: & pt with 12 pt leading, Hebeetlca Bold, DAL caze, left justifisation, prints Black

Mail Stop, City, Stale, Zip, Official Business: 8 ptwith 9.5 pllaading, Helvetica Roman, &L case,
left jusliication, prints Slack,

Fule Ling: 1 pl extanding to the lzst *s" on “Buginoss”
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