
1

For its printed materials, the
American Society of
Mechanical Engineers (ASME,
ASME International) follows a
set of graphics guidelines, with
the goal of unifying its “look,”
so that the recipient immedi-
ately recognizes the letter,
form or booklet as coming
from ASME.

The graphics system calls for
consistency in layout and type-
face and sufficient white space
around the type to make the
publication both readable and
modern.

Among the points made in
ASME policy 14.6 is the follow-
ing:

“The ASME name and its dis-
tinctive emblem have become
internationally recognized
through their use on Society
publications, on its letterheads,
codes and standards, member-
ship certificates, certificates of
award, honors, awards and its
membership pins and badges.

Without official authorization
from the Board of Governors,
no unit or member of the
Society may institute or use an
emblem different in format or
display from the official
emblem.

“The format use of the Society
name and emblem is to be rea-
sonably uniform and is
restricted for identification of
Society or member involve-
ment in officially authorized
activities.”

For More Info r m a t i o n
Logo usage and logo on disc: 
ASME Public Information,
212-591-7740
Print copies of the reproducible
logo and name: 
ASME Creative Services,
212-591-7081
Codes and Standards stamps: 
ASME Accreditation,
212-591-8581.

A SME G raphics Sy s t e m
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The Society’s name has three
forms:

The American Society
of Mechanical Engineers

ASME
(with no periods between the
letters)

ASME International

All three names are protected
by trademark, as is the
cloverleaf logo.

Since the autumn of 1994,
the Society has increasingly

used ASME International on
its stationery, envelopes,
pamphlets and brochures,
although in most cases, the
full name also appeared some-
where on the document. 

All three names are accept-
able, although ASME
International is preferred.

A major element in such
design is the ASME logo or
cloverleaf, the one element
common to all ASME publica-
tions.  Thus ASME wants it
used in certain ways.

N a m e
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A major component in pro-
viding consistency of appear-
ance of ASME materials is the
way in which the Society’s
names and its cloverleaf are
used.

To assure that all ASME print-
ed materials give the same
impression, the full name of
the Society or ASME
International must be used
with the logo in the configu-
rations (including the
selected typeface for the
name) shown to the right.
The logo must always be to
the left of the name.

No other words (such as a
division name) may be placed
next to or under the logo or
name.

Permutations of the basic
shape of the logo are NOT
permitted.

The logo and the name in the
designated configuration
must be used together some-
where on a printed piece,
preferably on the front. For
certain books and periodicals,
this may be the title page or
masthead.

The logo alone should not be
used on printed materials. It
should not be used as a
graphic element. Its use
requires the accompanying
name of the Society.

ASME Policy P14.6 on use of
the ASME name and emblem
calls for the joint use of the
Society name and logo as a
primary display component
on printed or visual material.
It also points out that the
logo may be used only for
ASME official business. The
policy states that both the
cloverleaf and the initials
ASME are registered and sets
forth the restrictions for their
use. For a copy of P14.6, call
212–591–7734.

Emblem = Cloverleaf = Logo
The Society’s official emblem
is the 4-leaf clover surround-
ing the letters A, S, M, E. In
this manual it is referred to
as the cloverleaf or as the
logo.

The logo with accompanying
names is available on disc for
both IBM compatible and
Macintosh computers from
the Public Information
department, 212-591-7740.
Reproducible copies have
been prepared and may be
found on pages 36-43.

Do not scan the logo — ask
for a disc.

C l overleaf and Name

G e n e ral Guidelines



6

The official seal of the Society
constitutes part of the incor-
poration of the Society under
the laws of the State of New
York and is to be fixed only to
official documents, such as
legal documents, certificates
or medals.

The design shows the lever of
Archimedes, capable of lifting
the world if supported at an
appropriate fulcrum point.

The seal is used on certain
ASME medals and on various
certificates, which may be
ordered through ASME staff.
There are four basic designs
of ASME certificates which
may be used depending on
the purpose of the certificate.
For details, consult staff
assigned to your ASME unit. 
The seal is NOT to be used on
promotional materials.

ASME has registered its clover-
leaf as a trademark. The regis-
tration mark must appear with
the cloverleaf on all printed
materials, except letterhead,
envelopes and business cards, cre-
ated, developed and owned by
ASME.

The designation is to be
placed at the lower right of
the cloverleaf between the M
and S, as shown.

The initials ASME have also

been registered. See page 8.

Restrictions on Using the Lo g o

In addition to requiring that
the cloverleaf be with the
name of the Society as shown
on page 5, certain restrictions
on the use of the cloverleaf
have been established.

The cloverleaf is NOT to be
used:
■ Alone without the Society

name. 
(See exceptions on page 7).

■ As a decoration.

■ As a separate piece of art.

■ In any permutation other
than the basic one.

The cloverleaf is to be
unadorned. It is to stand
alone and not be surrounded

by other design elements,
either by the 1980 Centennial
ring or by special rings creat-
ed by ASME units, except by
special action of the Board of
Governors as detailed in the
ASME policy statement on
name and emblem.

ASME Colors:
The official ASME colors are
burgundy (PMS 207) for the
cloverleaf and gray (PMS 405)
for the type. The only other
acceptable colors are black or
white.

Seal and Certifica t e s

Tra d e m a r k

G e n e ral Guidelines
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Incorrect Logo Usage

E x c e p t i o n s
The logo may be used alone,
without the name, only in the
following situations:
■ Where space is limited

(book spines, badges, tent
cards). Then the logo alone
or the initials ASME may be
used, along with the regis-
tration mark.

■ On 3–dimensional objects
(mugs, plaques, clothing,

pins). The trademark regis-
tration mark is not required
where it would be difficult,
such as pins or paper-
weights.

■ In the opening or closing of
videotapes or slide shows,
where artistic considera-
tions would make the use of
both name and logo cum-
bersome.

Incorrect font

Distortion of logo

Distortion of logo

G e n e ral Guidelines

Used incorrectly – no words or other ele-
ments can be added to logo

Used incorrectly – logo not to be
used as art or as part of a graphic.
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I n i t i a l s
The initials, without the word
“International,” should be
used sparingly and only on
material that circulates inter-
nally within the Society.
There are, after all, several
other organizations that have
the same set of initials. 

If, however, only initials are
used, the logo should be
omitted, except when
“International” is used.

The initials may be used in
those cases where space is
very limited –– as on badges,
tent cards and book spines. 

In using the Society’s initials,
periods are to be omitted.
The initials should be all capi-
tals in a san serif bold or
demi–bold type such as

Helvetica Heavy. Use of the
initials as a graphic element
is not permitted.

In titles where only the ini-
tials appear, the trademark
(®) should be used at the
lower right of the E, as
shown:

A S ME®

Publications with mastheads
(such as ASME News or the
Transactions) may carry a
suitable notice of trademark
in the masthead. The ® desig-
nation is NOT required in
text such as in “ASME mem-
ber John Doe....”

A c c reditation Marks
The 25 accreditation marks
used in the ASME programs
for accreditation of manufac-
turers that adhere to ASME
standards are stylized ver-
sions of the ASME cloverleaf. 

Use of these stamps on manu-
factured items and in adver-

tisements are outlined in
ASME codes and standards
policies. For answers to ques-
tions on use of an accredita-
tion mark, particularly in
advertising, please consult
with the ASME Accreditation
department, 212–591–8581.

G e n e ral Guidelines
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Some units of the Society ––
divisions, sections and confer-
ences –– use their own logos
in addition to the ASME
c l o v e r l e a f .

ASME does NOT recommend
special logos. However, if a
group uses such a logo, it
should always be used in con-
junction with the unit name.
In addition, the regular ASME
logo and name must also
appear on the publication. 

For letterhead, the unit logo
should be positioned at the
bottom left corner of the page
under the list of officers. For
newsletters it may be posi-
tioned at the top. (See pages
18 and 19.) 

A special logo may NOT be a
variant of the ASME clover-
leaf, but should be of inde-
pendent design reflecting the
specific group’s mission.

Subsidiary Lo g o s

Acceptable Subsidiary Lo g o s

G e n e ral Guidelines
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The ASME logo and name
must appear on all ASME
publications, including manu-
als, pamphlets, programs,
newsletters and promotional
materials.

For publication covers, the
logo and name should appear
at the top or bottom of the
page. If the logo and name are

placed at the top of the page,
nothing else should appear
above them or on the same
plane.  If the logo and name
are placed at the bottom of
the page, nothing else should
appear below them or on the
same plane.

Brochures that are self-mail-
ers - Place the logo and name
in the upper left corner of the
mailing address panel.

Newsletters - Place the logo
and name in the top quarter
of the first page of a newslet-
ter. The logo and name must
conform to the general guide-
lines.

To assist in designing newslet-
ters, several samples have
been prepared. (Reproducing
copies are on pages 36-43.)

Periodicals that have their
own identities, such as
Mechanical Engineering —
Place the logo and name in
the masthead inside the publi-
cation.

The logo and name are avail-
able on disc for both IBM
compatible and Macintosh
computers from the Public
Information department,
212–591–7740.

Position for Logo and Name

Promotional Materials - Booklets, F l yers, Pro g ra m s
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Basic La youts – Ove r v i e w
Simplicity and readability are
the basic goals of designing
covers for booklets, programs,
flyers and brochures. The grid
systems shown below and on
the following pages provide
various examples for layout.
Note logo position and sizes of
type for the various elements
on the cover.

These layouts are only sugges-
tions. There are many varia-
tions. However, good design
calls for simplicity and read-
ability. Try to keep a design
as uncluttered as possible.

8 1/2” wide

1/2” margin 
all around

2 1/3” 
wide column

1/4” gutter
(space between
c o l u m n s )

11”
tall

Gray area can 
be for art

La yout – 8 1/2” x 11”

Promotional Materials - Booklets, F l yers, Pro g ra m s

Actual measurements not
reflected in artwork.
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La yout – 5 1/2” x 8 1/2”

5 1/2” wide

8 1/2”
tall

3/8” margin
all around

1/4” gutter between columns

2 1/4” wide column

Gray area can 
be for art

Promotional Materials - Booklets, F l yers, Pro g ra m s

Actual measurements not
reflected in artwork.
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La yout – 4” x 9”

4” wide

9”
tall

1/4” margin all around

Gray area can 
be for art

3/16” gutter between columns

1 2/3” wide column

Promotional Materials - Booklets, F l yers, Pro g ra m s

Actual measurements not
reflected in artwork.
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La yout – Full Bleed Art
An overall background of a
picture, drawing or solid color
is called “full-bleed” art. For a
full-bleed layout, use the pre-
viously suggested placements
of type. Care should be taken

with type color so it will not
blend into the background
color and disappear. With a
background illustration, keep
copy short and type place-
ment simple.

4” x 9”

5 1/2” x 8 1/2”

8 1/2” x 11”

Promotional Materials - Booklets, F l yers, Pro g ra m s
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ASME is involved with a num-
ber of jointly sponsored con-
ferences or multisymposia
conferences. Such meeting
announcements and programs
require the names and logos
of several societies. These
designs show ways of dealing
with multiple sponsors and
their logos.

When there are multiple
sponsors, it is not required
that both the cloverleaf and

the name appear together on
the cover. Only the cloverleaf
is necessary.

Whether the sponsors’ logos
go on the front or back
depends on the number
involved, and in some cases,
the contractual agreements
governing the meeting man-
agement. For details, consult
ASME Creative Services
department, 212-591-7081.

Illustrated at left is
the recommended
position for multiple
logos on the back
or address page of
self-mailers or
envelopes.

Promotional Materials - Booklets, F l yers, Pro g ra m s
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Other Examples

Multiple Conferences
ASME sometimes holds sev-
eral meetings at the same
time, using a consolidated
program. Because of the large
amount of information
required on the cover, the use
of the full name and logo may

be omitted for simplicity. It
should, however, appear on
the back.

Remember: more words
require simpler designs.

Promotional Materials - Booklets, F l yers, Pro g ra m s
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As part of the overall goal of a
unified look for all ASME
materials, several newsletter
formats have been designed
for use by sections, divisions,
and other ASME units. All are
acceptable and may be used
by any unit.

Designs were developed based
upon existing newsletters.
Positions have been estab-
lished for various elements
found in newsletters pub-
lished by ASME sections, divi-
sions and other units.

Positions for each basic ele-
ment have been assigned.
•ASME name and logo
•Title of newsletter
•Name of ASME unit
•Date
•Volume number
•Editor’s name
•Art work or special unit logo

La yout Guidelines

Place the Society logo and
name in the top quarter of the
first page of the newsletter.
The logo and name must con-
form to the general guidelines
(pages 4-7).

Position for logo

Newsletter designs aim for
simplicity and readability.

Most newsletters are printed
on 81⁄2 x 11 paper, although
these designs may be reduced
to fit smaller paper.

Reproducible materials are on
pages 36-43. These include

commonly used newsletter
titles positioned in relation to
the ASME logo and name.

For more suggestions in
designing newsletters, see the
ASME Newsletter Editor’s
Guide, MS-74.

Basic La yo u t s

N e w s l e t t e r s
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These are variations on the
same design, showing alterna-
tive positions for artwork,
newsletter names and publish-
ing group.

Assuming that black is the
basic color, a second color
could be used in the small
block to the left or in the
large block to the right. Or

the artwork could be printed
in the second color.

There is sufficient space
between the lines on the left
for information for the date,
volume, number and editor’s
name.

Reproducible materials are on
pages 36-43.

La youts 1 and 2

Area to 
drop in the sec-
ond color.

Area to 
drop in the
second color.

Unit name plus 
identification

Position for
special logo

Position for 
unit name

Position for date,
volume, editor or
address, phone
number, contact.

Reproducible
materials are
found on pages
36-43.

Position for
Newsletter
name.

Position for
identification:
Newsletter
Bulletin
News

The ASME logo
and name are avail -
able on disc from
ASME Public
Information, 
212-591-7740.

N e w s l e t t e r s
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La yout 3

Many sections use their stan-
dard  letterhead for newslet-
ters. This design shows how it
can be adapted, with the
name of the publication above
the line and artwork under
the ASME logo and name.

A list of names, commonly
used on stationery, could be
placed along the left side.

Reproducible materials are on
pages 36-43.

NewsletterGator Section

Position for 
unit name

Position for
listings of
committees,
boards, etc.
optional.

Position for
identification:
Newsletter,
Bulletin or
News

Position for
special 
unit logo

N e w s l e t t e r s
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La yout 4

This is the basic design used
by the ASME technical divi-
sions, providing positions for
the name of the newsletter;
for the ASME logo and name;
name of the division (or other
unit); volume and number,
and editor’s name. It may be
adapted by other ASME units.

Most division newsletters are
produced through the ASME
Technical Affairs department.
For specifications for type,
columns and layout, consult
the staff person assigned to
your unit.

Position for logo

Position for address

Color background
optional

Newsletter name

18 point Palatino Italic,
upper and lower case,
or 18 point Helvetica
Bold Condensed all
caps.

All other type to be set
in 11 point Palatino
Italic, upper and lower
case

Position for title, 
art, special logo
or name.

Position for 
datePosition for

volume num-
ber or editor’s
name.

Position for
division name
plus identifica-
tion

N e w s l e t t e r s
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Meeting Notices

Many sections post notices of
their meetings on bulletin
boards in offices and schools,
thus requiring a large symbol
of the Society. This letterhead

is suggested, using both logo
and name, rather than a page
with only a large cloverleaf. It
could also double as a
newsletter letterhead.

11”
tall

8 1/2” wide

4 1/2”
from
top

4 point rule 

Center logo in space

N e w s l e t t e r s

Actual measurements not
reflected in artwork.
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A position for each of the
basic elements has been
assigned:
• Society logo
• Street address, (New York on

the basic letterhead, outly-
ing offices use their
addresses.)

In addition to positions for
the name, logo and street
address, there are positions
for each of the following:

•Name of ASME unit: council,
division, board, department,
section, journal;

•Telephone, fax and e-mail;
•List of members of boards,

councils, sections, executive
committees, etc. If the list
exceeds the length of the
page, continue on the back.

•Founding date of a unit;
•Secondary logos, although

they are not encouraged;
and

•Special information, such as
the date of an upcoming
meeting.

Placement Guidelines

Logo and Name
The logo and name are always
placed at the top right of sta-
tionery. The trademark is not
used on stationery.
(Reproducible copies of the
logo and name in the correct
size and configuration are
found on page 36-43.)

The logo and name are also
available on disc from the
Public Information depart-
ment for both IBM compatible
and Macintosh computers
(212–591–7740).

A position for each of the
other basic elements has
also been assigned for:

• street address
•name of ASME unit
• lists of members of boards,

councils, sections, executive
committees, unit logos, etc.

For advice in laying out sta-
tionery, consult the ASME
Creative Services department,
212–591–7081.

C o l o r
Two colors are used on the
stationery: burgundy for the
cloverleaf; dark gray for the
type. If only one color is used,
it must be black or white.

ASME colors:
Burgundy––PMS 207
Gray––PMS 405

S t a t i o n e r y Sy s t e m
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Basic Letterhead 
The basic elements of the
ASME letterhead are shown. 

8 1/2” wide

11”
tall

1 1/8” from top

7/16”
from left edge

5/16”

1 1/16” from top

5 15/16” from left edge

3/8” from top

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point lead-
ing), flush left.

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point leading), 
flush left.

9 point 45 Helvetica Light

1 point rule

The logo and name
are available in the
correct size and
typeface on disc
from Public
Information 
212-591-7740.
Or use the repro-
ducible elements in
back.

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Letterhead – Divisions, Board s ,
Councils, Sections etc.
An example of letterhead listing
members of divisions, boards,
councils, or sections, etc., is
shown below. The basic ele-
ments of the Society letterhead
(logo, name and address) are on
the right side. All listings are
flush left, with appropriate type-
faces, sizes and measurements
shown. An area for special logos
has been provided. (See page 9,
“Subsidiary Logos”.) Below the
line under the unit name, there
is space for a total of 100 lines

of type (names, addresses,
phone numbers). Space
between items may be counted
as one line space. In the rare
cases where only one name
with address and numbers
appears, it should be printed in
9 point Helvetica Light
Condensed. See next page for
information on member lists
that run long.
Recommended paper stock:
Mohawk Vellum, Cane White,
60 lb. smooth

11”
tall

5 15/16” from left edge

7/16” from left edge

Optional unit 
logo postion

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point leading),
flush left.

Type is 9 point
Helvetica Neue Bold
Condensed, flush left.

Type is 7 point Helvetica Neue Condensed with 
1 point lead. Subheads are 7 point Helvetica Neue
Condensed Italic with 1 point lead (8 point leading).

All copy is flush left with 7 1/2 points of spacing
between sections. Width of copy is not to exceed 
8 1/2 picas.

If left hand column runs longer than 3/8” from the
bottom of page, continue on back.

8 1/2” wide

3/8” from
bottom

9 point 45 Helvetica Light

1 point rule

1 1/8” from top 1 1/16” from top
3/8” from top

15/16”
from top

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Letterhead – Back Page for Member Listing
If the member listing on the
front of the letterhead runs
longer than the space
provided on the front, you
may continue your listing on
the back of the letterhead. An
example is shown below (not
actual size). You may run
names and phone numbers on
front with names and
addresses continued on back
or run all information at left
on front, continuing on back.
Type size, face and measure-

ments are shown. The pur-
pose of continuing lengthy
information on back of letter-
head is to keep the front of
letterhead  as uncluttered as
possible.
In setting type:
•General group headings are

bold
• Individual titles are in italic
•Names and addresses are in

regular type, with standard
capitalization

7/16” from top

7/16” from edges

11”
tall

8 1/2” wide

3/8” from bottom edge

Same type style as
on front.
4  columns not to
exceed 8 1/2 picas in
width, with 1 pica
between columns.

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Letterhead – Department
The basic elements of the
ASME department letterhead
are shown below. Typefaces,
sizes and measurements are
indicated on the examples.

Departments outside New
York use their own addresses
and phone numbers. They
may include the department
name above the line at the
left. No staff names are to
appear.

The only departments author-
ized to have department let-
terhead are: Member Affairs,
Education, Technical Affairs,
Codes and Standards, Public
Information, Human
Resources, Meetings,
Technical Publishing and
Exhibits. 

8 1/2” wide

7/16”
from left
edge

5/16” from bottom

5 15/16” from left edge

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point leading),
flush left.

9 point 45 Helvetica Light

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point leading), 
flush left.

15/16” from top

Type is 9 point
Helvetica Neue
Bold Condensed, 
flush left.

1 point rule

1 1/8” from top 1 1/16” from top
3/8” from top

11”
tall

S t a t i o n e r y Sy s t e m

15/16” from top

Actual measurements
not reflected in art -
work.
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Fax Fo r m
Most people simply use stick-
ers to transmit their faxes,
thus saving one page. But if
you do use a cover sheet, use
this standard sheet.

The cover sheet is available
on the wide area network and
on disc from Public
Information, 212-591-7740.

Type is 12 point
Helvetica Neue Bold
Condensed 
(36 point leading), 
flush left.

15/16” from top

2” from top

1” from
left edge

11”
tall

5 15/16” from left edge

4 3/8” from left edge

36 points space

1 point rule

1 1/16” from top
3/8” from top

8 1/2” wide

5/16” from bottom

9 point 45 Helvetica Light

Type is 24 point
Helvetica Neue Bold
Condensed, 
flush left.

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Staff Inter-Office Memo

11”
tall

15/16” from top

Type is 9 point 
Helvetica Neue Bold
Condensed, flush
left.

8 1/2” wide

5 15/16” from left edge

1 point rule

1 1/16” from top

3/8” from top

7/16”
from left
edge

This letterhead is available on
the wide area network and on
disc from Public Information, 
212-591-7740. 

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Staff Memo Pa d s

1 point rule

Type is 9 point
Helvetica Neue
Condensed with 
2 points lead 
(11 point leading), 
flush left.

11/32” from left edge

3 31/32” from left edge

1 1/16” from top

8 1/2”
tall

5 1/2” wide

1 1/8” from top

1/4” from bottom

9 point 45 Helvetica Light

3/8” from top

These must be ordered
through Purchasing and be
approved by the department
director.

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Business Card s

3/4” from top

1 point rule

7/32” from 
left edge

13/16” from top

1/8” from bottom
Type is 7 point
Helvetica Neue
Condensed with 2
points lead (8 point
leading), flush left.

Unit head is 7 point 45 Helvetica Light.

Name is 7 point 65 Helvetica Medium with 
1 point lead (8 point leading).

Title and phone numbers are 7 point 
45 Helvetica Light with 1 point lead 
(8 point leading).

All flush left.

2” from left edge

Business cards must be
ordered through the ASME
Purchasing department, 
212-591-7065.

S t a t i o n e r y Sy s t e m

15/16” from top

Actual measurements not
reflected in artwork.
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E n velopes and Mailing Pa n e l s
No. 10 envelopes are printed
in burgundy and gray, with
the cloverleaf in burgundy
and the name of the Society
and the address in gray.

Exact specifications for the
return address (applicable to
envelopes and mailing panels
of brochures) are given below.

Envelope stock: 24 lb. white
wove.

Ink: Burgundy—PMS 207
Gray—PMS 405

Large first class envelopes, (in
white with green edges) are
printed in black on standard
envelope stock. 

1 point rule

The Society name is 7 point Helvetica Light
Condensed with 1 point lead (8 point lead-
ing), the address is 7 point Helvetica Light
Condensed with 2 point lead (9 point lead-
ing), flush left.

25/32” from top

7/8” from left edge

27/32” from top

4 1/8”
tall

9 1/2” wide

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.



32

E n ve l o p e s

Courtesy Reply Mail
Courtesy reply envelopes or
cards are preaddressed for the
convenience of customers/
members/clients, with
preprinted FIM (Facing
Identification Mark) and bar
codes to expedite mail deliv-
ery. (Codes are obtainable
from the post office.)

Layout shows exact specifica-
tions for placement of
address, FIM and bar codes to
meet postal regulations.

The ASME unit name must be
included in the main address
and not placed separately in
the lower left corner. See
below for postal requirements.
The envelope should be sim-
ple and easy to read. No logo
is required.

Business Reply (Po s t a g e
Paid) Mail
Business reply envelopes or
cards, like courtesy reply,
provide a preprinted address
and FIM and bar codes. They
also provide a preprinted
mailing indicia that indicates
postage is paid.

For each piece of business
reply mail that is mailed back
to you, the post office charges
your account the cost of a
first class letter plus a fee.

To set up a business reply
mail account and for help on
preparing business reply
envelopes or cards, contact
your local post office or the
ASME Creative Services
department at 212-591-7081.

4 3/4”

3/16” from bottom
7/16” from bottom

4 1/4” Max.
1/4” Preferred
Base Height

3 1/2” Min.

1”

1”
from
left

edge

Suggested Address Position

1 1/4” 1 3/4”

2” ± 1/8”

3”

2 1/4”
from

bottom

5/8” from bottom

S t a t i o n e r y Sy s t e m

Actual measurements not
reflected in artwork.
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Postal Requirements
The post office uses optical character reading (OCR) to process
mail. To allow ASME envelopes or cards to be read, please fol-
low these guidelines.

So that the scanner can read the mailing address, an OCR read
area has been established in the lower 2/3 of the envelope.
Nothing except the address may be in that area. (The specific
measurements of the OCR Read Area are 1 inch from the left
and right edges; 5/8 of an inch from the bottom edge, and the
top of the rectangle must be 2 1/4 inches from the bottom edge.

The address should be single spaced, flush left. The order of the
address should be.
1. Code or account numbers, dates and other non-address data
2. Name of addressee
3. Unit, suite or apartment number

S t a t i o n e r y Sy s t e m
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A standardized format for letters
typed on ASME stationery is
shown below.

O ve r v i e w

1 3/4” – 2”

Composing ASME Le t t e r s

Actual measurements not
reflected in artwork.
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S p e c i f i ca t i o n s
Format and Spacing
Use a flush-left format. Date
starts approximately 3⁄4 inch
below the rule. Inside address
is positioned eight lines below
the date, with another two
lines after the address and
another two lines after the
salutation. The body of the
letter is flush left with no
paragraph indents. If the let-
ter is short, it should be posi-
tioned lower on the page.

M a r g i n s
With list of names at the left:
The list is between 1 1⁄4 and
1 1⁄2 inches wide, depending
on the number of letters in
the longest name. The left

margin should, therefore, be
set from 1 3⁄4 to 2 inches
from the left edge of the
paper.

Without the list of names, the
left margin should be 1 to
1 1⁄2  inches from the left
edge of the paper depending
on the length of the letter.

Right margin should be at
least 3⁄4 inch wide.

Preferred Ty p e f a c e
The preferred typeface is
Times New Roman. The pre-
ferred size is 12 points with 2
points of leading (14 point
lead).

Composing ASME Le t t e r s
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These reproducible materials
may be cut out, pasted down
and used in printing. In each
case, the Society logo and
name are to be used  in the
configuration shown.

They include logos/names for
stationery, booklets, programs
and flyers. Those without the
trademark ® are to be used
only for letterhead, envelopes
and business cards. All other
printed material requires the
trademark.

R e p roducible Elements 

R e p roducible Elements









ASME International

The American Society of Mechanical Engineers

Three Park Avenue
New York, NY 10016-5990, U.S.A

n with top left corner of envelope or mail panel

ASME International

The American Society of Mechanical Engineers

Three Park Avenue
New York, NY 10016-5990, U.S.A

ASME International

The American Society of Mechanical Engineers

Three Park Avenue
New York, NY 10016-5990, U.S.A

ASME International

The American Society of Mechanical Engineers

22 Law Drive, Box 2300
Fairfield, NJ 07007-2300, U.S.A

These are reproducible copies of the ASME
logo and name. The left column is for use on
envelopes and mailing panels. The center col-
umn is for use on all printed matter except let-

terhead and mailing panels. The right column
is for use on letterhead and mailing panels
only.

Return Addresses Printed Matter Stationery
(no trademark)


