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For information and advice 
regarding these guidelines 
please contact:

Jo Gibbs
01293 586541
jogibbs@bandce.co.uk

B&CE Benefi t Schemes
Manor Royal, Crawley
West Sussex , RH10 9QP

© Copyright 2009.

mailto:jogibbs@bandce.co.uk
www.bandce.co.uk


Section 1.5

Common mistakes
It is important that the logo is always used 
consistently and correctly and never in a way which 
would damage the integrity of the design. 

Things to avoid

	 The logo should never be reproduced in a colour 
other than those recommended in Section 1.3

	 The logo should never be shown backwards or 
in mirror image 

	 The logo should never be shown rotated at an 
angle which means the letters ‘B&CE’ are not 
sitting on the horizontal

	 Never try to make the letters ‘B&CE’ different 
colours to each other

	 The logo should never be stretched horizontally 
or vertically or be rearranged

	 The logo should never be displayed with any 
‘special effects’ on the type, such as halos, 
drop-shadows or blur
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Section 2.0 – Colour

Section 2.0 – Colour:
	 2.1 Brand colour palette
	 2.2 Primary colour palette



Section 2.1

Brand colour palette
The B&CE palette colours have been carefully 
selected to complement each other. 

Our ‘brand’ colour is PMS 328 and should be 
considered for use whenever possible. However, 
on some applications other colours may be more 
suitable – see Section 2.2 Primary colour palette.

Tints of the palette colours are permitted but 
need to be carefully considered, particularly when 
applied to text. Typography should be clear and 
legible at all times.

Please note that CMYK and RGB breakdowns 
specified here should always be used and may not 
be the standard breakdown used by printers and 
software packages.

B&CE turquoise
PMS 328
C100 M0 Y56 K34
R0 G102 B102 
HEX #006666

Black White



Section 2.2

Primary colour palette
The B&CE palette colours have been carefully 
selected to complement each other. 

As a general rule, try to limit your selection to two 
or three colours per application.

Tints of the palette colours are permitted but 
need to be carefully considered, particularly when 
applied to text. Typography should be clear and 
legible at all times.

Please note that CMYK and RGB breakdowns 
specified here should always be used and may not 
be the standard breakdown used by printers and 
software packages.

B&CE burgundy
PMS 194
C0 M100 Y55 K44
R153 G51 B51 
HEX #993333

B&CE purple
PMS 260
C64 M100 Y0 K35
R102 G51 B102 
HEX #663366

B&CE green
PMS 347
C92 M0 Y84 K0
R0 G204 B102 
HEX #00CC66

B&CE dark cerise
PMS 227
C0 M100 Y0 K25
R153 G0 B102 
HEX #990066

B&CE violet
PMS Violet
C90 M95 Y0 K0
R51 G0 B153 
HEX #330099

B&CE emerald
PMS 364
C75 M0 Y92 K50
R51 G102 B51 
HEX #336633

B&CE burnt orange
PMS 1675
C0 M79 Y88 K35
R204 G102 B51 
HEX #CC6633

B&CE blue
PMS 294
C100 M72 Y0 K26
R0 G51 B102 
HEX #003366

B&CE dark ochre
PMS 105
C0 M7 Y100 K50
R153 G153 B51 
HEX #999933

B&CE yellow
PMS 137
C0 M43 Y100 K0
R255 G153 B51 
HEX #FF9933

B&CE lime
PMS 390
C26 M0 Y92 K5
R204 G255 B0
HEX #CCFF00

B&CE sky
PMS 646
C55 M24 Y0 K24
R102 G153 B204 
HEX #6699cc



Dedicated to the personal
and �nancial wellbeing of
everyone in construction

Building and Civil Engineering Holidays Scheme Management Limited.
Appointed representative of B & C E Insurance Limited and B & C E Financial Services 
Limited, which are authorised and regulated by the Financial Services Authority.

To help us improve our service, we may record your call.

Section 7.2

Examples – Business Card

Business card template:

Size: 85mm x 55mm.

Colours: Black and B&CE turquoise (PMS 328).

Text style: Ranged left.

Text: DIN Regular, 7pt on 9pt leading with 5pt 
spacing between address and contact details.

Person’s name: DIN Medium, 10pt on 10pt.

Logo appears at 15mm across.

All elements appear 5mm from edge of card.

Vision: 
DIN Regular, 19pt on 21pt leading.

Small print: 
DIN Regular, 5.35pt on 7pt leading.

Jo Gibbs
Communications Manager

Direct Line:	01293 586541 
Fax:	 01293 586549 
Mobile:	 07775 576398 
Email:	 JoGibbs@bandce.co.uk

Manor Royal, Crawley 
West Sussex, RH10 9QP

Tel: 08457 414142 or 01293 586790

www.bandce.co.uk



Section 7.3

Letters/Documents
Font: Arial.

Size: 11 (10 minimum where letters are copy heavy and 
space is restricted). 

Text style: Ranged left.

Margins should be set as follows: 
Left 2.5cm / Right 2.5cm / Top 1.3cm /Bottom 3.5cm.

Dos and Don’ts

Single line spacing should be used for the main body 
of your text. Double line spacing between paragraphs 
where appropriate.

To ensure that you leave enough room on the paper to 
fit in your sign off, department and if necessary a line 
for ‘enclosures’ and/or ‘copies to’, make sure that your 
basic letter does not extend beyond line 41. Two clear 
lines should be left after the finish of the letter and 
before ‘Yours sincerely’.

To sign off, use your full name. State your department or 
job title underneath your name in bold and underline.

Use a real person for the signatory (not Jane Matthews).

Use five spaces for your signature, unless by doing so 
would mean using a further sheet.

Indicate enclosures and note what they are.

Letter headings should never start with ‘RE:’

Don’t use bold sentences. Try not to use asterisks.

Your Ref: 789499	 (Line 1) Use Customer Number here

Our Ref: 1175/0109/SB	 (Line 2) Use letter reference/user initials here

Direct Telephone No: 01293 586680 	 (Line 3) Contact centre numbers can be used here

Email: johnbloggs@bandce.co.uk	 (Line 4) Company mailboxes can be used, eg info@bandce.co.uk

17 April 2008	 (Line 6)

Mr J Bloggs	 (Line 10)
Bloggs & Sons Limited
2 Up The Hill
Lane End
CRAWLEY
West Sussex
RH56 6PT

Dear Mr Bloggs or Dear Sir	 (Line 19)

Heading in bold, lower case and underlined	 (Line 21)

Margins should be set as follows:
Left 2.50cm	 Top 1.30cm
Right 2.50cm	 Bottom 3.50cm. 

Text should start on Line 23. But if you don’t use a heading your first paragraph should start 
on Line 21. Use Font Arial 11 throughout the letter. 

Letter headings should never start with RE:

Single line spacing should be used for the main body of your text. Double line spacing  
between paragraphs. 

To ensure that you leave enough room on the paper to fit in your sign off, department and if 
necessary a line for “enclosures” and/or “copies to”, make sure that your basic letter does not 
extend beyond line 41. Two clear lines should be left after the finish of the letter and before 
“Yours sincerely”.

The suggested closing paragraph is “If you need any further help, you can contact us on 
08457 414142 or 01293 586790 or visit our website at www.bandce.co.uk.”
	

Yours sincerely 
If using Dear Sir change Yours sincerely to Yours faithfully

Allow 5 spaces for your signature, unless by doing so would mean using a further sheet.

Mrs Thelma Black
Department or Job Title

Enclosures: 1000/0408 Employer Brochure

cc: William Bloggs, Bloggs & Sons Limited
______________________________________________________________________________________________________________________________

Building & Civil Engineering Holidays Scheme Management Limited, Manor Royal, Crawley, West Sussex, RH10 9QP
Tel 08457 414142 or 01293 586790  Fax 01293 586801  www.bandce.co.uk  

Registered in England No. 377361. To help us improve our service, we may record your call. Administrator of a holidays with pay scheme for the construction industry. Appointed representative of
B & C E Insurance Limited, which is a provider of life assurance, pensions and accident insurance, and is authorised and regulated by the Financial Services Authority.

Appointed representative of B & C E Financial Services Limited, which is a provider of personal pensions and is authorised and regulated by the Financial Services Authority.          01/09

Example not to scale

Please note due to differing technical 
specifications some system produced documents 
may not conform exactly to this standard.

If space for “enclosures” and/or “CC” are not 
required the basic letter can continue beyond line 
41 to 43 or 45.

Line 55 should be the last line to be printed on. 

If you need to continue onto page 2, use up to line 
52 and use line 55 to show the word “Continued”.  
On page 2, if possible, use lines 1, 2 and 3 to 
repeat information from lines 1, 2 and 6 above. 
Continue letter on line 9.  

Letter templates can be found in the “B&CE Company” 
tab in Word.



Section 7.4

Examples – Literature
Marketing are responsible for literature, 
advertising and the website. The examples shown 
are for reference only.

Examples not to scale



Section 7.5

Examples – PowerPoint
Examples shown are for reference only and 
are not to scale.

Type styles within the examples are:

Headings: Arial 24pt

Subheadings: Arial Bold 18pt

Text: Arial Bold 18pt

Examples not to scale

Presentation template can be found in 
the “B&CE Company” tab in PowerPoint.



Section 7.6

Examples – Advertising
Marketing are responsible for literature, 
advertising and the website. The examples shown 
are for reference only.

Examples not to scale

















Designed and produced by D4B (Design for Business Ltd)

www.d4b.co.uk

