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1.0 Preamble 
 
1.1 Our brand mark (logo) and identity symbolise our history and unity as one organisation.   

 
1.2 We strive to be known as the primary school of aviation by being the organisation of choice 

for those wanting a career in the aviation industry   
 

1.3 The logo is unique and links our past with a fresh new look.   
 

1.4 To make sure that a consistent visual representation is portrayed for the logo, thereby 
ensuring maximum recognition, the following document contains rules and guidelines which 
have been developed and must be followed at all times. 

 
 
 

 
Chief Comr. Ian Rickards, LM., DSA., MSA., 
Chief Commissioner, 
Australian Air League Inc. 
 



Style Guide 



1. Introduction 
 
Our brand mark (logo) and identity symbolise our history and unity as one organisation. 
 
We strive to be known as the primary school of aviation by being the organisation of 
choice for those wanting a career in the aviation industry 
 
The logo is unique and links our past with a fresh new look. 
 
To make sure that a consistent visual representation is portrayed for the logo, thereby 
ensuring maximum recognition, the following document contains rules and guidelines 
which have been developed and must be followed at all times. 



2. Our Name 
 
2.1 Australian Air League Inc. 
 
Use of the full registered name only needs to appear on official documentation and only 
needs to be referred to in the full name once in the document.  Generally the full name 
“Australian Air League Inc.” can be placed in the Letterhead. (see letterhead guidelines 
later in this document) 
 
Once the full name has been used in a document, the organisation can be referred to as 
“Australian Air League” 
 
2.2 Australian Air League 
 
The use of the name “Australian Air League” should be used in general communications.  
This is the preferred name of the organisation. When referring to “the Australian Air 
League”, the first letter of the word “the” should be lower case unless it is the start of a 
sentence. 
 
2.3 Air League 
 
The use of the name “Air League” should be used once the full name “Australian Air 
League” has already been referred to in the document and you wish to abbreviate the 
organisation name to save space or for less formal uses. 
 
2.4  AAL 
 
The abbreviation of the organisation name of AAL must not be used on any external 
documentation.  The letters AAL do not have any meaning outside our organisation and 
as such must never be used.  Limited internal use, for example in emails is permitted. 
 
If you type AAL into a search engine, you will find that the Australian Air League does 
not appear in the first page of results.  Www.aal.com.au is in fact registered to Adelaide 
Airport Limited. 



3. Our Logo 

 
The logo is only to be used in a horizontal format layout as pictured below. 
 
It may be used in either a colour or black format. 
 
If Colour is used then the colour can only be  R 29  G 74  B 136.  For alternate colour 
codes see the colour palette later in this guide. 
 
The style of the words should not used separately from the logo, nor should the logo be 
separated.  The image must always be accompanied with the words “Australia Air 
League”  
 
No other logo should be used.  This includes all previous images referred to as the “Tie 
Pin”  It is important that this one logo is used by all levels of the organisation 



4. Logo—Clear Space 
 
A space surrounding the logo must be kept free from typography, photographic, 
illustrations or any other graphic device. 
 
A minimum isolation area of ‘x’ where ‘x’ is equal to height of the lower case letters in 
the words “Air League” appearing as part of the logo. 

 X 

X 

X 

X X 



5. Logo — Minimum Size 
 
The logo has recommended minimum reproduction sizes. 
 
 
 
The minimum size for the logo is 40mm, for print based on the length of the actual logo 
footprint (not including clearspace) 
 
 
 
 
 
 
 
 
The minimum pixel size for the logo is 200 pixels, for electronic use based on the length 
of the actual logo footprint (not including clearspace) 

40mm 

200 pixels 



6. What NOT to do with the Logo 

 
DO NOT stretch it 

 
DO NOT condense it 

 
 
 
 
 
 
 

DO NOT reproduce it with patterns of fills or place on a textured background 
 

 
 
 
 
 
 
 

 



 
Web R G B C M Y K 

1D4A88 29 74 136 98 77 1 1 

Web R G B C M Y K 

6998DE 105 152 222 58 35 0 0 

Web R G B C M Y K 

BACEE1 186 206 225 27 11 2 0 

Web R G B C M Y K 

DCE3EC 220 227 236 12 6 1 0 

Web R G B C M Y K 

7E8156 126 129 86 37 23 64 28 

Web R G B C M Y K 

90936B 144 147 107 35 23 54 16 

Web R G B C M Y K 

A0A477 160 164 119 35 22 54 5 

 
7. Organisation Colour Palette 
 
The colour palette below is the suggested colour scheme for use in any type of 
document.  Other colours may be used, however these are the recommended colours. 
 
7.1 Primary Colours 

7.1 Secondary Colours 



7. Typeface for Word Processing 
 
7.1 The typeface (font) to be used for general print applications is Tahoma, part of the 
Microsoft Windows family of Fonts. 
 
• Type must be set in capitals and lower case. 
• The use of all capitals must be kept to a minimum 
• Words should not be underlined 
• Full points after initial caps are not necessary. 
• Text must be ranged left justified (full justified is not to be used) 
• Words must not be hyphenated at the end of lines 
• Paragraphs must not be indented.  A line space should be used between 

paragraphs 
• Avoid windows at the end of paragraphs and sentences 
• Words should preferably be spelt in full rather than abbriviated. 
• Use either numbers, letters, dots or bullet points in the margin to minimise 

sections of copy. 
• Numbers lower from zero to ten should be spelt in full, numbers over ten can be 

written as numerials. 
 
7.2 Typeface 
 
7.3 Tahoma 11pt 
 
To be used in capitals and lower case for all general typeset, preprinted body text (for 
example stationery address details and business forms).  Capital letters may be used for 
headings. 
 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
Abcdefghijklmnopqrstuvwxyz 
01234567890@ 
 
7.4 Tahoma Bold 11pt 
 
To be used sparingly in capitals and lower case where emphasis is required for text 
subheadings, text headings, titles and names. 
 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
Abcdefghijklmnopqrstuvwxyz 
01234567890@ 
 
 



8. Tag Line 
 
The tag line is used to convey a short message summarising our organisation.  The tag 
line, as with the logo conveys a consistent message in our external communications.  
From time to time, the tag line will change depending on the organisational strategy at 
the time. 
 
Currently the tag line is “Training tomorrow’s pilots...today.” 
 
The tag line is used on the bottom of all our correspondence.  It should be used as a 
footnote in these documents. 
 
The tag line should be written in bold and italics. 
 
The Air League’s internet address can also be included beneath the tag line,  
however it should only be written in bold.   
 
The correct internet address is www.airleage.com.au 



00 Month YYYY 
 
Name of Person 
Title of Person 
Company 
Street Address 
SUBURB   STATE  POSTCODE 
 
 
 
Dear Person, 
 
 
 
Subject Title 
 
 
The application of a neat and consistent typing format enhances the design of stationary items and 
complements the image of the organisation. 
 
The typing format of this letter should align left with a margin of 30mm.  The top margin (not including 
the letterhead) should be set at 60mm and the right hand margin at 30mm.  The typeface is Tahoma 
and the point size is 11 point with single line spacing. All lines are to be ranged left, avoiding the use of 
hyphenation at the end of a line.  Paragraphs should not be indented, but separated by one line space. 
 
Start the letter with the date followed by the name and address two line spaces below it. 
 
If a subject title is required it should start three line spaces below the end of the salutation.  If no 
subject title is required then the body of the letter should start three line spaces below the salutation. 
 
If your letter comes within 30mm of the foot of the page, use a continuation sheet.  Ensure at least five 
lines, excluding the signature, are carried over to the next page.  Do not split a paragraph over the 
page, instead take the whole paragraph to the next page. 
 
Type the closure three line spaces below the body of the letter and the name of the signatory and his/
her title if required, five lines spaces below the closure to allow room for a signature. 
 
Yours sincerely 
 
 
 
 
Name of the Signatory 
Title 
Squadron/Group/Federal name 
Australian Air League 

Australian Air League Inc. 
ABN 66 585 094 960 
 
Address all Correspondence to: 
Street Name 
SUBURB   STATE   POSTCODE 
Telephone: XX XXXX XXXX 
Facsimile: XX XXXX XXXX 
Mobile: XXXX XXX XXX 
Email: name@airleague.com.au 

 

Training tomorrow’s pilots...today. 
www.airleague.com.au  

9. Stationary 
 
9.1 A4 Letterhead 

Note: Sample not shown to actual size 



 9.1 A4 Letterhead 

 
9.1.1 Typing Guide 
 
Please follow the typing guide instructions on the previous page for neat and consistent 
format 
 
9.1.2  Stock 
 
If professionally printing the letterhead. A minimum 100gsm paper should be used.  
 
9.1.3 Size 
 
A4 Letterhead dimensions are 297mm (height) x 210mm (width). 
 
9.1.4 Signature 
 
The signature is written in a specific order and must adhere to the example below for all 
external communications. 
 
FORMAT                                                       EXAMPLE 
Your Name                                                   Mr Joe Smith 
Your  Title                                                    Squadron Officer Commanding 
Your  Squadron/Group/Federal Name             Sydney Squadron 
Australian Air League                                     Australian Air League 
 
It is important that post nominals and rank are not used in any external documents.   



9.2 With Compliments 
 
9.1.1  Stock 
 
If professionally printing the with compliments slip. A minimum 100gsm paper should be 
used.  
 
9.1.2 Size 
 
With compliments dimensions are 100mm (height) x 210mm (width). 
 
 

Australian Air League Inc. 
ABN 66 585 094 960 
 
Address all Correspondence to: 
Street Name 
SUBURB   STATE   POSTCODE 
Telephone: XX XXXX XXXX 
Facsimile: XX XXXX XXXX 
Mobile: XXXX XXX XXX 
Email: name@airleague.com.au 

 

With Compliments 

Note: Sample not shown to actual size 

Training tomorrow’s pilots...today. 
www.airleague.com.au  



Facsimile 
 
To                   Recipient’s name                     Fax number    Recipient's fax 
 
Company        Recipient’s company                Date                Insert Date 
 
From               Sender’s name             Total pages    No. of pages 
 
Subject           SUBJECT OF THIS FAX 
 
 
 
Dear Person, 
 
Message Body  
 
 
 
 
 
 
 
 
 
 
Yours sincerely 
 
 
 
 
Name of the Signatory 
Title 
Squadron/Group/Federal name 
Australian Air League 

Australian Air League Inc. 
ABN 66 585 094 960 
 
Address all Correspondence to: 
Street Name 
SUBURB   STATE   POSTCODE 
Telephone: XX XXXX XXXX 
Facsimile: XX XXXX XXXX 
Mobile: XXXX XXX XXX 
Email: name@airleague.com.au 

 

Training tomorrow’s pilots...today. 
www.airleague.com.au  

9.3 Facsimile 

Note: Sample not shown to actual size 

This message may contain information that is confidential and/or subject to legal privilege intended only for use by the intended recipient. If you are not the 
intended recipient and have received this message in error please notify the sender immediately and delete this message. 



9.3 Facsimile 
 
9.3.1 Typing Guide 
 
Please follow the guide on the previous page for neat and consistent format 
 
9.3.2  Stock 
 
If professionally printing the letterhead. A minimum 100gsm paper should be used.  
 
9.3.3 Size 
 
A4 Facsimile dimensions are 297mm (height) x 210mm (width). 
 
9.3.4 Legal Disclaimer 
 
The following sentence should be used in the footer of all facsimile messages.  A smaller 
font size may be used if limited space is available 
 
“This message may contain information that is confidential and/or subject to legal privi-
lege intended only for use by the intended recipient. If you are not the intended recipi-
ent and have received this message in error please notify the sender immediately and 
delete this message.” 
 
9.3.5 Signature 
 
The signature is written in a specific order and must adhere to the example below for all 
external communications. 
 
FORMAT                                                       EXAMPLE 
Your Name                                                   Mr Joe Smith 
Your  Title                                                    Squadron Officer Commanding 
Your  Squadron/Group/Federal Name             Sydney Squadron 
Australian Air League                                     Australian Air League 
 
It is important that post nominals and rank are not used in any external documents.   
 
 



10 Further Information 

 
While the information contained in this document does not cover all applications and 
examples of creating a publication/document the material in the guide should assist you 
when next updating your publications/documents. 
 
Before paying for any professional printing, your design must be approved by either the 
National Marketing Manager or the Chief Commissioner.   
 
Samples should be sent to marketing@airleague.com.au 
 
This guide was developed in 2007.  You should ensure that you have the most recent 
copy available when designing your publication or document. 
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