STN @ E-MAIL GUIDELINES

E-mail is an extension of SMSA Brand. In order to maintain a consistent look and feel for
all communications, it's important that email messages match the styles employed on
SMSA Express’ website and in print pieces.

This guidelines will help you write effective business emails, consistent with our SMSA
brand’s aesthetic and corporate style.

Please Note: Every email needs to have 3 main components: subject, body and (e-mail)
signature.

VISUAL DESIGN GUIDELINES

e Banners and graphics should be created by marketing management department.

® Fonts should never be changed from the default style to reflect a personal preference.

e Text should be left-aligned for English and right-aligned for Arabic (no Center aligned
unless necessary.

® Images should be used sparingly.
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STYLE LAYOUT

01

02

COLOURS
#939598
#440099 #FF671F (GRAY) #000000 #FFFFFF
(VIOLET) (ORANGE) E-MAIL SIGN (BLACK) (WHITE)
ICONS
SMSA VIOLET SMSA ORANGE ICON COLOR BODY TEXT BACKGROUND
TYPOGRAPHY

We can use the following font styles to standardize SMSA e-mail communication.
Ideally, we need to use website standard font, Montserrat which is a goggle font. In
its absence, a fallback font needs to be used. The font style needs to be a web-safe
font. For English, our fallback font is VERDANA, similarly looking to our website font
for English.

ENGLISH TYPOGRAPHY

MAIN FONT Montserrat - Google Font

Montserrat

FALLBACK FONT —Montserrat —Google Font—

Verdana Verdana - Web Safe Fallback Font

PARAGRAPH Lorem ipsum dolor sit amet, consectetuer adipiscing

Verdana Regular elit, sed diam nonummy nibh euismod tincidunt ut
laoreet dolore magna aliquam erat volutpat. Ut wisi

10px enim ad minim veniam, quis nostrud exerci tation

Color #000000 ullamcorper suscipit lobortis nisl ut aliquip ex.

ARABIC TYPOGRAPHY

For the Arabic version, the original website font style is Cairo, another google font and
the fallback font is Noto Kufi Arabic, which is a web-safe font. However, it is necesary
to download the Arabic Font style in your domputer.

MAIN FONT Cairo (aujell hghall ajalall) - Google Font
Cairo (aalall)

FALLBACK FONT —Cairo{tieithgt-atiit—Google Font—
Noto Kufi Arabic JJC (505 gigi - Web Safe Fallback Font
PARAGRAPH &y g1l @haf — afdfi 3] guoddl Jioh 3gd Gl wn
Noto Kufi Arabic Regular anAddl — lgac) ada den N cidw e glheo A
10px liha piiwlg pAad has el pal jliao aly Wb alhi
Color #000000 gl g3g ghbld Jw & pas GAi Alafio 3a&) ga clod Rjg

Gl 2l (alodg 1T ggl ol dgifo pylac
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STYLE LAYOUT

03 LAYOUT SAMPLE (ENGLISH)

To: dribrahim@outlook.com
Cc: ptrencio@smsaexpress.com
Subject: Meeting Schedule

Dear Dr. Ibrahim,
May the peace, blessings, and mercy of God be upon you.

It is out of the immense friendship and respect that I hold for you that I wish to put forth

a small suggestion with regards to the time of our scheduled meeting on Thursday.
Because of the event being held in our office building, I would like to humbly note that
our building will be closed at 12:30 PM. If it is convenient for you, we will change the time
to 10:00 AM.

Thank you for your kind attention to this matter.

Respectfully yours,

ERIC TAN LEGASPINA mm

(@: Ext.: =:
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STYLE LAYOUT

03 LAYOUT SAMPLE (ARABIC)

To: dribrahim@outlook.com
Cc: ptrencio@smsaexpress.com
Subject: dlclaiaVl Jgaa

padlpl Jalall jgissll
.aildpg dlil doajg plule plull

.ogtl Jgaaall Lliildl cudgiy @leio hywy aljidl el padil el @il Ml plyiaylg padill Joly
oAl l

1@k 12:30 debull go Ldleo ggapm isall gi JA3T gi agl lii4o gito (sa phiall @aall Tjai
hln spilell deludl ol Lifldl cudgi pei gi )i el luulio polI gla 13]

Jdllwall 0d@ (ol pAaliil gua gl [J4d
plinllg padill yalla go

A1l palull

ERIC TAN LEGASPINA mm
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