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SOLID BLACK

The solid black media wall banner is always on a 
100% solid orange (0C 60M 100Y 0K) background. 

MEDIA WALL BANNER
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MEDIA WALL BANNER GUIDELINE

In preparation of designing a media wall banner, 
begin with the DPWI and EPWP joint logo. Create 
one full strip with three sets of the joint logo 
separated by a distance equivalent to the height 
of the logos or 11.6x. Proportionately extend this 
strip across the width of the page size. The logo 
strip must have a clearance from the left and right 
edge of the page by a distance of at least equivalent 
to the height of the logos or 11.6x. Proceed to 
duplicate the strip vertically. Allow each alternating 
strip begin with the EPWP logo on left and end with 
DPWI logo on right. Duplicate the strips as many 
times as the page height allows, provided that the 
top strip has a clearance from the top edge of the 
page by a distance at least equivalent to the height 
of the logos or 11.6x. 

Page margin is equivelant to 
height of logos or 11.6x

Logo strips are seperated by the height 
equivelant to one logo strip or 11.6x

The joint logo set is 
seperated by a distance of 
equivelant to the height of 

one logo or 11.6x

One logo strip comprises three sets of the joint logo extended to the page margin on the left and right hand side. 
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STATIONERY

In preparation of design the A4 letterhead, the 
guidelines for calculations of margins and logo sizes 
are the same as specified under ‘POSITIONING: 
PORTRAIT GRID’. However, the logos are place in 
the top branding zone which is equivalent in height 
to the bottom branding zone. The bottom branding 
zone is reserved for footer copy. 

PAGE MARGIN: 1/33 of page height

Equivalent to PAGE MARGIN: 1/33 of page height

Equivalent to PAGE MARGIN: 1/33 of page height

PAGE MARGIN: 1/33 of page height
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LOGOS: 1/15 of page height

FOOTER: The area for the footer is always 1/15 of page 
height. Font is Arial Regular, size is 8pt and leading is 
10pt. Alignment is centered. Font colour is 100% black.

A4 LETTERHEAD

Deles sequi sanda vella dia net volorem porenderio corum harum laborro mil ea quibus, el ipsumquam facepud ipsunto maioris eum 
ne debit liciis sam que illicillest expeliquia doluptatium es et omnimilis res vollandi ut exerum illiqui aliqui quaecus, solorit facide corupic 
abores qui solum dolore nihitatatem aut esto estet omnis nis eatio. Nem estis modipit ea atest fugiate option parum dolorumquias elibus 

ex exeribus. Netusamet molut alignih icitiusamusa corerferum estio dolupta commoluptium si ium que volor rem quaectacide corupic 
abores qui solum dole nditio odi conemptam non consequ atecaeserum iducim el ipsant offictati tendi odis nus, odit qui con rehene eatur.
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STATIONERY

The complimentary slip is always a total size of 
210mm x 99mm landscape or DL landscape. 
Because the complimentary slip is an adaption 
of the A4 letterhead and part of the stationery 
set, it does not conform with ‘POSITIONING: 
LANDSCAPE GRID’. Essentially, the complimentary 
slip is an extraction of the top third of the A4 
letterhead. 

The ratios vary, but the metric sizes are equal to the 
A4 letterhead (e.g. the page margin is 9mm).

Equivalent to PAGE MARGIN: 1/11 of page height

PAGE MARGIN: 1/11 of page height
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LOGOS: 2/9 of page height

COMPLIMENTARY SLIP
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STATIONERY

The business card is always a total size of 90mm 
x 50mm landscape. Because the business card is 
part of the stationery set, it does not conform 
to ‘POSITIONING: LANDSCAPE GRID’.  The 
background of the back of the business card is 100% 
solid orange 0K 60M 100Y 0K.

BUSINESS CARD FULL COLOUR

NAME SURNAME
Title First Line
Title Second Line

Postal address: Private Bag X65, Pretoria, 0001 
Physical address: CGO Building, C/O Church & Bosman Street, Pretoria
Tel: (000) 000 0000 • Fax: (000) 000 0000 • Cell: 000 000 0000  
e-mail: namesurname@dpw.gov.za • www.epwp.co.za

Postal address: Private Bag X65, Pretoria, 0001 
Physical address: CGO Building, C/O Church & Bosman Street, Pretoria
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STATIONERY

The page margin of the business card is 1/10 of the 
page height (or 5mm) on all four edges.

BUSINESS CARD GRID

NAME SURNAME
Title First Line
Title Second Line

Postal address: Private Bag X65, Pretoria, 0001 
Physical address: CGO Building, C/O Church & Bosman Street, Pretoria
Tel: (000) 000 0000 • Fax: (000) 000 0000 • Cell: 000 000 0000  
e-mail: namesurname@dpw.gov.za • www.epwp.co.za

Postal address: Private Bag X65, Pretoria, 0001 
Physical address: CGO Building, C/O Church & Bosman Street, Pretoria
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Equivalent to PAGE MARGIN: 1/10 of page height

Equivalent to PAGE MARGIN: 1/10 of page height

PAGE MARGIN: 1/10 of page height

PAGE MARGIN: 1/10 of page height
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PAGE MARGIN: 1/10 of page height

PAGE MARGIN: 1/10 of page height

LOGO: 2/10 of page height and 
displayed in full colour

LOGO: 2/10 of page height and 
displayed in 100% solid black
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All copy apprearing on the front of the business card 
is displayed in Arial Regular, font size 7pt, leading 8pt 
and 100% solid black. Only the the name is in Arial Bold 
and all caps. Title and contact details are seperated by 
a single space.

All copy apprearing on the back of the business card is displayed in 
Arial Regular, font size 7pt, leading 8pt and 100% solid black. The 
background of the entire back of the business card is 100% solid 
orange (0C 60M 100Y 0K)
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STATIONERY

The three most commonly required envelope 
sizes are displayed here in full colour, namely C4, 
C5 and DL. The positioning of the logos on the 
envelopes deviates from the general corporate 
identity. The DPWI always appears top left and the 
EPWP logo always appears bottom right. This is to 
accommodate a stamp in the top right area. Some 
envelopes have windows and some not, however, 
these guidelines can be used for either.

ENVELOPE SET FULL COLOUR

C5

DL

C4



45DPWI & EPWP  |  CORPORATE IDENTITY MANUAL
Version 1.0  |  May 2021

STATIONERY

The closed size of a C4 envelope is 324mm x 
229mm portrait and is designed to accommodate 
A4 sized documents. When setting up artwork for 
a C4 envelope, the guidelines for calculations of 
margins and logo sizes are the same as specified 
under ‘POSITIONING: PORTRAIT GRID’

C4 ENVELOPE GRID

PAGE MARGIN: 1/33 of page height

Equivalent to PAGE MARGIN: 1/33 of page height

Equivalent to PAGE MARGIN: 1/33 of page height

PAGE MARGIN: 1/33 of page height

LOGO: 1/15 of page height

LOGO: 1/15 of page height
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STATIONERY

The closed size of a C5 envelope is 229mm x 
162mm landscape and is designed to accommodate 
A5 sized documents. When setting up artwork for 
a C5 envelope, the guidelines for calculations of 
margins and logo sizes are the same as specified 
under ‘POSITIONING: LANDSCAPE GRID’

C5 ENVELOPE GRID

PAGE MARGIN: 1/20 of page height

Equivalent to PAGE MARGIN: 1/20 of page height

Equivalent to PAGE MARGIN: 1/20 of page height

PAGE MARGIN: 1/20 of page height

LOGO: 1/10 of page height

LOGO: 1/10 of page height
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STATIONERY

The closed size of a DL envelope is 220mm x 
110mm landscape and is designed to accommodate 
DL (210mm x 99mm) sized documents or A4s 
folded to a 210mm x 99mm size. When setting 
up artwork for a DL envelope, the guidelines for 
calculations of margins and logo sizes are not 
all the same as specified under ‘POSITIONING: 
LANDSCAPE GRID’. This is because of the 
particularly narrow shape of the DL envelope.

The height of the logos is 1/7 of the page height (or 
15.7mm in height).

DL ENVELOPE GRID

PAGE MARGIN: 1/20 of page height

Equivalent to PAGE MARGIN: 
1/20 of page height

Equivalent to PAGE MARGIN: 
1/20 of page height

PAGE MARGIN: 1/20 of page height

LOGO: 1/7 of page height

LOGO: 1/7 of page height
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STATIONERY

This an example of a full colour design of the 
outside of a folder that can accommodate A4 
sized documents.

FOLDER FULL COLOUR
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STATIONERY FOLDER GRID

PAGE MARGIN: 
1/20 of page height

Equivalent to PAGE MARGIN: 
1/20 of page height

PAGE MARGIN: 
1/20 of page height

LOGOS: 1/15 of page height
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EPWP ELEMENT LATERAL MARGIN: 
1/2 of page margin or 1/40 of page 

height from right edge

EPWP ELEMENT: 1/5 of 
page height
Note: this is the minumum 
height of the EPWP element. 
It may be extended higher, 
but never lower. It can only be 
used in 100% solid white or 
100% solid orange 
(0C 60M 100Y 0K)

The guidelines for calculations of margins and logo 
sizes as specified under ‘POSITIONING: PORTRAIT 
GRID’ must be applied to the closed facing page of 
a folder, particulalry when positioning the logos. 

In this display, the closed facing page of the folder is 
based on a dimension of 303mm x 215mm portrait. 
It is reasonably accepted that folder sizes will vary, 
but the most important principle to apply here 
is the positioning of the logos and branding zone 
on the closed facing page. The remainder of the 
artwork can be applied with creative discretion.

If the EPWP element is used, it must be at minimum 
height of 1/5 of page height. It may be extended 
higher, but never lower.
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This display demonstrates a full colour example 
of an A4 portrait certificate. Note that all copy 
presented here is purely for mock-up purposes. 

The EPWP Element, DPWI and EPWP logos 
must always be present on a certificate design as 
demonstrated here. The EPWP Element is always 
100% solid orange (0C 60K 100M 0K).

The remainder of the artwork and copy can be 
applied with creative discretion.

STATIONERY CERTIFICATE FULL COLOUR

GRADUATION CEREMONY
2020

CERTIFICATE 
OF COMPLETION

AWARDED TO

FOR ADVANCED PROJECT MANAGEMENT

15 APRIL 2020

Director-General
Department of Public Works and Infrastructure

Chief Executive Officer
Expanded Public Works Programme
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In preparation of the design of an A4 portrait 
certificate, the guidelines for calculations of margins 
and logo sizes are the same as specified under 
‘POSITIONING: PORTRAIT GRID’. 

PAGE MARGIN: 1/33 of page height

Equivalent to PAGE MARGIN: 1/33 of page height

EPWP ELEMENT: 1/6 of page height
Note: this is the minumum height of the EPWP ele-
ment. It may be extended higher, but never lower. 
The orange fill must always flood to the base of 
the artwork zone.

PAGE MARGIN: 1/33 of page height
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LOGOS: 1/15 of page height

EPWP ELEMENT LATERAL MARGIN: 
1/2 of page margin or 1/66 of page 

height from right edge

STATIONERY CERTIFICATE GRID

Director-General
Department of Public Works and Infrastructure

Chief Executive Officer
Expanded Public Works Programme

GRADUATION CEREMONY
2020

CERTIFICATE 
OF COMPLETION

AWARDED TO

FOR ADVANCED PROJECT MANAGEMENT

15 APRIL 2020
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An email signature is arguably the most viewed 
element of visual collateral for any brand. Email 
communication is the foundation of all work related 
communication. It is critical that email signature is 
applied consistently thtoughout the organisation.

This guideline sets out to assist representatives of 
the brand to apply their email signatures as simply 
and consistently as possible.

The signature’s design should be kept concise while 
providing the most important contact information. 
Include alternative business related contact field,
only if you have a unique role that requires this 
information and if the inclusion of such information 
is necessary.

Special email poster or information can be included 
as and when Government has a campaign or 
celebration. Staff members may not use any 
motivational phrases or other personal messaging 
on their email signatures. 

STATIONERY EMAIL SIGNATURE DISPLAY

Name Surname
Title: Sub-title
Department of Public Works and Infrastructure
Cell: 083 123 4567
Tel: 012 234 5678  Fax: 012 345 6789
Website: www.publicworks.gov.za/www.epwp.gov.za
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STATIONERY EMAIL SIGNATURE GUIDELINE

To whom it may concern,

Ucipid ea nimolor aliquiatium volorerro cus aut aut laccus, nulparc hillore repraec 
epediciis aruptatent fuaspel maximin eum net lacil maximo inu sda dendigni aut et, 
comnim derunt a consequas sollatiberit officiam, peditia cus dolorum voluptam nos 
nobis pra que corporum fuga. Et omnias dolo ducid est ut volum as eum endae. 

Kind regards,

Name Surname
Title: Sub-title
Department of Public Works and Infrastructure
Cell: 083 123 4567
Tel: 012 234 5678  Fax: 012 345 6789
Website: www.publicworks.gov.za/www.epwp.gov.za

Email signature is always 
left aligned in email body

The height of the logos is equal to the 
height of four lines of text in the copyA distance of one space with spacing set a 1.5 lines.

The font of the email is always Arial 
Regular and solid black.The size 
of the font in the email signature is 
always the same as the text in the 
body. Only the name is displayed in 
Arial Bold.

Emails and email signatures are always left aligned. 
The name marks the first line of the email signature. 
The email signature is always seperated by one 
space below the end of the email text. 

The DPWI and EPWP logos are always seperated 
by a distance of one space from the end of the text 
in the email signature.  The DPWI and EPWP logos 
are positioned according to their minimum distance 
apart. The height of the logos is equivalent to the 
height (or as close as possible) to four lines of text. 
in the email body.  

The font of the email is always Arial Regular and 
solid black. The size and style of the font in the email 
signature is always the same as the text in the body. 
Only the name is displayed in Arial Bold.

Although personal preferences may vary on font 
size for an email, it should never be more than 12 
points or less than 9 points. Spacing for all text must 
be set to 1.5 lines.
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APPAREL

Shirts are always white or orange.  The orange 
material must be matched as close to 0C 60M 
100Y 0K as possible. Items should resemble solid 
white or solid orange as far as possible.

The DPWI and EPWP logos are always full colour 
on white apparel. The DPWI and EPWP logo are 
always solid black on orange apparel. 

On front view display, the DPWI logo is always 
positioned on the left chest and the EPWP logo is 
always on the right chest. Partner logos may appear 
on sleeves. Partner logos must also always be in full 
colour on white apparel and solid black on orange 
apparel.

SHIRTS
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APPAREL

Overalls are always white or orange.  The orange 
material must be matched as close to 0C 60M 
100Y 0K as possible. Items should resemble solid 
white or solid orange as far as possible.

The DPWI and EPWP logos are always full colour 
on white apparel. The DPWI and EPWP logo are 
always solid black on orange apparel. 

On front view display, the DPWI logo is always 
positioned on the left chest and the EPWP logo is 
always on the right chest. Partner logos may appear 
on sleeves. Partner logos must also always be in full 
colour on white apparel and solid black on orange 
apparel.

OVERALLS
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APPAREL

Hard hats are always orange.  The orange material 
must be matched as close to 0C 60M 100Y 0K as 
possible. Hard hats should resemble solid orange as 
far as possible.

The DPWI and EPWP logo are always solid black 
on orange the orange hard hats. 

On front view display, the DPWI logo is always 
positioned on the left of the head and the EPWP 
logo is always on the right of the head. 

HARD HATS


