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Foreword

The use of desktop publishing offers a freedom
of style for the individual. However, the
existence of variety in both style and quality of
presentation is detrimental in maintaining a
clear, cohesive and consistent company image.

This document sets mandatory desktop
publishing and presentation standards for
Transport for London (TfL) and the modes.

Its purpose is to achieve high quality and
consistency in the material produced by this
means. This will help to project the image of an
efficient, professional, well-run organisation.
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[ Basic elements

This section of the document gives guidance
on the basic elements that make up the
Transport for London (TfL) Desktop publishing
standard. The information covered includes
the use of the corporate typeface, roundels
and logotypes.

Further information can be found in design
standards available on the TfL website:
tfl.gov.uk/corporatedesign
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I.  Typography

New Johnston

The typeface of TfL is New Johnston, which
should be set in mixed upper and lower case.
New Johnston is the only typeface to be used
for corporate publications, posters, forms and
all other external facing material.

Arial may only be used on material printed to a
local laser printer, such as letters and memos.

Headings
These are set in New Johnston Medium mixed
upper and lower case.

Body text
Body text should be set in New Johnston
Book mixed upper and lower case.

Copyright

New Johnston is the exclusive property of TfL.
If you wish for an outside supplier to access
the typeface please direct them to the TfL
website: tfl.gov.uk/corporatedesign

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqgrstuvwxyz
1234567890£/.,():;

New Johnston Medium

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
1234567890£/.,"():;

New Johnston Book
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1.2 Typographic policy

In consultation with the Royal National

Institute for the Blind (RNIB), TfL has developed
a code of practice for setting type so that it is

legible to those with visual impairment.

The main directives of this policy is set out
as follows:

Text should always be set in mixed upper
and lower case (never all upper case - even
with headings)

The minimum point size for headings
and body copy is | 2pt

Text within a footer or header (such as
page numbers) should be no smaller
than |0pt

Text should always be ranged left
Do not use italics
Do not use drop caps

To emphasise a word, use a different
type weight

Ensure good, legible colour contrast
between text and background colour

Do not adjust the character spacing of
the font

Do not adjust line spacing (leading)

& 00

Do not indent the first line of a paragraph,
but use additional leading to achieve clear
separation of paragraphs

Bullet point indentations are allowed so
long as text follows the indent

Do not place text over an image unless the
area on which the text is to be placed is
flat and clear (such as a clear blue sky)

The use of terminology on all material
must comply with the TfL Editorial
standards tfl.gov.uk/corporatedesign



1.3 Roundels

Each transport mode has its own individual
roundel. The value of the roundel itself can
hardly be overestimated. It is one of the
world’s best known symbols and carries a
tremendous weight of goodwill. In order to
A

preserve its value, the rules in this document
for its reproduction and application must be
strictly adhered to.

The roundel displayed is determined by the
message being conveyed. Only one roundel
should ever be displayed.If the message
conveyed relates to more than one mode
within TfL then the all blue roundel,
representing multi-modal travel, is to be used

instead of the mode roundels.
Roundels are to be applied for by design
agencies only via the TfL website:
tfl.gov.uk/corporatedesign

DIAL-A-RIDE

©
©

STREETS

UNDERGROUND

&@D OO0

COACHES

OVERGROUND

TAXI-PRIVATE HIRE



1.4 Transport for London logotype

The ‘“Transport for London’ logotype is to
appear on all printed material, no matter which
modes’ roundel is displayed.

The standard position for the Transport for
London logotype is alongside the roundel

in the bottom right corner. No matter which
modes’ roundel is displayed, it is always the
“Transport for London’ logotype that is
displayed alongside it.

The cap height of the “Transport for
London’ logotype must always equal the
depth of the roundel bar. It is to be
displayed in New Johnston Medium, mixed
upper and lowercase.

It must be set in a single line and be ranged
to the left of the roundel.

In certain circumstances, such as stationery
and forms, where the roundel is positioned
in the top right corner, the Transport for
London logotype is displayed in the top left
hand corner.

On a standard A4 sheet such as a
letterhead, the TfL logotype appears in | | pt
New Johnston Book and is displayed in the
same colour as the roundel ring.

& 900
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1.5 MAYOR OF LONDON logotype

On all printed material, the Mayoral
endorsement should be displayed in a fixed
proportion to the roundel as shown.

Size

The capital letter height of the ‘"MAYOR OF
LONDON'’ logotype should measure the
same as the depth of the roundel bar. It is
to be displayed in New Johnston Bold, all
upper case.

When the roundel is less than 14mm wide,
then please contact TfL Corporate Design
for advice on sizing the ‘"MAYOR OF
LONDON'’ logotype.

MAYOR OF LONDON

Position
The capital letter height of the Mayor’s

endorsement should be aligned vertically with

the roundel. Horizontally, the minimum
distance between the Mayor’s endorsement
and the roundel is equal to half the width of

the roundel, measured across its bar. Ideally it

should be greater than this and the Mayor’s
endorsement should be ranged left with the
left hand margin of any layout.

Space constraints

Where horizontal space is tight, please
contact TfL Corporate Design for advice.

min 0.5x

& 00

Colour
The Mayor’s endorsement should appear in
Corporate blue.




1.6 Modal logotypes

The only modal logotypes that are to be
displayed on posters and publications are
listed here.

The logotype should always appear in the top
left of the layout.

| The standard position of the logotype is in
the top left of the layout.

2 On items such as stationery and forms,
the modal logotype sits just below the
Transport for London logotype. It is
vertically centred with the roundel

Transport for London
Docklands Light Railway
London Buses

London Dial-a-Ride
London Overground
London River Services
London Streets

London Tramlink
London Underground
Public Carriage Office

Victoria Coach Station

& 00

London Underground

sport for London
Public Carriage Office




.7 Colours <Y »)

Transport for London
London Underground London Buses Victoria Coach Station  London Overground

PANTONE®
485

London Dial-a-Ride Docklands Light Railway London River Services ~ London Streets

PANTONE®
326

Modal colours
This page identifies the corporate colour for
each mode within TfL.

PANTONE® M: 30 PANTONE®
130 Y: 100 158

PANTONE®
072

The colours refer to colour reproduction using
the Pantone Matching System and CMYK
process on coated or uncoated paper.

PANTONE® PANTONE® PANTONE® C:. 13
Purple 299 5635 Y: 18
K: 33

Public Carriage Office London Tramlink

PANTONE®
368

PANTONE®
2715




1.8 Rules boxes and tints

Rules, boxes and tints

These graphic devices may be used in
conjunction with type to increase the clarity
and legibility of written communication.

They can help to separate or highlight
individual words, titles or blocks of text, but
should be used sparingly and only when there
is a need to differentiate some titles or text
from others.

In the first instance, consider creating a
difference using type size or weight and clear
space as described earlier in this document.

If the end result cannot be achieved using
these, consider the use of rules, boxes or tints
as follows:-

Rules

These are useful in creating lists or simple
tables or to separate sections of text. When
selecting rule weights, make sure that the
thickness of the rule does not overwhelm the
type that it divides. If the rule is heavier than
the thickness of the strokes of the type, it is
likely to impair rather than improve legibility.

Wherever possible, set the width of
horizontal rules to the full measure of the
type that they divide to ensure that all such
rules are equal in length and produce a
regular appearance.

Similarly, if using vertical rules to separate
columns, make them all of an equal depth
whenever possible.

Make sure that there is sufficient space
between type and rules to accommodate
ascending or descending letters without them
touching or coming uncomfortably close to
each other.

Do not set the baseline of type along a rule.

& 00

Boxes
These are generally of two types; outline boxes
using rules and boxes created out of tints.

Avoid outline boxes wherever possible and use
either open horizontal or vertical rules or create
a tint box with no outline.

Do not create an outline rule around a tint box
as this will not improve differentiation or
clarity, but only over-complicate a layout.

Once again, ensure that there is sufficient
space between the edges of a box and any type
within it for good legibility to be maintained.



1.9 Charts and diagrams

Charts and diagrams are useful when they can
convey ideas or information in a simple and
direct form.

It is important to keep this in mind when
drawing charts or diagrams so that the detail
of the graphics does not obscure its meaning.
A simple table may convey meaning more
clearly than an elaborate diagram.

Always ensure that there is a balance
between graphic richness and clarity of
information when constructing a chart or
diagram. Adding patterns, fading tints or
three-dimensional effects may satisfy the
designer, but could obscure the facts that
need to be conveyed.

If using software programmes that convert
statistical information automatically into
graphic forms, make sure that the graphic
style offered is in keeping with Transport for
London’s aim of producing clear, simple and
direct communications.

Make sure that the style and scale of diagrams
in a document are consistent and that the
orientation of charts or diagrams is the same.
The reader should find it easy to make
comparisons between charts or diagrams.

Wherever possible, show clearly the values
represented by bars or segments of charts
so that the reader can understand them at
a glance.

Remember to label each chart or diagram so
that its purpose is clearly understood.

G&ZD OO0

Transport for London Performance
statistics for the year ending 2001
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.10 Imagery

TfL policy is to use photography to help
enhance a document. However, do not rely
on photography to be the only source of relief
from text. Also consider how you use white
space, headings and rules.

G&ZD OO0




I.11 Photographic policy

Photography very strongly determines the
look and feel of a publication and the ‘visual
voice of TfL.

Its selection is therefore very important, with
specific brand and technical requirements.

Technical requirements
* All photography must be owned by
TfL with full rights across all media

* All photography must be available
at 300dpi

* All photography must be reproducible at
A4 in size without loss of image quality

* Model sign-off forms must be used for all
people ‘actively engaged with the camera’

The content of the imagery is to reflect TfL's
brand values of being bold, honest, direct
and caring.

Images should therefore:
* Be closely cropped on the subject

* Be strongin colour
* Reflect the diversity of London’s population

¢ Reflect modern London rather than tourist
based London

Examples of downloadable photography which
meet all the above can be found on the TfL
website: tfl.gov.uk/corporatedesign
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2 Endorsement styles

The layouts that follow illustrate a range of
material produced by desktop publishing.
Items, such as letterheads, illustrate the
use of an overprinting template on a
pre-printed sheet.

Other examples show layouts designed
entirely on PCs. Some of these like fax sheets
and memos, are based on standard templates
that should be followed exactly.

Examples such as the newsletter are
recommended designs that should be
followed in principle, but which are adaptable
as each edition needs to appear fresh and
interesting, rather than exactly the same as its
predecessor. In these cases, fixed elements
such as the masthead should be presented
consistently, while the editorial part needs to
be more flexible in its layout.

& 00



2.1 A3 publication

Specification for print
Size 420 x 297 mm

A3 publications are to be in
landscape format only.

Please note all
measurements are in mm.

Mode logotype
New Johnston
Medium 27.5pt

Heading
New Johnston
Medium 40pt

Mayor of London
New Johnston
Bold | 7.5pt

G&ZD OO0

Transport for London
New Johnston
Medium |7.5pt

Roundel
Width: 30mm



2.2 A3 publication grid O D

30 | N N N 25 |

A3 corporate publications should always
be done in a landscape format and never
in portrait.

They are to work to the 4 column grid
shown here.

When printing facing pages, the outside
margin is 30mm and the inside margin
is 25mm.

Binding processes and the number of pages
within a document may require the inside

margin to be increased.

Please note all measurements are in mm.




2.3 A4 publication

Specification for print
Size 210 x 297 mm

A4 publications in
portrait format.

This version shows the white
banding at the foot of the cover
which helps give clarity to the
branding elements.

Please note all
measurements
are in mm.

G&ZD OO0

Mode logotype 13.5
New Johnston —
Medium 20pt

London Streets

Title
New Johnston
Medium 53pt

Heading goés here.

Transport for London
New Johnston

Medium [4pt
Mayor of London Roundel
New Johnston ~ 31.5 MAYOR OF LONDON fronsport forferdet ¥ | Width: 20mm

Bold |4pt - 10
| 20 hs5l
5




2.4 A4 publication grid

All A4 corporate publications done in a
portrait format are to work to the 2 column
grid shown here.

When printing facing pages, the outside
margin is 25mm and the inside margin
is 20mm.

Binding processes and the number of pages
within a document may require the inside

margin to be increased.

Please note all measurements are in mm.

| 25 |

F
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2.5 Individual report cover OD

|25 | 110 |

Template example Mode logotype I - "

Size 210 x 297 New Johnston : London Dial-a-Ride
Medium 20/20pt |

All report covers should

be based on the standards

shown here.

Please note all
measurements
are in mm.

Roundel
Width: 20mm
Colour: white

Mayor of London

New Johnston . MAYOR OF LONDON
Bold |4pt

Transport for London
New Johnston
— 10 Medium [4pt

Transport for London




2.6 Information folder O D

5
| 30 | [ 120 |15 |
Specification for print Mode logotype ;¢ h YL
Size 220 x 305 New Johnston — A
Medium 20pt
This size allows for g l
holding A4 documents.

London Streets

The pocket should have
a capacity of 5mm.

Londo®

= sureets

Mayor of London —
New Johnston 35|  maororiowoon  Transport for London memmm

Bold 14pt Address
New Johnston Book
Roundel 10/12pt
Width: 20mm Paragraph space: 6pt
Aligned left
Transport for London *Phone 12/18pt

New Johnston
Medium [4pt



2.7 Newsletter

Template example
Size 210 x 297

Newsletters must be set
using the this template
which can be adapted for
individual purposes.

Mode logotype

New Johnston
Medium 20pt

Masthead
New Johnston
Bold | I 7pt

Date and web
New Johnston
Light |5pt

Mayor of London

New Johnston
Bold 14pt

13.

28

6.5

31.5

151 42 | 4column grid - gutter width 4mm | 15 |

London Overground 22

ews

Feburary 10, 2007 www.tfl.gov.uk

Overground to get rollout
of Help points

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed diam
nonummy nibh euismod
tincidunt ut laoreet
dolore magna aliquam
erat volutpat. Ut wisi
enim ad veniam, quis
nostrud exerci tation
consequat.

Autem vel eum iriure
dolor in hendrerit in
vulputate velit esse
molestie consequat, vel
illum dolore eu feugiat
nulla facilisis at vero
eros et accumsan et
iusto odio dignissim qui - i

blandit praesent

luptatum zzril delenit mmUter Challenge
augue duis dolore te aliquip ex ea commodo Lorem ipsum dolor sit amet, consectetuer
feugait nulla facilisi. consequat lorum. adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat.

Lorem ipsum dolor sit Duis autem vel eum
amet, consectetuer iriure dolor in hendrerit
adipiscing elit, sed diam| in vulputate velit esse
nonummy nibh euismod  molestie consequat, vel

Focus on Croydon ‘ THINK city. Keys to ‘ Transport around ‘ Sporting strips for
Tramlink 2002 the electric car the world - Tokyo ‘the homeless

For queries about issues in this newsletter please contact John Smith 7000 0000 or Peter Jones 7000 0000

A
Transport for London  EYEEENT
i S

MAYOR OF LONDON

o

120 |
5

G&ZD OO0

Roundel
Width: 20mm

Transport for London
New Johnston
Medium [4pt



2.8 Ring binder cover O D

Template example Mode logotype

Size 300 x 250 New Johnston
Medium 20/20pt

All ring binder covers

should be based on the Title

standards shown here. New Johnston
Medium [3/I5pt

Roundel

Width: 20mm
Mayor of London Transport for London
New Johnston 38 MAYOR OF LONDON Transport for London @ New Johnston
Bold [4pt o 10 Medium [4pt

| 20 [15]
5



2.9 Ring binder spine

Template example Heading

Size 300 x 45 New Johnston
Medium 12/14pt

The spine width of ring

binders may vary. Note,

however that all ring binder

spines are to be based on

the standards shown here.

&@D OO0



2.10 Letterhead

Specification for print
Size: 210 x 297

The example opposite
shows the layout for
London River Services
pre-printed letterheads.
Artwork for print can be
obtained from TfL
Corporate Design.

Transport for London
New Johnston
Book | I pt

Mode logotype
New Johnston
Medium 20pt

Mayor of London
New Johnston
Bold [4pt

=

30

Trasport for London

London River Services

MAYOR OF LONDON

©

London River Services
Department name

First li ress
Second line address
London PO5T COD3

Phone 020 1234 5678
Fax 020 1234 5678
www.tfl.gov.uk

58

& 00

Roundel width: 2 mm

Business unit
New Johnston
Medium 10/ 2pt

Department and address
New Johnston

Book 10/12pt

Paragraph space: 10/18pt
*Phone no: 12/18pt

Legal
New Johnston
Book 8/9pt



2.11 Letter

All letters must be set using
the business unit letterhead
template and printed onto

pre-printed letterheads. The o
example opposite demonstrates 17
a London Streets letterhead

41

4|

Headings 15 —
Arial Bold 12/14pt —
Aligned left

Body copy

Arial Bold 12/14pt
Aligned left

Paragraph space: | line

Name Surname/
email/direct line
Arial 12/14pt
Aligned left

Job title
Arial Bold 12/14pt
Aligned left

Your ref: B/001
Our ref: A/O03

Client name

Company name

First line of address
Second line of address
Town or City name
County and PO5T COD3

01 January 2009

Dear name
Corporate identity guidelines

The first direct contact most outsiders have with Transport for London other than by
telephone, is when they receive a letter. Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto
odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait.

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit
in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at
vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait nulla facilisi.

Yours faithfully

Lplln_

Name Surname

Job Title

Email: name@streetmanagement.org.uk
Direct line: 020 1234 5678

Copy to: One Other

& 900



2.12 Letter continuation sheet

The continuation sheet is
also available as a
template. Continuation
sheets are not pre-printed
and the paper stock
should match that of the
letterhead sheet.

Please note all
measurements
are in mm.

20

21

Body copy

Arial 12/14pt
Paragraph space: | line
Aligned left

Name Surname/
email/direct line
Arial 12/14pt
Aligned left

Job title
Arial Bold 12/14pt
Aligned left

Page 2 of 2

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibheuismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim adminim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquipex ea commodo consequat.Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestieconsequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iustoodio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait.Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortisnis| ut
aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendreritin vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis atvero eros et accumsan et
iusto odio dignissim qui blandit praesent luptatum zzrildelenit augue duis dolore
te feugait nulla facilisi.Lorem ipsum dolor sit amet, consectetuer adipiscing elit,
sed diam nonummy nibheuismod tincidunt ut laoreet dolore magna aliquam
erat volutpat. Ut wisi enim adminim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquipex ea commodo consequat.Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit
lobortisnisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure
dolor in hendreritin vulputate velit esse molestie consequat, vel illum dolore eu
feugiat nulla facilisis atvero eros et accumsan et iusto odio dignissim qui
blandit praesent luptatum zzrildelenit augue duis dolore te feugait nulla facilisi.

Yours faithfully

Name Surname

Job Title

Email: name@tfl.gov.uk
Direct line: 020 1234 5678

Copy to: One Other

30

& 900



2.13 Fax header

Template example
Size 210 x 297

All faxes must be set
using the Transport for
London fax cover sheet
template and printed
directly from the desktop.

Please note all
measurements
are in mm.

Transport for
London

New Johnston
Book | 1/20pt

Mode logotype
New Johnston
Medium 20/20pt

Fax cover sheet
New Johnston
Book Bold |3pt

Subject title/
department

Arial Bold 12/14pt
Paragraph space: | line

Body text
Arial Bold 12/14pt
Paragraph space: | line

Name Surname/
email/direct line
Arial 12/14pt

Job title
Avrial Bold 12/14pt

50

30

70

Transport for London

London Buses

Fax cover sheet

To: [Recipient’s name]
Company: [Company name]
Fax no: [Fax number]

No of pages:  [No of pages]

Subject title

[Body text]

Name Surname

Job Title

Email: name@tfl.gov.uk
Direct line: 020 1234 5678

MAYOR OF LONDON

©

From: [Sender’'s name]
Return fax no: 000 0000 0000
Phone no: 000 0000 0000
Date: 1 January 2006

Business Unit
Department Name
First line address
Second line address
County POST COD3

s, PhoNE 0200000 0000

S9f/s Fax 0200000 0000

www.tfl.gov.uk

1121 |
5

& 900

Roundel
Width: 2 mm

Field headings
New Johnston
Book Bold 10/22pt

Field headings
information
Arial 12/22pt
Aligned left

Business Unit
Arial Bold 10/12pt

Department and address
Arial 10/12pt

Paragraph space: 10/18pt
* Phone no: 12/18pt

Legal (see individual
letterheads for details)
Arial 8/9pt

Mayor of London
New Johnston
Bold 14pt



2.14 Memo

Template example
Size 210 x 297

All memos must be set
using the Transport for
London memo template
and printed directly from
the desktop.

Please note all
measurements
are in mm.

For memo continuation
sheet please see
specifications for
letterhead continuation
sheet on page 2.12.

Transport for
London

New Johnston
Book | 1/20pt

Mode logotype
New Johnston
Medium 20/20pt

Subject title
Arial Bold 12/14pt
Paragraph space: | line

Body text
Arial Bold 12/14pt
Paragraph space: | line

Name Surname/
email/direct line
Arial 12/14pt

Job title
Avrial Bold 12/14pt

Mayor of London
New Johnston
Bold 14pt

Transport for London
25 Victoria Coach Station
- To: [Recipient’s name]

From: [Sender’s name]

Our ref: [Reference]

Yourref:  [Reference]

Phone: [Phone number]
75 Date: 1 January 2002

Subject title

[Body text]

Name Surname

Job Title

Email: name@tfl.gov.uk
P MAYOR OF LONDON

& 00

Roundel
Width: 2 mm

Field headings
New Johnston
Book Bold 10/22pt

Field headings
information
Arial 12/22pt
Aligned left

Business Unit
Arial Bold 10/12pt

Legal (see individual
letterheads for details)
Arial 8/9pt



2.15 Press release

Template example
Size 210 x 297

All press releases must
be set using the
Transport for London
press release template.

Please note all
measurements
are in mm.

Press release
New Johnston
Light 20pt
Colour: White

Transport for London
New Johnston

Book | 1/20pt
Colour: Pantone 485

London Overground
New Johnston
Medium 20/20pt
Colour: Pantone 072

No/date/page

New Johnston

Light 12/14pt
Paragraph space: | line

Title
Arial Bold 16/14pt
Paragraph space: 2 lines

Body text
Arial 12/20pt
Paragraph space: 2 lines

ol 20 |

o

52

Press release

Transpoprt for London e

No 122 Page 1 of 2
1 January 2002

Coach use on the increase

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi enim ad
veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea

commodo consequat.

Autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel
illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim
qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

ends

Name Surname

Job Title Press Office
Email: name@tfl.gov.uk First line address
Direct line: 020 1234 5678 Second line address

County POST COD3

Phone 000 0000 0000
Fax 000 0000 0000
MAYOR OF LONDON www.tfl.gov.uk

& 00

Roundel
Width: 2 mm
Colour: Pantone 072

Press office
New Johnston
Medium 10/12pt

Address

New Johnston

Book 10/12pt

Paragraph space: 10/18pt
Aligned left

* Phone no: |2pt
Colour: Pantone 072

Mayor of London
New Johnston Bold [4pt






2.17 Organisational notice

Template example
Size 210 x 297

All organisational
notices must be set
using the Transport for
London organisational
notice template.

Please note all
measurements
are in mm.

Organisational
notice

New Johnston
Light 20pt

Transport for
London

New Johnston
Medium 20/20pt

From:

Arial Bold 12/14pt
Paragraph space:
2 lines

Title

Arial Bold 16/14pt
Paragraph space:

| line

Sub heading

Arial Bold 12/14pt
Paragraph space:
2 lines

Body text
Arial 12/14pt

Paragraph space: | line

Transport for London

From: Name, Director of Communications and Public Affairs.

Organisational notice TfL 010

Date issued: 1 January 2002
For more information contact: Name 000 0000 0000

MAYOR OF LONDON

=Y
o

\ 52

Organisational notice

©

Appointment of Interim General Manager, Marketing Communications and

The first direct contact most outsiders have with Transport for London other than by
telephone, is when they receive a letter. Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna
aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto
odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait.

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nis| ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit
in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at
vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait nulla facilisi.

Issuedby:
Employee Communications
Fublic Affairs

Phone000 00000000
Fac000 00000000
www.t .gov.uk

Lonns WY

Roundel
Width: 2 mm
Colour: Pantone 072

Date issued
Arial Bold 12/14pt

Employee Comms
Arial Bold 10/12pt
Aligned left

Department & fax

Arial 10/12pt

Paragraph space: 10/18pt
Aligned left

* Phone no: |2pt

Mayor of London
New Johnston Bold [4pt
Colour: Pantone 072



2.18 Organisational notice continuation sheet O D

Template example Organisational Page
Size 210 x 297 notice 20 Arial |2pt
New Johnston Organisational notice Page 2 of 2 Aligned right
All organisational Light 20pt 30 Colour: Black
notices mu St be Set - The first direct contact most outsiders have with Transport for London other than by
telephone, is when they receive a letter. Lorem ipsum dolor sit amet, consectetuer
using the Transport for Body text Slchng o, s e ronuniTy bt s ot ore! e meore
. . . ullamcorper suscipit I-obonis nisl ut aliquip ex ea com’modo consequat.
LO n'don ° rga ni SatIO nal Arl al I 2/2 Opt Duis autem vel‘eum iriure dolor in hendrerit in .v'uI‘putate velit esse molestie )
notice template. Paragraph space: St digmsim qul it pracsent uptatum s21l Geent Sugue duls dclere 6 03B
I l_ine Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit
Plea se note a l.l. in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at

vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril
delenit augue duis dolore te feugait nulla facilisi.

measurements
are in mm.



2.19 Fact sheet

Template example
Size 210 x 297

All fact sheets must
be set using the
Transport for London
fact sheet template.

Continuation sheets are
as shown on page 2.18.

Please note all
measurements are
in mm.

ol 20 | \ 52
Fact sheet s

New Johnston

Light 20pt
Business Unit -e-
30

Pagel of 2

Transport for
London

New Johnston
Book | |/20pt Facts concerning rail use in 2002

The first direct contact most outsiders have with Transport for London other than by
telephone, is when they receive a letter. Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna

aliquam erat volutpat. Ut wisi enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

Mode logotype
New Johnston
Medium 20/20pt

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto
odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait.
Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in hendrerit
in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at
Page vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril

delenit augue duis dolore te feugait nulla facilisi.
Arial 12/14pt
Paragraph space:
2 lines

Title

Arial Bold 16/14pt
Paragraph space:

[ line

TfL Communications

First line address
Second line address
County POST COD3

BOdy teXt Phone 000 0000 0000
Arial 12/1 4pt MAYOR OF LONDON g
Paragraph space:

[ line

=

& 00

Roundel
Width: 2 mm
Colour: Pantone 072

TfL Comms
Arial Bold 10/12pt
Aligned left

Address

Arial 10/12pt

Paragraph space: 10/18pt
Aligned left

* Phone no: | 2pt

Mayor of London
New Johnston Bold [4pt
Colour: Pantone 072



2.20 Forms

& 00

15 | 15 |

Template example
Size 210 x 297

With forms leading
must always be at
least the same point
size as the text.

Always allow enough
line space for forms
to be written on.

Please note all
measurements
are in mm.

Transport for
London

New Johnston
Book | 1/20pt

Mode logotype
New Johnston
Medium 20/20pt

Main Heading
New Johnston
Medium 18/22pt

Sub-Heading
New Johnston
Medium 15/22pt

Body copy
New Johnston
Book 12/22pt

Body copy headings

New Johnston
Medium 12/22pt

Mayor of London
New Johnston
Bold 14pt

o

Transport for London
London Underground e

Inability to pay fare(s)

To be completed by Station Supervisor
You arrived at station on (DD) /MM) /YY) at hrs

and were unable to pay the fare(s) described below.

Customer details

Surname (Mr/Mrs/Miss/Ms*): First namels):

Private address:

Postcode:

Age if under 18 if over 18 insert ‘over 18’):

How verified? NCC/local (details):

Journey details

From: To: Journey value: £

Reason given for inability to pay

Remarks made by customer (include details of any ticket(s) held):

Police crime reference number:

Reporting staff details

Surname: First name(s):
Position: Employee no.
Signature:

Customer declaration and signature
I verify that all information is correct and that | am liable for the journey value indicated

above. | also understand that if the amount shown is not paid within 21 days of the journey
date, | will be liable to an administration charge of £15.00 in addition to the journey value.

Customer signature:

Please return this form and your payment to: Debt Management, Transport for London Limited,
Inability To Pay Section, Castor Lane, Poplar, London E[4 ODX.

Payment may be made by cheque or Postal Order, payable to ‘Transport for London’

and clearly write your full name and address on the reverse.

Warning! Failure to make payment may result in legal action being taken.

Distribution White: Customer copy/Yellow: CSC copy/Pink: Station copy

MAYOR OF LONDON

Roundel
Width: 2 mm
Colour: Pantone 072



2.21 Staff badges

Template example
Size 70 x 41

All Transport for London
staff badges must be
designed to fit into the
standard holders.

A Standard name badge to
be used by all modes
except London
Underground

B London Underground
name badge

C Name badge style
for Underground staff
wishing to show
linguistic capabilities

D East Thames Buses
name badge

Please note all
measurements are in mm.

Mode logotype
New Johnston
Medium [ I/12pt

Name

New Johnston
Medium [4/14pt

* Please note that
if the name exceeds
24 characters the
point size can be
reduced.

Job Title/
Department
New Johnston
Book 12/14pt

Roundel
Width: [4mm

12
13.5
5
19

9
5
45

4.5

3

5]

5]

Transport for London e

Name Surname
Job Title/Department

y 3
UNDERGROUND
W

Name Surname

Job Title/Department Name

Mo gbo ede yoruba
Naongea Kiswahili
Eu falo portugués

& 00

—
UNDERGROUND
20.5 -

_ Name Surname
Job Title/Department Name

e sl

East Thames Buses
East Thames Buses

Name Surname
Job Title/Department Name



2.22 PowerPoint presentations

PowerPoint presentations should be based on
the approved styles illustrated on the
following pages.

PowerPoint templates are available from TfL
Corporate Design.

When designing presentations, remember the
qualities that need to be communicated to
our audiences; clear and simple, direct,
modern, open and professional.

To achieve this, plan your presentations so
that the information to be conveyed flows

logically and clearly from one screen to the
next. Use section divider screens to signal

changes of subject or direction.

Illustrations or charts can enrich a
presentation and provide a change of pace to
maintain the viewers’ interest.

Limit the amount of information that you
display on a single screen so that it is
presented clearly and legibly. If you have ten

bullet points to display, it is better to split
them onto two or three screens where they
can be seen clearly and legibly than to try to
cram them all onto one screen.

When using photographs or illustrations,
ensure that they are in keeping with the
qualities described above.

& 00



2.23 PowerPoint presentations template | O D

Spction braak Eiths hane

Transport
for London

The standard TfL template is as above

Landan
Dial-a-Ride

London
Tramlink

Mode templates have a different opening branding slide



2.24 PowerPoint presentations template 2 O O

Heading goes her

v By comy goes b
Transport Presaniation tithe hare * sy vy i e Section break thie hene Higov.uk
for London Frasinms's rame [ T e———

- By sapy gies hae
« Bady copy gosa ham

London Victorla Lendon Dockiands Londen
Buses Coach Stathon Dial-a-Ride Light Raitway Overground
e
London River Lendon Public Carrlage Landon
Services % Streets Office #?:r:‘l)i:k Undergreund




For further information:

These standards intend to outline basic
principles and therefore cannot cover every
application or eventuality.

In case of difficulty or doubt as to the
correctness in the application of these

standards, please contact TfL Corporate Design.

Telephone: 020 7126 4462
Internal extension: 64462
Email: corporatedesign@tfl.gov.uk

All TfL corporate design standards are available

from the TfL internet site.
tfl.gov.uk/corporatedesign

Issue 4, January 2009

© Transport for London
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