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To be global leader in development of professionals 

specialising in corporate governance.

To continuously develop high calibre professionals  

ensuring good corporate governance and effective 

management and to carry out proactive research  

and development activities for protection of interest  

of all stakeholders thus contributing to public good.

“Vision”

“Mission”



It takes a lot of courage to release the 
familiar and seemingly secure and to embrace the 
new. But in movement there is life and in change 
there is power. Change is a reflection of our inner 
growth and empowerment. In these changing times 
the profession of Company Secretaries has also 
changed and so a change in their brand image then, 
becomes imperative. 

One of the most valuable business assets that an 
institution has is its visual identity. Like all corporate 
resources, the visual identity too needs consistent 
attention and sustained nurturing to be able to show 
substantial results in brand equity.

There are certain beliefs, values and ideals unique 
to ICSI that make it an unparalleled success story. 
Its uniqueness and gigantic identity reflects a work 
culture that is conducive to achievements. A positive 
work ethos and an emerging image of an upright 
corporate citizen.

With a view to create a cohesive brand image for 
the profession of Company Secretaries, a new 
corporate identity program has been created with 
a new Logo-Masthead for The Institute of Company 
Secretaries of India (ICSI).

The new Logo and Masthead of ICSI & Logo for 
Members was unveiled by Shri M. Hamid Ansari, 
Hon’ble Vice President of India on 20th December 
2008 at Vigyan Bhawan, New Delhi, on the occasion 
of the “ICSI National Award for Excellence in 
Corporate Governance 2008” function.

The new Identity of The Institute of Company 
Secretaries of India (ICSI) stands for stability and 
integrity. The core of the new identity “Connecting 
for collective growth” is epitomized by four letters 
signifying a mature and multifaceted profession. 
The letters CS in the centre of the identity integrate 
to form an upward arrow embodying the Institutes’ 
vision of growth and excellence in corporate 
governance. Set in a deep blue colour, the bold  
and elegant Masthead lends it an air of authority 
and leadership.

P r e l u d e

The letters ‘CS’ to be used by the members as a prefix 
before their names; shares a direct and an umbilical 
relationship with the identity of the Institute.  
A compact unit in itself, with the central arrow of 
growth and excellence, it represents stability and 
integrity, which are the hallmarks of the profession.

Change always happens like a relay race 
and our job is to do our part of the race and then 
we pass it on, and then someone picks it up, and 
it keeps going and that is how it is. Logos are 
designed, but brands are built over a period of time 
with uniform use by all stakeholders. I request each 
stakeholder of the ICSI to do their part in building 
the brand image through consistent and uniform 
usage of the new identity.

I am pleased to introduce the new Visual Identity 
Program for the Institute. Prepared after extensive 
research, discussions and deliberations with various 
groups within & outside the organization and 
expertise of National Institute of Design (NID), this 
manual aims to provide guidelines on the use of 
standardized basic graphic elements of the Corporate 
Identity. The visuals are precise, simple and 
aesthetically appealing, in keeping with ICSI’s simple 
yet dynamic functioning.

I congratulate the ICSI Council, Shri N.K.Jain, 
Secretary & CEO, Directorate of Public Relations and 
Corporate Communication and all others who have 
been closely associated with this project. I also take 
this opportunity to urge TEAM ICSI to follow the 
guidelines provided in this manual and communicate 
on behalf of the Institute in a more cohesive and 
consistent manner projecting ICSI as a consistent, 
responsible and dynamic player in the realm of 
promoting Corporate Excellence.

With Best wishes and Season’s Greetings.

Dalta Hanumanta Raju 
President, ICSI 
may, 2009.
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Please Note >

The guidelines in this Graphic Standards Manual 

have been developed to significantly improve 

and standardise the visual presentation of ICSI’s 

external communications. It is for the use of 

employees responsible for communication or 

graphic designers. The content is specific and 

technical.

The manual lays down standard guidelines and 

practices for communications to be created 

by ICSI across their area of work, produced 

by employees or third party agencies. There 

are few rules but please take the time to read 

and understand how they work, and how they 

can be used together to ensure a cohesive 

brand identity. It’s crucial that the brand 

appears correctly and consistently in every 

communication. 

As a technical guide which is meant to 

instruct rather than inform, this manual does 

not explicitly follow all the guidelines for ICSI 

communication and publications. The colours 

as reproduced in this manual may not be 

accurate due to limitations of the printing 

process used. To match the colours during 

print production, please use the sample 

swatches provided.

whAT IS A vISuAl IdeNTITy?

Any organisation, big or small needs to have its own 
distinct visual identity in this communication era. 

On one hand, there is the tangible, physical, 
recordable appearance of the organisation, 
represented by the visual - shape & form, colour, 
typography and a general relationship of elements 
unique to the design of its visual identity. 

On the other hand, there is the intangible visible 
feel which associates with elusive ideas such as 
stability, networking, growth etc., as well as evokes 
emotions related to the nature of activities carried 
out by the organisation.

A Logo is only a part of the overall Corporate 
Identity. A visual symbol is designed but an identity 
is created by consistent use of the various design 
elements over a period of time across several 
applications related to the organisation. 

The visual identity representing the philosophy 
and mission of the organisation translates on to 
several planes of visual interface between the 
organisation and its target users. These include 
the basic stationary, business cards, Envelopes, 
promotional material such as brochures, flyers, 
advertisements, forms, in-house printed stationary 
such as vouchers and bills, environmental design 
such as interiors and signage systems, vehicles and 
uniforms exhibitions and all promotional material in 
the visual media. 

As the term visual identity implies, it serves as an 
identifying link with its target group. 
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Need for A vISuAl IdeNTITy

The identity of an organisation is like its personality. 
It is something that conveys through visuals, 
the distinctive character of the company and its 
activities. 

The visual identity performs certain vital 
functions for the organisation, both internally as well 
as externally. Within the organisation, the identity 
provides a common umbrella for its employees. It is 
a symbol for association and developing a feeling of 
camaraderie and of team spirit. This helps reinforce a 
group identity and loyalty towards the company.

For its public face, the visual identity is the most 
important and handy tool for an organisation. It is 
the one means of communication that can provide 
instant recognition in the public mind. It also 
establishes a distinct character that identifies the 
organisation and helps it stand out in a competitive 
information age. 

CoMPoNeNTS of A vISuAl IdeNTITy

The Visual Identity for any organisation broadly 
comprises of three critical components:
• the Logo
• the colour scheme
• type style (fonts)

The Logo – either a symbol, a wordmark; or 
a combination of both the Logo and the Logotype, 
gives a visual identity to the organisation. It embodies 
the intrinsic character of the organisation, its core 
values and the areas of operation. A consistent 
and undistorted use of the Logo across various 
applications lend the identity a distinctive image, 
powerful enough to be identified, recognised  and 
associated with the organisation. 

Colours are a vital factor in furthering the 
organisation’s image. Through consistent use of 
the same set of the colour palette across different 
mediums, the organisation can build up a very 
unique image in the public mind. 

The type style and the fonts used consistently 
reinforce the visual identity and help in maintaining  
a consistent image throughout all the communication 
materials produced by the organisation. 
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section I 
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the icsi identity:
Logo & Masthead
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ICSI IDENTITY
Logo / symboL

folder>other Communications 
>folder> for offSeT-SCreeN 
 file>010_ICSI_logo.cdr 
        010_ICSI_logo.ai 
 
>folder> for web-oN-SCreeN 
 file>010_ICSI_logo.jpg 
        010_ICSI_logo.png

 

Concept

The new Logo of the Institute stands for stability and 
integrity.  The core of the new identity “Connecting 
for collective growth” is epitomized by four letters        
signifying a mature and multifaceted profession.  The 
letters CS in the centre of the identity integrate to 
form an upward arrow embodying the Institute’s 
Vision of growth and excellence in corporate 
governance. The holistic perception of the identity 
reflects soft edges with a sharp interior.
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‘Connecting for a collective growth’ is the core of the 
Logo, visually depicted in the upward arrow formed 
by the letters, ‘C’ and ‘S’. The simple and elegant 
Masthead with bold fonts lends it an air of authority 
and stability. The holistic perception of the identity 
reflects soft edges with a sharp interior.

The symbol is graphically simple so it will function 
across all mediums-print, electronic, on screen, 
display and 3D applications without losing its impact. 
Proper use of the symbol-Logo is the cornerstone 
of the visual identity program. By following the 
guidelines outlined in this manual, the consistent 
application of the symbol will be ensured, as well as 
reinforced for an effective recall value.

ICSI IDENTITY
Logo / symboL
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ICSI IDENTITY
Logo + masthead

SyMbol/loGo

MASTheAd

SIGNATure

TAG lINe eNdorSeMeNT
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The new Logo of ICSI is a strong, 
bold and cohesive wordmark, where 
four different letters come together to 
create a complete picture. The Logo, 
set in deep blue colour represents a 
multifaceted professional with a high 
degree of integrity and stability. 

The Masthead has been strategically 
designed to complement the modern 
Logo. The Masthead has various 
components which are described here.

To ensure a consistent visual 
language and cohesive identity, the 
recommended configuration in which 
the Logo and Masthead should always 
be used, has also been specified. 

However, in exceptional cases, due to lack of space, 
the alternative configuration may be used. Please 
refer page 15 for alternative configurations.

ICSI IDENTITY
Logo + masthead
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ICSI IDENTITY
appropriate sizes

folder>other Communications 
>folder> for offSeT-SCreeN 
 file>01�_ICSI_logoMAST_Prefer.cdr 
        01�_ICSI_logoMAST_Prefer.ai 

>folder> for web-oN-SCreeN 
 file>01�_ICSI_web_logoMAST_Prefer.jpg         
01�_ICSI_web_logoMAST_Prefer.png

folder>other Communications 
>folder> for offSeT-SCreeN 
 file>01�_ICSI_logoMAST_AlTerNATe.cdr 
        01�_ICSI_logoMAST_AlTerNATe.ai 

>folder> for web-oN-SCreeN 
 file>01�_ICSI_web_logoMAST_AlTerNATe.jpg         
01�_ICSI_web_logoMAST_AlTerNATe.png

folder>other Communications 
>folder> for offSeT-SCreeN 
 file>01�_ICSI_logo_STrIP.cdr 
        01�_ICSI_logo_STrIP.ai 

>folder> for web-oN-SCreeN 
 file>01�_ICSI_web_logo_STrIP.jpg         
01�_ICSI_web_logo_STrIP.png
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<< �� MM wIdTh >>

<< 60 MM wIdTh >>

<< � MM heIGhT >>

The ICSI identity (the Logo and Masthead) has two versions; 
1) a standard, preferred version and the second, 2) vertical version.

SMAlleST PerMISSIble SIzeS

1) The preferred identity version can be sized down to a minimum 
width of 85 mm, as shown on this page. 
2) The alternate configuration, vertical version can be sized down to 
a minimum size of 65 mm.  

In case the identity of the Institute is to be used in a further 
smaller size, it is recommended to use only the Logo (without the 
Masthead), which has two alternatives, one with the strip and one 
without. These can be reduced to a size of 10 mm / 5 mm in height; 
as shown on this page. 

The measurement areas are also shown in the examples on this page.

<< 10 MM heIGhT >>

ICSI IDENTITY
appropriate sizes
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To ensure maximum visibility of the basic identifier
in any identity, it is very important that the Logo and 
the Masthead be used in such a manner that it gets it’s
due importance.

To ensure its integrity and visibility, the ICSI Logo 
and Masthead should be kept clear of competing 
text, images and graphics. It must be surrounded on 
all sides by an adequate clearspace—a space equal 
in size to twice the width of the alphabet H (in the 
Masthead), as shown on this page.

ICSI IDENTITY
safe zone / cLearance space
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ICSI IDENTITY
safe zone / cLearance space
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ICSI IDENTITY
coLour

Colour plays a very important role in establishing 
the visual identity in the conscious of people, and is 
chosen very carefully. 

PrIMAry houSe Colour

The house colour identified for The Institute of 
Company Secretaries of India is a deep blue (Pantone 
2758 M). This sobre colour evokes a high degree 
of maturity. The basic identity uses a single colour 
lending it a cutting-edge personality of integrity and 
high values. 

However, in situations where the house colour cannot 
be used due to limitations of reproduction processes, 
it is recommended to use the entire visual identity 
(Logo and the Masthead) in black colour as shown on 
this page.

for four Colour offSeT PrINTING
C 100. M 0�0. y 000. K 02�.

for SCreeN PrINTING  
ANd SPoT Colour offSeT
PANToNe 27��M

for webSITe  
ANd oN SCreeN APPlICATIoNS
r 001. G 0��. b 129

for SINGle Colour APPlICATIoNS
C 000. M 000. y 000. K 100.
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SeCoNdAry houSe ColourS

The identity (Logo and Masthead) can also be used 
reversed out from a background patch of house colour 
or black. Due to print production and communication 
limitations; some material produced by the Institute, 
such as newsletters etc; may use a secondary colour 
palette, in addition to the house colour. A set of 
secondary colour palette is also given on this page.

for four Colour offSeT PrINTING
C 027. M 062. y 0�6. K 013.

for webSITe  
ANd oN SCreeN APPlICATIoNS
r 169. G 10�. b 0��

for four Colour offSeT PrINTING
C 03�. M 033. y 100. K 00�.

for webSITe  
ANd oN SCreeN APPlICATIoNS 
r 169. G 1�1. b 0�0

for four Colour offSeT PrINTING
C 0�9. M 022. y 0�9. K 00�.

for webSITe  
ANd oN SCreeN APPlICATIoNS
r 11�. G 1��. b 077

for four Colour offSeT PrINTING
C 032. M 0�7. y 070. K 031.

for webSITe  
ANd oN SCreeN APPlICATIoNS
r 132. G 0�9. b 0�7

Please Note >

The colours as reproduced in 

this manual may not be accurate 

due to limitations of the printing 

process used. To match the colours 

during print production, please 

use the sample swatches (primary 

house colour) provided, or use the 

specifications mentioned.

ICSI IDENTITY
coLour
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ICSI IDENTITY
coLour

Possible use of house colours - primary 
and secondary in the signature.

When using the identity reversed out 
from any of the house colours, please 
ensure the minimum clearance space 
(as specified on page 17) is taken into 
consideration.

Against a white background, the 
identifier should always be used in the 
ICSI Blue or Black colour, following the 
safe zone.
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ICSI IDENTITY
coLour
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ICSI IDENTITY
typography

Like human beings, typography and fonts also have 
distinct visual characters. The selection of a house 
font is imperative for creating an exclusive and 
distinct identity of an organisation.

The Logo and Masthead have been designed and are 
accessible in the accompanying CD as image files. 
Please do not attempt to recreate these.

houSe foNT

For all other communication material such as basic 
stationery, newsletters, signage etc, please use 
the Frutiger Font Family (examples shown). The 
font, Times New Roman may be used for general 
correspondence (body of the letters). For web based 
applications, the Font Arial may be used instead  
of Frutiger.
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abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*(){}[]_+-,;:’?

abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*(){}[]_+-,;:’?

abcdefghijklmnopqrstuvwxyz
AbCdefGhIjKlMNoPqrSTuvwxyz
123��67�90 !@#$%^&*(){}[]_+-,;:’?

abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*(){}[]_+-,;:’?

abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*(){}[]_+-,;:’?

abcdefghijklmnopqrstuvwxyz
abcdefghijklmnopqrstuvwxyz
1234567890 !@#$%^&*(){}[]_+-,;:’?

frutiger lT Std �7 light Condensed

frutiger lT Std �� light

frutiger lT Std �� roman

frutiger lT Std 6� bold

Arial regular

Times New roman regular

ICSI IDENTITY
typography
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ICSI IDENTITY
incorrect usage - [ Logo/symboL ]

To maintain a cohesive singular image across all 
communication material, it is imperative to follow the 
guidelines in terms of proportion, type, and colour. 
The use of the identifier (Logo and Masthead) should 
be consistent and should not be distorted or changed 
in relative proportion, colour etc. 

A few examples are shown on this page which should 
not be done in any situation.

do NoT uSe ANy oTher 
Colour exCePT The 
SPeCIfIed houSe 
ColourS

do NoT Add AN ouTlINe 
To The loGo

do NoT MAKe The loGo 
hollow or oNly The 
ouTlINe

do NoT Add droP 
ShAdow To The loGo

do NoT roTATe 
The loGo

do NoT STreTCh 
The loGo

do NoT TAMPer wITh 
The SPACe beTweeN 
The eleMeNTS

do NoT STreTCh 
The loGo. uSe oNly The 
fIle ProvIded

do NoT KeeP The loGo IN 
A bouNdING box or Add A 
bouNdAry

do NoT uSe Two 
ColourS wIThIN 
The loGo

do NoT uSe ANy  
GrAdIeNT INSIde The 
loGo

do NoT uSe The loGo 
verTICAlly

do NoT do TheSe !

INCorreCT uSAGe of logo
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do NoT ChANGe The AlIGNMeNT or 
The relATIve ProPorTIoNS or The 
dISTANCe beTweeN The loGo ANd 
MASTheAd

The Logo and the Masthead have been designed with 
a purpose. It is very critical to maintain the same 
relative proportions and colours across applications 
to ensure a robust and consistent identity.

Please use the files which are provided in the 
accompanying CD. Please do not attempt to recreate 
the Logo and the Masthead. A few examples are 
shown on this and the following pages, which should 
not be done in any situation or for any kind of 

ICSI IDENTITY
incorrect usage - [ Logo-masthead ]

do NoT ATTeMPT To reCreATe 
The loGo or  
The MASTheAd
!! AlwAyS uSe The fIleS 
ProvIded IN The Cd !!

do NoT ChANGe The AlIGNMeNT or 
The relATIve ProPorTIoNS or The 
dISTANCe beTweeN The loGo ANd 
MASTheAd

do NoT ChANGe The AlIGNMeNT or 
The relATIve ProPorTIoNS or The 
dISTANCe beTweeN The loGo ANd 
MASTheAd

do NoT ChANGe The foNTS / 
reCreATe The MASTheAd !
uSe oNly The fIleS ProvIded
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do NoT MAKe The loGo ANd 
MASTheAd hollow

do NoT GIve GrAdIeNT To ANy 
eleMeNT of The loGo ANd 
MASTheAd

do NoT Add droP ShAdow To 
The loGo ANd MASTheAd IN ANy 
APPlICATIoN/CoNTexT of uSe.

do NoT Add A bouNdING box or 
fIT The loGo ANd MASTheAd IN A 
box.

do NoT Add ouTlINe of ANy 
Colour To The loGo ANd 
MASTheAd

do NoT ChANGe The ColourS or 
uSe ANy uNSPeCIfIed ColourS for 
ANy eleMeNTS of The loGo ANd 
MASTheAd

ICSI IDENTITY
incorrect usage - [ Logo-masthead ]

do NoT do TheSe !

AlwAyS uSe The 

fIleS ProvIded
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do NoT uSe The houSe Colour 
loGo ANd MASTheAd AGAINST 
dArK bACKGrouNdS

do NoT uSe The houSe Colour 
loGo ANd MASTheAd AGAINST 
buSy IMAGeS

do NoT uSe The houSe Colour 
loGo ANd MASTheAd AGAINST ANy 
KINd of TexTure

do NoT roTATe The loGo ANd 
MASTheAd

do NoT STreTCh or CoMPreSS The 
loGo ANd MASTheAd! AlwAyS uSe 
The fIleS SPeCIfIed ANd eNlArGe 
/ reduCe The SIze IN The CorreCT 
ProPorTIoNS

ICSI IDENTITY
incorrect usage - [ Logo-masthead ]

TheSe exAMPleS of INCorreCT 
uSe of The IdeNTIfIer Are AlSo 
APPlICAble To The AlTerNATe 
verSIoN (oN PAGe 1�/1�)
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section II 
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Logo for members
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The letters ‘CS’ to be used by the 
members as a prefix before their 
names; shares a direct and umbilical 
relationship with the identity of the 
Institute. A compact unit in itself, 
with the central arrow of growth and 
excellence, it represents stability and 
integrity, which are the hallmark of  
the profession.

Set in a sober deep blue colour;  
it represents a very confident and  
upright professional.

Logo for mEmbErS
concept

folder>other Communications 
file>030_CS_logo_for_Members.cdr 
       030_CS_logo_for_Members.ai    
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Logo for mEmbErS

appLication on visiting cards

umesh Prahlad vaidya

There could be three situations 
in which the prefix could be used 
by a member on their personal 
visiting cards:
1) the name is printed in black 
colour, in which case the prefix 
should also be printed in black.

2) the name uses a colour other 
than black, in which case the 
prefix should always be printed 
in the ICSI blue (pantone 2758 
M) as specified on page 18.

3) the visiting card has a darker 
background and the name is 
printed in white or any other 
lighter colour, in which case the 
prefix should always be printed 
in white colour.

In order to ensure maximum 
visibility and consistent 
applications, please ensure 
that the guidelines overleaf are 
followed.

umesh Prahlad vaidya
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umesh prahlad 

kamlesh m

Logo for mEmbErS
guideLines

The size of the prefix should be not 
less than 2.6 mm in height. In case 
the typography (the name) is smaller 
in height then it should be aligned on 
the baseline, as shown in first example 
above. In case the typography is larger, 
then the height of the prefix can be 
increased accordingly to match the 
same height as the lettering.  

The distance between the prefix and 
first letter of the name should be 
maintaned at half the width of the 
prefix, as shown in the above examples.

TyPe heIGhT 

GreATer ThAN 

2.6 MM, MAINTAIN 

SAMe heIGhT

TyPe heIGhT 

GreATer ThAN 

2.6 MM, MAINTAIN 

SAMe heIGhT

MAINTAIN dISTANCe equAl To 
hAlf The wIdTh of The PrefIx

MAINTAIN dISTANCe equAl To 
hAlf The wIdTh of The PrefIx

TyPe heIGhT 

SMAller ThAN 2.6 

MM, AlwAyS AlIGN 

To bASelINe

MAINTAIN dISTANCe equAl To 
hAlf The wIdTh of The PrefIx

umesh Prahlad vaidya
Company SeCretar y
99922 ��1�2
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Logo for mEmbErS
guideLines - [ incorrect usage ]

To maintain a cohesive singular image across all communication 
material, it is imperative to follow the guidelines in terms of 
proportion, colour and relative size. The use of the CS Logo for 
members on their individual stationery items should be consistent 
and should not be distorted or changed in relative proportion, 
colour etc. A few examples of incorrect usage are shown on this 
page. These should not be done under any circumstances.

do NoT do 

TheSe !

INCorreCT usage 

of The CS logo

do NoT STreTCh or 
CoMPreSS The wordMArK. 
AlwAyS uSed The ArTworK 
ProvIded 

do NoT eloNGATe The 
wordMArK. AlwAyS uSe The 
ArTworK ProvIded

do NoT eNCloSe The 
wordMArK IN ANy oTher forM. 
AlwAyS uSe The ArTworK 
ProvIded

do NoT eNCloSe The 
wordMArK IN ANy oTher forM. 
AlwAyS uSe The ArTworK 
ProvIded

do NoT uSe The wordMArK 
IN ANy oTher Colour 
CoMbINATIoN exCePT The oNeS 
whICh Are SPeCIfIed

do NoT ChANGe The dISTANCe 
beTweeN The wordMArK ANd 
The NAMe. AlwAyS uSe The 
SPeCIfIed dISTANCe
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Logo for mEmbErS
appLications - bumper sticker 

�”
 IN

 d
IA

M
eT

er
 

Se
lf

 A
d

h
eS

Iv
e 

ST
IC

Ke
rS

A bumper sticker for the vehicles of 
members of the Institute has also been 
designed. This is printed on self adhesive 
sticker and can be used on the front/rear 
windshield of the vehicle.

Actual size

folder>other Communications 
file>03�_CS_bumpersticker.cdr
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Logo for mEmbErS
appLications - bumper sticker
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section III 
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basic stationery
for the icsi

The designs of various stationery 
items shown in the following pages, 
demonstrate the set of guidelines 
establishing the visual language; and 
how to use the Logo-Masthead, address 
lines and other graphic elements. These 
are not the final design in terms of 
factual content. Please follow the design 
specifications in Section V and the files 
provided in the CD, to prepare individual 
pre-press files.
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baSIC STaTIoNErY
headquarter’s Letterhead

The letterhead of The Institute of Company Secretaries 
of India, is designed as a very simple yet elegant piece 
of print communication.

The Masthead is right up on the top centre in a 
significant position visually, with the address towards 
the bottom of the letterhead as a sign-off.

The graphic element of a blue strip on the top right 
edge, aligned with the Masthead, endorses the name 
of the Institute and lends dynamism to it. While a 
thin blue strip on the left edge also serves as position 
indicator for folding and filing punch.

recommended paper: 90 gsm supersunshine, white

printing: single colour offset / screen (with bleeds)

finished size: 210 mm x 285 mm

design specifications on page 100
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�0% of Actual size

baSIC STaTIoNErY
headquarter’s Letterhead

folder>letterheads 
file>039_ICSI_lh_hq.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4534 1000, 4150 4444  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.edu
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baSIC STaTIoNErY
continuation sheet

The continuation sheet for letterhead of The Institute 
of Company Secretaries of India, is designed as a very 
simple yet elegant piece of print communication.

It has been designed such that it can be printed in the 
same print run as the Headquarters letterhead using 
the same artwork/positive/plate.

recommended paper: 90 gsm supersunshine, white

printing: single colour offset / screen (with bleeds)

finished size: 210 mm x 285 mm

design specifications on page 100
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�0% of Actual size

baSIC STaTIoNErY
continuation sheet

folder>letterheads 
file>0�1_ICSI_Continuationsheet.cdr
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baSIC STaTIoNErY
noida office Letterhead

The letterhead for the Noida Office of The Institute 
of Company Secretaries of India, is based on the 
Headquarter’s letterhead, with specific identifiers 
added at appropriate place.

The identifier is given due importance by placing it 
adjacent to the Logo-Masthead towards the top of the 
letterhead.

The specific address line of the Noida Office is in a 
second colour just above the Headquarter’s address 
towards the bottom of the letterhead.

recommended paper: 90 gsm supersunshine, white

printing: two colour offset / screen (with bleeds) 

Pantone 2758 M and 100 % Black

finished size: 210 mm x 285 mm

design specifications on page 101
 



�3i c s i | graphic standards manual | ver 1.� | 2009 | 

�0% of Actual size

baSIC STaTIoNErY
noida office Letterhead

folder>letterheads 
file>0�3_ICSI_lh_NoIdA.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4534 1000, 4150 4444  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.edu

icsi-noida office C-37, Sector-62,  NOIDA (U.P.) 201 309
tel 0120- 4522 000,  fax +91-120-4264 443, 4264 445  email info@icsi.edu  
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baSIC STaTIoNErY
regionaL counciLs/icsi-ccgrt/chapters Letterhead

The letterhead for the Regional Councils, ICSI-CCGRT 
and Chapters of The Institute of Company Secretaries 
of India, is based on the Headquarters letterhead, with 
specific identifiers added at appropriate place.

The identifier is given due importance by placing it 
adjacent to the Logo-Masthead towards the top of the 
letterhead.

The specific address line of the Regional Council office 
is in a second colour just above the Headquarters 
address towards the bottom of the letterhead.

The letterheads shown on the following three pages 
are indicative only, and not necessarily correct in 
terms of the information. The letterheads for the 
Noida Office, ICSI-CCGRT, Regional Councils 
and ICSI Chapters, all follow the same design 
specifications.

recommended paper: 90 gsm supersunshine, white

printing: two colour offset/screen (with bleeds) 

Pantone 2758 M and 100% Black

finished size: 210 mm x 285 mm

design specifications on page 101
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�0% of Actual size

baSIC STaTIoNErY
regionaL counciLs Letterhead

folder>letterheads 
file>0��_ICSI_lh_regCouncil.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4534 1000, 4150 4444  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.edu
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�0% of Actual size

baSIC STaTIoNErY
icsi-ccgrt Letterhead

folder>letterheads 

ICSI -CeNTre for
CorPorATe
GoverNANCe
reSeArCh &
TrAINING

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4150 4444 , 4534 1000  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.

icsi-ccgrt Plot 101, Sector-15, Institutional Area, CBD Belapur, Navi Mumbai  400 614
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�0% of Actual size

baSIC STaTIoNErY
chapters Letterhead

folder>letterheads 
file>0�7_ICSI_lh_Chapter.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4534 1000, 4150 4444  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.edu
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baSIC STaTIoNErY
president’s Letterhead

The letterheads for the President and other senior 
officials of The Institute of Company Secretaries of 
India, is based on the Headquarter’s letterhead, with 
the specific name and designation identifiers added at 
appropriate place as indicated.

The letterhead shown on this page is indicative 
only, and not necessarily correct in terms of the 
information.

recommended paper: 90 gsm supersunshine, white

printing: single colour offset / screen (with bleeds)

finished size: 210 mm x 285 mm

design specifications on page 102
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�0% of Actual size

baSIC STaTIoNErY
president’s Letterhead

folder>letterheads 
file>0�9_ICSI_lh_President.cdr

Datla Hanumanta Raju
PRESIDENT

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 2469 1831(D), 4534 1000, 4150 4444  extn 1001  fax +91-11-2462 6727 

email president@icsi.edu  website www.icsi.edu



�0 i c s i | graphic standards manual | ver 1.� | 2009  

baSIC STaTIoNErY
Letterheads

The letterheads for the Secretary & CEO and other 
senior officials of The Institute of Company Secretaries 
of India, is based on the Headquarter’s letterhead, 
with the specific name and designation identifiers 
added at appropriate place.

The letterheads shown on this page is indicative 
only, and not necessarily correct in terms of the 
information.

recommended paper: 90 gsm supersunshine, white

printing: single colour offset / screen (with bleeds)

finished size: 210 mm x 285 mm

design specifications on page 102
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�0% of Actual size

baSIC STaTIoNErY
secretary & ceo’s Letterhead

folder>letterheads 
file>0�1_ICSI_lh_Sec_Ceo.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 2464 4429(D), 4534 1000, 4150 4444  extn 1002  fax +91-11-2462 6727 
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baSIC STaTIoNErY
headquarter’s bi-LinguaL Letterhead

The bilingual letterhead for the (Headquarter’s only) 
of The Institute of Company Secretaries of India, 
follows the visual structure of the single language 
Headquarter’s letterhead, with a new bi-lingual 
Masthead and addresses in both the languages.

The letterhead shown on this page is indicative only, 
and not necessarily correct in terms of the contact 
information.

recommended paper: 90 gsm supersunshine, white

printing: single colour offset / screen (with bleeds)

finished size: 210 mm x 285 mm

design specifications on page 103 
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�0% of Actual size

baSIC STaTIoNErY
headquarter’s bi-LinguaL Letterhead

ò

folder>letterheads 
file>0�3_ICSI_lh_bilingual.cdr

headquarters ICSI House,  22, Institutional Area, Lodi Road, New Delhi 110 003
tel 011- 4534 1000, 4150 4444  fax +91-11-2462 6727  email info@icsi.edu  website www.icsi.edu

|ÉvÉÉxÉ EòÉªÉÉÇ±ÉªÉ +É<ÇºÉÒBºÉ+É<Ç ½þÉ>ºÉ, 22, <Îº]õ]ÂªÉÚ¶ÉxÉ±É BÊ®úªÉÉ, ±ÉÉänùÒ ®úÉäb÷, xÉ<Ç Ênù±±ÉÒ 110 003

nÚù®ú¦ÉÉ¹É 011-4534 1000, 4150 4444  ¡äòCºÉ +91-11-2462 6727  <Ç-¨Éä±É info@icsi.edu  ´Éä¤ÉºÉÉ<Ç]õ www.icsi.edu
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baSIC STaTIoNErY
visiting cards

The visiting cards for various officials of The Institute of 
Company Secretaries of India, are designed in synch with 
the visual language created in the letterheads, lending the 
entire visual identity a more cohesive and united look.

There are broadly three categories of visiting cards–
1. Council Members and other elected members (with the 

Headquarter/Regional Council/Chapter address on the 
front and their individual office address on the 
back side)

2. Employees of the Institute (who are qualified  
Company Secretaries)

3. Employees of the Institute (those who are not  
Company Secretaries)

recommended paper: 150-170 gsm NT card paper, white

printing: two colour screen (with bleed) on front / one colour screen 

printing on back side.

finished size: 90 mm x 55 mm

design specifications on page 104/105
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Actual size

baSIC STaTIoNErY
visiting cards 
[president, secretary & ceo]

froNT

president’s office
b-13, f-1, p. s. nagar,
vijayanagar colony, hyderabad 500 057
tel (o) 040-2334 0985, 2334 7946 (r) 2334 8676
fax +91-40-2334 1213  mob  98480 45001
email  dhr300@yahoo.com, dhr300@rediffmail.com

bACK

folder>visiting Cards 
file>0��_ICSI_vC_President.cdr

folder>visiting Cards 
file>0��_ICSI_vC_Sec_Ceo.cdr

froNT

residence  
b-23, sector-26, noida 201 303
tel 95 120 4263 965 (from delhi) 
0120-4263965 (from outstation)

bACK

headquarters icsi house, 22, institutional area, 
lodi road, new delhi 110 003 
tel 011-2464 4429 (d), 4534 1000, 4150 4444  extn 1002 
fax +91-11-2462 6727  mob 98183 48811  
email secretary@icsi.edu   website www.icsi.edu

n. k. jain
SeCreTAry & ChIef exeCuTIve offICer

headquarters icsi house, 22, institutional area, 
lodi road, new delhi 110 003 
tel 011-2469 1831 (d), 4534 1000, 4150 4444  extn 1001 
fax +91-11-2462 6727  
email president@icsi.edu   website www.icsi.edu

datla hanumanta raju
PreSIdeNT
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baSIC STaTIoNErY
visiting cards

On the previous page and this page, are indicative samples 
of visiting cards which fall in the first category - 
1. Council Members and other elected members (with the 

Headquarters/Regional Council/Chapter address on 
the front and their individual office address on the back 
side)

The structure is very simple with the identfier of the  
ICSI-CCGRT/Regional Council/Chapter coming right 
below the ICSI Logo and left aligned. The name and the 
designation is vertically aligned to the Masthead and 
always appears on the top.

recommended paper: 150-170 gsm NT card paper, white

printing: two colour screen (with bleed) on front / one colour screen 

printing on back side.

finished size: 90 mm x 55 mm

design specifications on page 104/105

 

folder>visiting Cards 

ICSI - 
CeNTre for
CorPorATe
GoverNANCe
reSeArCh &
TrAINING

plot 101, sector-15, institutional area,  
cbd belapur, navi mumbai  400 614  
tel (o) 022-2756 1229 (d), (r) 2446 2454   
mob 93245 56363, 98209 76363  fax +91-22-2757 4384  
email ccrt@vsnl.com  website www.icsi.edu

gopalchalam
deAN  
ICSI-CeNTre for CorPorATe GoverNANCe reSeArCh & TrAINING
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baSIC STaTIoNErY
visiting cards 
[icsi-nirc, icsi regionaL counciL, icsi chapter]

Actual size

folder>visiting Cards 
file>0�7_ICSI_vC_Chairman_regCouncil.cdr

folder>visiting Cards 
file>0�7_ICSI_vC_Chairman_Chapter.cdr

chairman’s office  
sucheta bhawan, 11-a, 
vishnu digambar marg, new delhi 110 002 
tel (o) 011-4115 0263,  (r) 2718 0356   
fax +91-11-2321 0594    
email atulmittal@in.pwc.com 

froNT

bACK

bACK

froNT

chairman’s office  
102, swetha apartments, 
venkataraman colony, 
khairatabad, hyderabad 500 004 
tel (o) 040-6450 6650, (r) 2339 0278 
fax +91-40-2331 7018  mob 99483 13130 
email avrao_vishu@hotmail.com

hyderAbAd 
ChAPTer

no. # 6-3-609/5, anandnagar colony,  
khairatabad, hyderabad 500 004 
tel 040-2339 9541, 2339 6494  
fax +91-40-2332 5458  email hyderabad@icsi.edu  
website www.icsi.edu

a. visweswara rao
ChAIrMAN  
hyderAbAd ChAPTer

icsi-nirc building, plot no. 4,  
prasad nagar institutional area, new delhi 110 005 
tel 011-2576 3090, 2576 7190 
fax +91-11-2572 2662   
email niro@icsi.edu  website  www.icsi.edu  

Nor TherN
INdIA
reGIoNAl
CouNCIl

atul mittal
ChAIrMAN 
NorTherN INdIA regional Council
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baSIC STaTIoNErY
visiting cards

On this page, are indicative samples of visiting cards which 
fall in the second and third category— 
2. Employees of the Institute (who are qualified  

Company Secretaries)
3. Employees of the Institute (those who are not  

Company Secretaries).

The name and the designation is vertically aligned to the 
Masthead and always appears on the top.

recommended paper: 150-170 gsm NT card paper, white

printing: two colour screen (with bleed) on front / one colour screen 

printing on back side.

finished size: 90 mm x 55 mm

design specifications on page 104/105
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baSIC STaTIoNErY
visiting cards 
[headquarters, cs & non cs, icsi-noida]

Actual size

folder>visiting Cards 
file>0�7_ICSI_vC_CSemployee.cdr

folder>visiting Cards 
file>0�7_ICSI_vC_NonCSemployee.cdr

folder>visiting Cards 
file>0�7_ICSI_vC_NonCSemployee.cdr

s. kumar llb, fCS, PGdIrPM, dIP. IN CorPorATe lAwS
SeNIor dIreC Tor 
dIreC Tor (dISCIPlINe) & APPellATe offICer (rTI)

headquarters icsi house, 22, institutional area, 
lodi road, new delhi 110 003 
tel 011-24645048 (d), 4534 1000, 4150 4444  extn 1012  
(r) 2291 1963  fax +91-11-2469 4408 
email dtms@icsi.edu   website www.icsi.edu

headquarters icsi house, 22, institutional area, 
lodi road, new delhi 110 003 
telefax 011-2460 4756 (d)  tel 4534 1000, 4150 4444 
extn 1013  (r) 0120 2625279  mob 97171 96255   
email dprpp@icsi.edu  website www.icsi.edu

dr. amita ahuja Ph.d
SeNIor dIreC Tor
PublIC relATIoNS & CorPorATe CoMMuNICATIoN

icsi-noida office c-37, sector-62, 
noida (u.p.) 201 309
tel 0120-2401 512 (d), 4522 000 
fax +91-120-2401 513 
email exam@icsi.edu   website www.icsi.edu

s. d. sharma
SeNIor dIreC Tor 
exAMINATIoNS
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baSIC STaTIoNErY
enveLopes

The Envelopes for the various offices of The Institute of 
Company Secretaries of India, are also designed in synch 
with the visual language created in the letterheads and 
the visiting cards, lending the entire visual identity a more 
cohesive and united look.

There are broadly two categories of Envelopes–
1. Horizontal format (of different sizes and different 

colours) which open from the side
2. Vertical format, mostly for publications and newsletters, 

of larger size (which open from the top)

As a thumb rule, the white Envelopes are printed in the 
ICSI blue colour, while all the Envelopes on brown paper 
are printed using black colour only.

Unlike the letterheads, all Envelopes have only one address 
- that of the originating office/Regional Council/Centre/
Chapter. For the standard correspondence envelope, 
shown on this page and the next page, there are two 
options - a regular envelope and a window envelope. Both 
follow the same design specifications.

recommended paper: 120 gsm Supersunshine white / 120 gsm 

brown kraft paper 

printing: one colour screen printing with open flap.

finished size: 250 mm x 110 mm

design specifications on page 107
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baSIC STaTIoNErY
correspondence enveLopes

60% of Actual size

headquarters: whITe wINdow eNveloPe

headquarters: whITe reGulAr eNveloPe folder>envelopes 
file>061_ICSI_regenvelope_hq_onwhitePaper.cdr

folder>envelopes 
file>061_ICSI_regenvelope_hq_onwhitePaper.cdr

headquarters
icsi house, 22, institutional area, lodi road, new delhi 110 003 
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727  
email  info@icsi.edu  website www.icsi.edu

tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727
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headquarters: browN wINdow eNveloPe

headquarters: browN reGulAr eNveloPe

60% of Actual size

baSIC STaTIoNErY
correspondence enveLopes

folder>envelopes 
file>062_ICSI_regenvelope_hq_onbrownPaper.cdr

folder>envelopes 
file>062_ICSI_regenvelope_hq_onbrownPaper.cdr

tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727

tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727
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Noida office/ICSI-CCGrT/regional Council/Chapters: browN wINdow eNveloPe

60% of Actual size

baSIC STaTIoNErY
correspondence enveLopes

folder>envelopes 
file>063_ICSI_regenvelope_Noida_onbrownPaper.cdr

folder>envelopes 
file>063_ICSI_regenvelope_Noida_onwhitePaper.cdr

Noida office/ICSI-CCGrT/regional Council/Chapters: whITe wINdow eNveloPe

tel 0120-4522 000  fax +91-120-4264 443, 4264 445

tel 0120-4522 000  fax +91-120-4264 443, 4264 445
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baSIC STaTIoNErY
enveLopes

The Envelopes for the various offices of The Institute of 
Company Secretaries of India, are also designed in synch 
with the visual language created in the letterheads and 
the visiting cards, lending the entire visual identity a more 
cohesive and united look.

As a thumb rule, the white Envelopes are printed in the 
ICSI blue colour, while all the Envelopes on brown paper 
are printed using black colour only, whether they are 
regular or with windows.

Unlike the letterheads, all Envelopes have only one address 
- that of the originating office/Regional Council/ICSI-
CCGRT/Chapter. 

recommended paper: 120/130 gsm brown kraft paper 

printing: one colour screen printing with open flap.

finished size: 260 mm x 175 mm

design specifications on page 109
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baSIC STaTIoNErY
mid-size enveLopes (various forms etc.)

60% of Actual size

folder>envelopes 
file>06�_ICSI_Mid-Sizeenvelope_hq_onbrownPaper.cdr

tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727
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baSIC STaTIoNErY
enveLopes

The Envelopes for the various offices of The Institute of 
Company Secretaries of India, are also designed in synch 
with the visual language created in the letterheads and 
the visiting cards, lending the entire visual identity a more 
cohesive and united look.

As a thumb rule, the white Envelopes are printed in the 
ICSI blue colour, while all the Envelopes on brown paper 
are printed using black colour only, whether they have a 
window or are regular Envelopes.

Shown on the facing page is the Correspondence Envelope 
which is used for reports, publications documents etc. 
which are approximately A4 in size.

The alternate configuration of the Logo+Masthead 
combination is used in this envelope, as it follows a 
vertical proportion.

recommended paper: 120/150 gsm brown kraft paper 

printing: one colour screen printing.

finished size: 226 mm x 309.8 mm

design specifications on page 110
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baSIC STaTIoNErY
correspondence enveLopes

60% of Actual size

folder>envelopes 
file>067_ICSI_Correspondenceenvelope_hq_onbrownPaper.cdr

headquarters  icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu
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baSIC STaTIoNErY
enveLopes

The Envelopes for the various offices of The Institute of 
Company Secretaries of India, are also designed in synch 
with the visual language created in the letterheads and 
the visiting cards, lending the entire visual identity a more 
cohesive and united look.

As a thumb rule, the white Envelopes are printed in the 
ICSI blue colour, while all the Envelopes on brown paper 
are printed using black colour only, whether they have a 
window or are regular Envelopes.

Shown on the facing page is the Journal Envelope which is 
used for Journals such as Chartered Secretary.

The preferred configuration of the Logo+Masthead 
combination is used in this envelope, as it follows a 
horizontal proportion.

recommended paper: 150 gsm brown kraft paper 

printing: one colour screen printing.

finished size: 304.8 mm x 250 mm

design specifications on page 111
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60% of Actual size

baSIC STaTIoNErY
JournaL enveLopes

folder>envelopes 
file>069_ICSI_biGjournalenvelope_hq_onbrownPaper.cdr
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section IV 



71i c s i | graphic standards manual | ver 1.� | 2009 | 

office stationery
and miscellaneous 
communications

This section contains examples of how 
the visual identity can be used on other 
artefacts both for inhouse use as well as 
external interface. 

A consistent use of the guidelines 
will ensure a cohensive visibility and 
a stronger brand building. These are 
demonstrative and suggestive, not the 
final designs.
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offICE STaTIoNErY
office notings

A common office noting has been designed for The 
Institute of Company Secretaries of India, which 
follows the visual structure of the letterhead. Each 
location/office (such as Headquarters, Noida Office, 
ICSI-CCGRT, Regional Councils and the various 
Chapters) shall be identified by the identifier in the 
specified place as indicated on the design in the facing 
page. The office noting does not have the address line.

To distinguish it from the letterheads, it is designed to 
be printed in black colour printing on coloured paper. 

recommended paper: 90 gsm ledger paper, light green

printing: single colour offset / screen (with bleed)

finished size: 210 mm x 285 mm
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�0% of Actual size

offICE STaTIoNErY
office notings
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A common Subject file has been designed for The 
Institute of Company Secretaries of India, which 
follows the visual structure of the basic stationery. 
This page is indicative of the design. The Subject files 
do not have the address line, as they are for internal 
usage only.

printing: single colour screen printing in black colour only

 

offICE STaTIoNErY
subJect fiLes
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60% of Actual size

offICE STaTIoNErY
subJect fiLes
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This page indicates, how the identity may be appplied 
onto the plastic folders for The Institute of Company 
Secretaries of India, following the visual structure of 
the basic stationery. The plastic folders do not have 
the address line, as the visiting card of the individuals 
would be used in the pocket as an identification.

printing: single colour screen

 

offICE STaTIoNErY
pLastic foLders
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60% of Actual size

offICE STaTIoNErY
pLastic foLders
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This page indicates, how the identity may be appplied 
onto the open plastic folders for The Institute of 
Company Secretaries of India, following the visual 
structure of the basic stationery. The plastic folders 
do not have the address line, as the visiting card of 
the individuals would be used in the pocket as an 
identification.

printing: single colour screen, preferably black on transparent 

plastic folders.

 

offICE STaTIoNErY
open pLastic foLders
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60% of Actual size

offICE STaTIoNErY
open pLastic foLders
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This page indicates, how the identity may be 
appplied onto the note pads which are made for 
inhouse use/specific functions at The Institute of 
Company Secretaries of India, following the visual 
structure of the basic stationery. The cover page has 
the full address which could change depending on 
the Headquarters / Noida Office / ICSI-CCGRT / 
Regional Councils / Chapters. However, the inside 
pages have only the Masthead as an identifier on all 
pages. 

printing: single colour offset, ICSI blue on regular 70 gsm 

maplitho paper with cover page on thicker card. 

size: approximately A5, vertical format.

spiral bound from smaller side (or even side stapled  

with full cover)

 

offICE STaTIoNErY
note pad
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offICE STaTIoNErY
note pad

�0% of Actual size

Cover PAGe

INSIde PAGe

icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu
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LITEraTurE / JourNaLS

The following pages in this section give a suggestive 
overview of how the visual identifier can be used on 
the cover page of the various Journals to develop a 
strong cohesive and unified visual identity.

Following the visual structure created for the basic 
stationery, the identifier is used towards the bottom, 
set in reverse on a strong coloured background. 
This gives due importance to the Masthead of the 
individual Journal / magazine / newsletter.
 

ChArTered 
SeCreTAry

A 3-ColuMN, � row GrId. verTICAl 

AlIGNMeNT of jourNAl TITle ANd CoNTeNTS 

wITh The MASTheAd.IdeNTIfIer, CeNTrAl 

AlIGNed To The wIdTh of The jourNAl
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LITEraTurE / JourNaLS
chartered secretary

�0% of Actual size
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LITEraTurE / JourNaLS

The ‘Student Company Secretary’ has four issues in a 
year. The visual structure and grid of the cover pages 
remain same, but the colour of each issue can change, 
using the colours from the primary/secondary colour 
palette, for each issue. This shall ensure a visual 
connection and at the same time help distinguish one 
issue from another.

STudeNT
CoMPANy
SeCreTAry

A 2-ColuMN, � row GrId. verTICAl 

AlIGNMeNT of jourNAl TITle ANd 

CoNTeNTS wITh The MASTheAd
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LITEraTurE / JourNaLS
student company secretary

�0% of Actual size
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LITEraTurE / JourNaLS

CS fouNdATIoN
CourSe bulleTIN

A 3-ColuMN GrId. 
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voluMe xIv  •  No.�  •  SePTeMber-oCTober 2007  •  Single Copy rs. �.00  •  Annual 

�0% reduced size

LITEraTurE / JourNaLS
cs foundation course buLLetin
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oThEr CommuNICaTIoNS

This page indicates the use of the visual identity on 
large scale graphics such as banners.

On a clean background (no images or textures) the 
Logo-Masthead is used with the relevant identifier of 
the Regional Council or the individual Chapters.

The tints of the secondary colours may be used for 
the background.  

As a thumb rule, one can leave the background white. 

Design specification on page 111.

for four Colour offSeT PrINTING
C 000. M 000. y 020. K 000.

for webSITe  
ANd oN SCreeN APPlICATIoNS 
r 22�. G 2�1. b 213
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oThEr CommuNICaTIoNS
banners

folder>other Communications 
file>0�9_ICSI_banners.cdr

folder>other Communications 
file>0�9_ICSI_banners.cdr

folder>other Communications 
file>0�9_ICSI_banners.cdr

Proportion 3:1

icsi-nirc building, plot no. 4,
prasad nagar institutional area, new delhi 110 005 
tel 011-2576 3090, 2576 7190, 2581 6593 fax +91-11-2572 2662
email  niro@icsi.edu, icsi@eth.net  website www.icsi.edu

no. # 6-3-609/5, anandnagar colony,
khairatabad, hyderabad 500 004
tel 040-2339 9541, 2339 6494  fax +91-40-2332 5458
email hyderabad@icsi.edu  website www.icsi.edu

headquarters  icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu
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oThEr CommuNICaTIoNS
icsi fLag

Proportion: 2:3

Specification:

Single Colour silk screen printing (opaque white) 
on dark blue Satin or heavy Silk fabric - 

Same artwork and position on both front and back

Finished size, after stitching - 4” x 6”
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oThEr CommuNICaTIoNS
speaker’s podium



92 i c s i | graphic standards manual | ver 1.� | 2009  

oThEr CommuNICaTIoNS

the institute of company secretaries of india, the world’s leading organisation 
working for the development of professionals specialising in corporate governance, 
is seeking to hire human resource officer for its headquarters in new delhi. 
under the direct supervision of the chief of human resources, the incumbent is 
responsible for providing a professional, timely and effective hr management ser-
vice to staff of icsi india country office, with particular focus on the area of hr in-
formation and processes and administration of entitlements (salary and benefits). 

qualification & experience: university degree in fields such as hr manage-
ment, organisation development, business administration, minimum two years 
of professional work experience in human resources and with some experience 
on hris and/or entitlement. fluency in english and hindi. drive for results. skills 
to handle complex and multiple tasks and complete work to deadlines. ability 
to analyse problems thoroughly and provide practical solutions. innoation and 
creativity for problem solving communication, flexibility, tact and influence. good 
judgement, initiative, high sense of responsibility and discussion. a high level of 
computer skills.
 
application consisting of cover letter and an up-to-date cv should be sent within 
10 days to hr@icsi.edu in order to ensure that your application is sorted correctly, 
please clearly indicate the title of the post i.e. human resources officer on the 
subject line of your e-mail/application. only applications of short listed candidates 
will be acknowledged. this vacancy is open to india nationals only. those who 
have applied earlier need not apply again.

h 127 mm  x  w 109.� mm

icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu
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oThEr CommuNICaTIoNS
newspaper advertisements

the institute of company secretaries of india, the 
world’s leading organisation working for the development of professionals 
specialising in corporate governance, is seeking to hire human resource 
officer for its headquarters in new delhi. under the direct supervision 
of the chief of human resources, the incumbent is responsible for providing 
a professional, timely and effective hr management service to staff of icsi 
headquarters, with particular focus on the area of hr information and pro-
cesses and administration of entitlements (salary and benefits).

qualification & experience: university degree in 
fields such as hr management, organisation development, business ad-
ministration, minimum two years of professional work experience in human 
resources and with some experience on hris and/or entitlement. fluency 
in english and hindi. drive for results. skills to handle complex and multiple 
tasks and complete work to deadlines. ability to analyse problems thoroughly 
and provide practical solutions. innoation and creativity for problem solving 
communication, flexibility, tact and influence. good judgement, initiative, 
high sense of responsibility and discussion. a high level of computer skills.

application consisting of cover letter and an up-to-
date cv should be sent within 10 days to hr@icsi.edu in order to ensure that 
your application is sorted correctly, please clearly indicate the title of the post 
i.e. human resources officer on the subject line of your e-mail/applica-
tion. only applications of short listed candidates will be acknowledged. this 
vacancy is open to india nationals only. those who have applied earlier need 
not apply again.

the institute of company secretaries of  
india, the world’s leading organisation working 
for the development of professionals specialis-
ing in corporate governance, is seeking to hire 
human resource officer for its headquar-
ters in new delhi. under the direct supervision 
of the chief of human resources, the incum-
bent is responsible for providing a professional, 
timely and effective hr management service to 
staff of icsi headquarters, with particular focus 
on the area of hr information and processes 
and administration of entitlements (salary and 
benefits).

qualification & experience: university 
degree in fields such as hr management, or-
ganisation development, business adminis-
tration, minimum two years of professional 
work experience in human resources and with 
some experience on hris and/or entitlement. 
fluency in english and hindi. drive for results. 
skills to handle complex and multiple tasks and 
complete work to deadlines. ability to analyse 
problems thoroughly and provide practical so-
lutions. innovation and creativity for problem 
solving communication, flexibility, tact and in-
fluence. good judgement, initiative, high sense 
of responsibility and discussion. a high level of 
computer skills.

application consisting of cover letter and 
an up-to-date cv should be sent within 10 days 
to hr@icsi.edu in order to ensure that your ap-
plication is sorted correctly, please clearly indi-
cate the title of the post i.e. human resources 
officer on the subject line of your e-mail/ap-
plication. only applications of short listed can-
didates will be acknowledged. this vacancy is 
open to india nationals only. those who have 
applied earlier need not apply again.

h 12�.� mm  x  w 10� mmh 1�7 mm  x  w 71.6 mm

icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu

icsi house, 22, institutional area, lodi road, new delhi 110 003  
tel 011-4150 4444, 4534 1000  fax +91-11-2462 6727 
email info@icsi.edu  website www.icsi.edu
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oThEr CommuNICaTIoNS
empLoyee’s identity card

headquarters
icsi house, 22, institutional area, lodi road, new delhi 110 003 
tel 011-4534 1000, 4150 4444, fax +91-11-2462 6727  
email  info@icsi.edu  website www.icsi.edu

bACK

Name : 

emp. Code :

date of joining :

designation : 

department :

date of birth :

ISSuING AuThorITy

froNT

Actual size

PhoNe : ISSued oN :

INSTruCTIoNS

SIGNATure of eMPloyee

address of employee : 

1. employee must carry this card while in the office.
2. loss of card must be reported immediately in writing to office & police.
3. duplicate card shall be issued on payment of rs. 50/-
4. holder will be responsible for any misuse of card.
5. this card has to be surrendered on cessation of service.
6. if found, please return this card to the institute’s address. 

N
o

N
  T

rA
N

Sf
er

A
bl

e

(ThIS CArd IS ProPerTy of The Institute)
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oThEr CommuNICaTIoNS
round seaL



96 i c s i | graphic standards manual | ver 1.� | 2009  

oThEr CommuNICaTIoNS
bumper sticker for vehicLes
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Actual size
folder>other Communications 
file>096_ICSI_bumpersticker.cdr
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oThEr CommuNICaTIoNS
sticker for goLden JubiLee
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section V 
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design 
specifications

This section contains the design 
specifications for the basic stationery 
covered in Section III. These indicate 
both the size as well as the typographic 
decisions to be used while designing the 
pre-press artworks.

These are also available in the 
accompanying CD.



SPECIfICaTIoNS

Page Nos. 100 - 111 containing the 
design specificatons for the basic 
stationery are placed in the folder 
“Specifications” .





section VI 
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colour 
swatches
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This section has easy-to-tear colour 
swatches, which are to be used by the 
printers while matching the colours.
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section VII 

117



content in the cd 

This section provides the list of files, 
which are there in the accompanying 
CD. There are artworks for the Logo-
Masthead (separate folders for printing 
and web usage) and templates for various 
stationery items. The specifications in 
Section 5 as printable A3 size pdf files are 
also included in the relevant folders.

11�i c s i | graphic standards manual | ver 1.� | 2009 | 



i c s i | graphic standards manual | ver 1.� | 2009  

Artworks for logo+Masthead 
 
folder > logo-Masthead-ArTworKS  
> folder > for offSeT-SCreeN
files
010_ICSI_logo.ai
01�_ICSI_logo_STrIP.ai
01�_ICSI_logoMAST_AlTerNATe.ai
ICSI_logoMAST_bIlINGuAl.ai
01�_ICSI_logoMAST_Prefer.ai
010_ICSI_logo.cdr
01�_ICSI_logoMAST_AlTerNATe.cdr
ICSI_logoMAST_bIlINGuAl.cdr
01�_ICSI_logoMAST_Prefer.cdr
01�_ICSI_logo_STrIP.cdr

> folder > for web-oN-SCreeN
files   
010_ICSI_web_logo.png
01�_ICSI_web_logo_STrIP.png
01�_ICSI_web_logoMAST_AlTerNATe.png
ICSI_web_logoMAST_bIlINGuAl.png
01�_ICSI_web_logoMAST_Preferd.png
010_ICSI_web_logo.jpg
01�_ICSI_web_logo_STrIP.jpg
01�_ICSI_web_logoMAST_AlTerNATe.jpg
ICSI_web_logoMAST_bIlINGuAl.jpg
01�_ICSI_web_logoMAST_Preferd.jpg
 
 

CoNTeNT IN The Cd
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Templates for basic Stationery (.cdr open files) 

folder > letterheads
files   
039_ICSI_lh_hq.cdr 
0�1_ICSI_Continuationsheet.cdr
0�3_ICSI_lh_NoIdA.cdr
0��_ICSI_lh_regCouncil.cdr
0�6_ICSI_lh_CCGrT.cdr
0�7_ICSI_lh_Chapter.cdr
0�9_ICSI_lh_President.cdr
0�1_ICSI_lh_Sec_Ceo.cdr
0�3_ICSI_lh_bilingual.cdr, folder > 0�3_hindifonts 
100_ICSI_lh_Specifications_hq.pdf
101_ICSI_lh_Specifications_Noida_regCouncils_CCGrT_Chapters.pdf
102_ICSI_lh_Specifications_CouncilMember.pdf
103_ICSI_lh_Specifications_bilingual_lh.pdf

folder > visiting Cards 
files 
0��_ICSI_vC_President.cdr 
0��_ICSI_vC_Sec_Ceo.cdr
0�6_ICSI_vC_dean_CCGrT.cdr
0�7_ICSI_vC_Chairman_Chapter.cdr
0�7_ICSI_vC_Chairman_regCouncil.cdr
0�9_ICSI_vC_CSemployee.cdr
0�9_ICSI_vC_NonCSemployee.cdr
10�_ICSI_vC_Specifications_CouncilMember.pdf 
10�_ICSI_vC_Specifications_Noida_regCouncils_CCGrT_Chapters.pdf

folder > envelopes
files
061_ICSI_regenvelope_hq_onwhitePaper.cdr
062_ICSI_regenvelope_hq_onbrownPaper.cdr
063_ICSI_regenvelope_Noida_onbrownPaper.cdr
063_ICSI_regenvelope_Noida_onwhitePaper.cdr
06�_ICSI_Mid-Sizeenvelope_hq_onbrownPaper.cdr
067_ICSI_Correspondenceenvelope_hq_onbrownPaper.cdr
069_ICSI_biGjournalenvelope_hq_onbrownPaper.cdr
106_ICSI_Specifications_regenvelope_on_whitePaper.pdf
107_ICSI_Specifications_regenvelope_on_brownPaper.pdf
10�_ICSI_Specifications_MidSize_envelope_on_brownPaper.pdf 
109_ICSI_Specifications_Correspondence_envelope_on_brownPaper.pdf
110_ICSI_Specifications_journal_envelope_on_brownPaper.pdf 

folder > other Communications 
files 
03�_CS_bumpersticker.cdr 
0�9_ICSI_banners.cdr   
111_ICSI_banner’s_Specifications.pdf
096_ICSI_bumpersticker.cdr 
030_CS_logo_for_Members.cdr 
030_CS_logo_for_Members.ai
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