








By using illustration (where appropriate),
we can add personality to a piece 
of communication and help to make 
it distinctively Shire by bringing to life
communications in memorable ways.

Illustrated below are some examples 
of Shire illustration styles. 
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2.4 
Using Illustration

Our passion for helping children with Attention Deficit 
and Hyperactivity Disorder (ADHD) goes beyond building 
a portfolio of leading treatments. We donated £121,000 
to The Kids Company charity to fund research and we 
funded a playground for children in Harlem, New York.

REALITY: 
ADHD is a persistent pattern of inattention and/or 
hyperactive-impulsive behaviour that is more frequent and 
severe than is typically seen in individuals at a comparable 
level of development. It’s a very real psychiatric behavioural 
disorder and a very real problem for those affected.

ADHD Awareness Day – 18 September 2008  (FOR INTERNAL USE ONLY)

MYTH:

ADHD ISNÕT 
A REAL 
CONDITION.
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3.0 
Stationery Templates 

3.1 Color Business Cards
3.2 Business Cards
3.3 Letterhead 
3.4 Message Slip 
3.5 Envelope 
3.6 Label 
3.7 Folder
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3.1 
Color Business
Cards

Address
City
County/State
Zip/Post code
Country
Direct +012 3456 7890
Mobile +012 3456 7890
Email name@uk.shire.com
www.shire.com

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

To be as brave as
the people we help.

To be as brave as
the people we help.

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

To be as brave as
the people we help.

To be as brave as
the people we help.

To be as brave as
the people we help.

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

To be as brave as
the people we help.

To be as brave as
the people we help.

UK Office
Tel +012 3456 7890
Fax +012 3456 7890

To be as brave as
the people we help.

Name Surname
Job Title
Department
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FRONT

Examples of Shire’s business cards
are shown below. 

Business cards may be
reproduced in any of the Shire
corporate colors. See section 1.6. 

Ensure that the color of the logo
and the reverse of the card match.

See section 3.2 for the business
card artwork specification.

Everyone should have a set of
business cards in the full range of
colors. Don’t just choose one color.

BACK

 



North American
31⁄2" x 2"
Units in inches

Rest of World
85mm x 55mm
Units in millimeters

Address
City
County/State
Zip/Post code
Country
Direct +012 3456 7890
Mobile +012 3456 7890
Email name@uk.shire.com
www.shire.com

Name Surname
Job Title
Department

(Country name) Office
Tel +012 3456 7890
Fax +012 3456 7890

Address
City
County/State
Zip/Post code
Country
Direct +012 3456 7890
Mobile +012 3456 7890
Email name@uk.shire.com
www.shire.com

Name Surname
Job Title
Department

(Country name) Office
Tel +012 3456 7890
Fax +012 3456 7890
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Dimensions
Rest of World—85mm x 55mm
US—31⁄2" x 2"

FRONT
Logo 
In the business cards shown, the
logo prints PANTONE® 158 EC and 
appears at a width of 40mm (1.57").
However, any color from the Shire
color palette may be used, see
section 1.6.

Company details 
Helvetica Neue 45 Light. 
8pt on 8.5pt. Company address
and contact details print Black.

Name
Helvetica Neue 45 Light. 
10pt on 17pt and prints Black. 

Job title and department
Helvetica Neue 45 Light. 
8pt on 8.5pt. Job title and
department (optional) 
print Black. 

BACK
The back of the card illustrated
prints PANTONE® 158 EC.
However, any color from the Shire
color palette may be used, see
section 1.6.

(Country name) Office and 
contact numbers
Helvetica Neue 45 Light. 
8pt on 8.5pt reversed-out white.

Brandline
Use master artwork ‘Brandline 2
lines.eps’ at 36.75mm wide.

Paper stock
Conqueror CX22, Diamond 
White 350gsm (118.34lb 
writing Conqueror).

3.2 
Business Cards 

Illustrated are Shire’s business cards.

Orange is shown in this example but
make sure you print a set that has cards
in each color.

Ensure that the color of the logo and the
reverse of the card match.



1.141.14

Shire Pharmaceuticals Inc. North America paper size 81⁄2" x 11"
Units in inches 

European paper size 210mm x 297mm
Units in millimeters

0.4
Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

0.23

Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Shire Pharmaceuticals Group plc  Registered in England 2883758  Registered Office as above

6

26 26

10
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Dimensions
Rest of World A4—210mm x 297mm
US letter—81⁄2" x 11"

Logo 
The logo prints PANTONE® 3005 EC
and appears at a width of 40mm
(1.57").

Company details 
Helvetica Neue 45 Light. 
9pt on 9.5pt. Company address 
and contact details print PANTONE®

3005 EC.

Company name/registered
number/registered office/directors 
Helvetica Neue 45 Light. 
7pt on 7.5pt positioned as 
indicated, prints PANTONE® 3005
EC. The legal content is subject to 
local requirements which must 
be confirmed locally. This should
appear at the foot of the letterhead 
as shown.

Fold mark
0.35pt line weight printing
PANTONE® 3005 EC. 

Paper stock
Conqueror Brilliant White Wove
100gsm (26.6lb writing Conqueror).

3.3 
Letterhead
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6

10 10

10

Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

With compliments
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Dimensions
Rest of World—210mm x 99mm

Logo 
The logo prints PANTONE® 3005 EC
and appears at a width of 40mm.

Company details 
Helvetica Neue 45 Light. 
9pt on 9.5pt. Company address
and contact details print
PANTONE® 3005 EC.

‘With compliments’ (optional)
Helvetica Neue 45 Light. 
9pt and prints PANTONE®

3005 EC. 

Paper stock
Conqueror Brilliant White 
Wove 100gsm (26.6lb writing
Conqueror).

3.4 
Message Slip
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Rest of World envelope size 220mm x 110mm
Units in millimetres

North America envelope size 91⁄2" x 41⁄8"
Units in inches 

Address
City

County/State
Zip/Post code

Country
Tel +012 3456 7890
Fax +012 3456 7890

www.shire.com

Address
City

County/State
Zip/Post code

Country
Tel +012 3456 7890
Fax +012 3456 7890

www.shire.com
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Dimensions
Rest of World DL—220mm x 110mm
US—91⁄2" x 41⁄8"

Logo 
The logo prints PANTONE® 3005 EC
and appears at a width of 40mm
(1.57").

Company details 
Helvetica Neue 45 Light. 
9pt on 9.5pt Company address 
and contact details print PANTONE®

3005 EC centred on flap as shown. 

Paper stock
Conqueror Brilliant White Wove 
DL envelope 150gsm.

3.5 
Envelope
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Rest of World label size 150mm x 98mm
Units in millimetres

North America label size 6" x 31⁄2"
Units in inches 

Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com
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3.6 
Label

Dimensions
Rest of World—150mm x 98mm
US—6" x 31⁄2"

Logo 
The logo prints PANTONE® 3005 EC
and appears at a width of 40mm
(1.57").

Company details 
Helvetica Neue 45 Light. 
8pt on 8.5pt. Company address
and contact details print
PANTONE® 3005 EC.

Paper stock
Uncoated brilliant white crackback
self adhesive paper. 
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Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Address
City
County/State
Zip/Post code
Country
Direct +012 3456 7890
Mobile +012 3456 7890
Email  name@uk.shire.com
www.shire.com

Name Surname
Job Title
Department

To be as 
brave as 
the people 
we help.

To be as 
brave as 
the people 
we help.

To be as 
brave as 
the people 
we help.
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Example of the Shire folder is
shown below.

Dimensions
Rest of World—215mm x 302mm
US—83⁄4" x 111⁄4"

Logo 
The logo appears at a width 
of 40mm (1.57").

Paper stock
Conqueror CX22, Diamond 
White 350gsm (118.34lb writing
Conqueror). A matt laminate is 
recommended for durability.

Note
The folder Illustrated here uses 
the green from the color palette.
Any color from the Shire color
palette may be used alternatively
photography or illustration may 
be used where appropriate. 

3.7 
Folder
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4.0 
Digital Templates 

4.1 Letter Template
4.2 Email Sign Off
4.3 Fax Template
4.4 Memo Template
4.5 PowerPoint Slides
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Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Shire plc  Registered in England 0000000  Registered Office as above

Name Surname

Company Name

00 Street Name 

City 00 00

00 August 2005 

Ref: Letter template 

Dear Name, 

Lorem ipsum dolor sit amet consectetur autend unanc sunt isti julla inura autend unanc su. 

Et tamen in busdad nepecun mned libiding gen epular religuard quas nulla praid im umdnat 

Improb pary minuiti potius inflammad ut. 

Improb pary minuiti potius inflammad ut coercend mad eantur invitaratio bene santos ad 

iustitiami ctetur adipscing elit sed diam aequitated fidem. Endium caritat praesert cum 

omning null siy caus peccand quaerer cupidat a natura proficis. Lorem ipsum dolor sit 

etur ased diam nonnumy eiusmod tempor incidunt ut labore et dolore magna aliquam erat 

volupat adipscing elit, sed diam aequitated fidem.  

Kind regards, 

Name Surname 
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Microsoft© Word template documents
have been created and are installed 
on all Shire computers.

Shire templates are available in both
Rest of World and North American
formats, depending on office location.

Shire’s standard letter format is Arial
11pt and the layout should follow the
example shown although consideration
should be given to the length of the
content within 
the letter.

Pre-printed stationery is available in all
Shire locations.

4.1 
Letter Template
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Standard sign off
All text is Arial 10pt. 
Color: should be black
(unless otherwise noted).
Upper and lower case.

Name Surname
Job Title: Optional
Department 

Shire: Arial Bold 10pt. Any color from 
the Shire color palette, see section 1.8.
Address
City
County/State
Post code/Zipcode
Telephone number
Mobile or Cell Number: Optional
Fax number: Optional
Email Address: Optional
Assistant’s name: Optional
Web address (www.shire.com)

Shire Purpose Statement—Optional—
Arial Bold Italic 10pt. Chosen color from
the Shire color palette.

Notes
Only a plain white background should
be used in the body of your Email. 
Do not insert any background images.

Additional information should not be
added to an Email signature template. 

Graphics should not be inserted into 
an Email signature (including the 
Shire logo).

For consistency, please ensure your
Email messages are set at Arial 10pt,
your sign off signature corresponds with
the example shown, and the screen has 
a plain white background.

Your signature can be set via: 
Outlook Tools > Options > Mail Format >
Signatures. 

There is an option to automatically
include your signature in all messages
or to insert only in new messages by
using ‘Insert’ from the tool bar.

4.2 
Email Sign Off
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Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Vivamus semper purus ac pretium volutpat mauris tellus iaculis sem sed bibendum dui purus 

in wisi. Aliquam vel tellus. Quisque id tortor. Fusce arcu elit congue quis rhoncus vitae porta 

venenatis neque. Mauris tristique leo non tempor tristique purus elit faucibus diam condi 

mentum mauris tellus sed odio. Fusce nulla urna laoreet in malesuada eu vehicula at metus. 

Vivamus viverra tellus sed velit. Curabitur venenatis sollicitudin magna. Proin eget massa vel 

lorem eleifend scelerisque. Quisque ante quam volutpat quis pulvinar quis molestie id enim. 

Fusce sit amet felis. Praesent id tellus. Vivamus vulputate dictum mauris. Phasellus lacinia 

laoreet mauris. Vestibulum dictum. 

Sed rutrum quam sit amet egestas lobortis risus ipsum tincidunt mi ut vulputate tellus eu 

ipsum. Donec justo. Mauris commodo justo vitae erat. Duis ornare magna et ligula. Praesent 

orci sem ornare fermentum accumsan ac rhoncus at lorem. Integer neque mauris eleifend 

ac lacinia a egestas quis est. 

Proin elit. Sed et metus vel purus viverra dignissim. Pellentesque tincidunt molestie nulla. 

Fusce eleifend leo sed accumsan tempus eros eros elementum dolor ac bibendum nibh non 

purus. Aliquam vehicula dui eget bibendum scelerisque wisi dui pretium purus in fringilla 

ligula risus sed nulla. Quisque lectus sem vestibulum vitae facilisis ut laoreet sit amet massa. 

Suspendisse sit amet velit. 

Aliquam est massa convallis a rutrum quis faucibus et risus. Aliquam erat volutpat. Donecac 

nisl. Nullam wisi mauris fringilla facilisis varius in luctus eget nibh. Nulla ac justo. Sed arcu. 

Ut purus eros viverra at vehicula eu ullamcorper et eros. Pellentesque tellus leo congue sit 

amet porta a gravida a neque. Class aptent taciti sociosqu ad litora torquent per conubia 

nostra per inceptos hymenaeos. Nam aliquam auctor justo. Vestibulum massa nunc luctus 

sit amet facilisis elementum accumsan at ligula. Vestibulum magna leo molestie a convallis 

a pellentesque vitae nisl. Phasellus vel leo.

 

This message and any accompanying documents are intended only for the use of the individual or entity to which they are addressed 
and may contain information that is privileged, confidential and exempt from disclosure under applicable law. If the receiver of this 
message is not the intended recipient or the employee or the agent responsible for delivering the message to the intended recipient, 
you are hereby warned that any dissemination, distribution or copying of this communication is strictly prohibited. If you have received 
this communication in error, please contact us by telephone so we can arrange for its return. Thank you.

Fax

To: Name Surname

Company: Company Name

From: Name Surname

Date: 00 August 2005

Pages: 01

Subject: Lorem ipsum dolor

Fax No: 000 0000 0000

Fax No: 000 0000 0000

Tel No: 000 0000 0000

Email: Name@shire.com
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Microsoft© Word template documents
have been created and are installed 
on all Shire computers.

Shire templates are available in both
Rest of World and North American
formats, depending on office location.

Shire’s standard fax format is Arial 11pt
for body text and the layout should
follow the example shown.

Pre-printed stationery is available in all
Shire locations.

4.3 
Fax Template
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Address
City
County/State
Zip/Post code
Country
Tel +012 3456 7890
Fax +012 3456 7890
www.shire.com

Vivamus semper purus ac pretium volutpat mauris tellus iaculis sem sed bibendum dui purus 

in wisi. Aliquam vel tellus. Quisque id tortor. Fusce arcu elit congue quis rhoncus vitae porta 

venenatis neque. Mauris tristique leo non tempor tristique purus elit faucibus diam condi 

mentum mauris tellus sed odio. Fusce nulla urna laoreet in malesuada eu vehicula at metus. 

Vivamus viverra tellus sed velit. Curabitur venenatis sollicitudin magna. Proin eget massa vel 

lorem eleifend scelerisque. Quisque ante quam volutpat quis pulvinar quis molestie id enim. 

Fusce sit amet felis. Praesent id tellus. Vivamus vulputate dictum mauris. Phasellus lacinia 

laoreet mauris. Vestibulum dictum. 

Sed rutrum quam sit amet egestas lobortis risus ipsum tincidunt mi ut vulputate tellus eu 

ipsum. Donec justo. Mauris commodo justo vitae erat. Duis ornare magna et ligula. Praesent 

orci sem ornare fermentum accumsan ac rhoncus at lorem. Integer neque mauris eleifend 

ac lacinia a egestas quis est. 

Proin elit. Sed et metus vel purus viverra dignissim. Pellentesque tincidunt molestie nulla. 

Fusce eleifend leo sed accumsan tempus eros eros elementum dolor ac bibendum nibh non 

purus. Aliquam vehicula dui eget bibendum scelerisque wisi dui pretium purus in fringilla 

ligula risus sed nulla. Quisque lectus sem vestibulum vitae facilisis ut laoreet sit amet massa. 

Suspendisse sit amet velit. 

Aliquam est massa convallis a rutrum quis faucibus et risus. Aliquam erat volutpat. Donecac 

nisl. Nullam wisi mauris fringilla facilisis varius in luctus eget nibh. Nulla ac justo. Sed arcu. 

Ut purus eros viverra at vehicula eu ullamcorper et eros. Pellentesque tellus leo congue sit 

amet porta a gravida a neque. Class aptent taciti sociosqu ad litora torquent per conubia 

nostra per inceptos hymenaeos. Nam aliquam auctor justo. Vestibulum massa nunc luctus 

sit amet facilisis elementum accumsan at ligula. Vestibulum magna leo molestie a convallis 

a pellentesque vitae nisl. Phasellus vel leo.

Memo

To: Name Surname

Company: Company Name

From: Name Surname

Date: 00 August 2005

Subject: Lorem ipsum dolor

Fax No: 000 0000 0000

Fax No: 000 0000 0000

Tel No: 000 0000 0000

Email: Name@shire.com
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Microsoft© Word template documents
have been created and are installed 
on all Shire computers.

Shire templates are available in both
Rest of World and North American
formats, depending on office location.

Shire’s standard fax format is Arial 11pt
for body text and the layout should
follow the example shown.

Pre-printed stationery is available in all
Shire locations.

4.4 
Memo Template
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A Microsoft© PowerPoint template
document has been created and is
installed on all Shire computers. 

The template is available in one color, 
as illustrated.

They have a clean and simple style,
designed to be easy and economical 
to use both in projected and printed
formats.

The basic slides will provide a good 
overall presentation guide which includes
typographic style, graph modules and
color palette.

This is the only template that should 
be used for any internal or external
presentation using PowerPoint.

4.5 
PowerPoint Slides
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5.0 
Trademarks 

5.1 Use of Trademarks
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The symbol ™ must only used in
connection with:
• unregistered trademarks, including

pending trademark applications; and
• trademarks not registered in 

the Principal Territories, where 
the relevant document is global. 

Trademarks licensed to Shire and 
Third party Trademarks
As a general rule, trademarks licensed to
Shire from third parties, and third party
trademarks identified in Shire documents
intended for external publication should
be referenced in accordance with these
guidelines, however, specific trademark
obligations under any relevant licence
should be investigated and considered.

Annual Reports and other Shire
documents filed with Companies House
or the SEC should contain a glossary 
of trademarks cited at the end of the
document. The glossary of trademarks
should be divided between Shire’s
trademarks and third party marks. 

Similarly, third party owners of product
trademarks referenced in Shire press
releases should be identified at the 
end of, or as a footnote to, Shire press
releases.

If you have any trademark questions or
queries please contact the appropriate
Legal Services department (depending
on the country) on the Email addresses
below: 
legalservicesUS@shire.com,
legalservicesUK@shire.com or
legalservicesCA@shire.com. 

Guidelines for the use of ® and ™ 
in Shire Publications 
Trademarks owned by Shire
When using the symbols ® or ™ 
the relevant symbol should appear 
in superscript after the first reference 
to the trademark in the document
(preferably in the heading), followed 
by the generic name of the product.
Subsequent references to the trademark 
should be in upper case only.

For example, ‘ELAPRASE® (idursulfase)’
and then ‘ELAPRASE.’

The symbol ® must only be used with
‘registered’ trademarks. The symbol ®
must not be used with trademark
applications or unregistered trademarks.
However, if the document is:
• designed for global release, the symbol

® may be used if the relevant mark 
is registered in the US, the EU 
(as a community trademark) or the 
UK (Principal Territories); or 

• specific to a particular country, the
symbol ® must only be used if the
relevant mark is registered in that
country, and if not, the symbol ™ 
must be used instead. 

For example, in a UK specific document
relating to FOSRENOL, the first 
reference to the mark will be
‘FOSRENOL® (lanthanum carbonate)’
and then ‘FOSRENOL’ as the mark 
is registered in the UK. If the mark 
was not registered in the UK or was 
still a pending UK application, the first
reference to the mark would be
‘FOSRENOL™ (lanthanum carbonate)’
and then ‘FOSRENOL.’

5.1 
Use of Trademarks

 




