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First Name Last Name
Title
Date
To First Name, Last Name
Official Correspondence
Dear First Name Last Name,
This template is designed to make it easy for you to create professional, brand-consistent letters that reflect the University of Rochester’s identity. 
Getting Started
Always Save As a new file before writing your letter. Keep this template untouched so it stays clean and consistent. 
Use this template for official University business only. 
The header and footer are protected to maintain our visual standards. Visit the University’s brand center at brand.rochester.edu to learn more. 
Use built-in Styles (UR Heading, UR Body) to keep formatting consistent. The standard, universally available font is Aptos 10.5 pt, color URochester Navy (#001E5F).
What You Can Edit
Adjust the header and footer, and then type in the main body area only. You may adjust spacing or paragraph breaks for readability.
DO NOT move the margins, header, footer, or logo.
DO NOT change colors and fonts. 
Accessibility
This template is intended for internal and print use only. For documents intended for digital distribution as a PDF, do not use the header and footer placements. Instead, place the logo and department name, contact (anything that is important) directly in the body of the document at the top (and bottom if needed).
Need Help?
Write to brand@rochester.edu with your questions and updates. Visit the University’s Brand Center for the latest digital templates and resources.
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