Desktop Letterhead Request Form

This form serves for Communications to create a Microsoft Word document for you to use as letterhead for desktop printing purposes. The header and footer will be read-only, but you will be able to edit the body section as needed.

To do so, we will need the information requested below.


* Please ensure that the information is accurate and spelled correctly. 


* Please type the information.


* Please do not type in all capital letters.

Your request will be handled as quickly as possible. As noted in an earlier e-mail, pre-consolidation letterhead remains acceptable for use for the time-being. 

Name of your Section 

(e.g. Prisons, Emergency Management, Alcohol Law Enforcement, etc.)

     
Name and title of the head of your Section (Only for division heads, section chiefs (formerly divisions) and directors) 
     
Mailing address, with Mail Service Center code, city, state and Zip code. If you have multiple locations that will be receiving mail, include all of the addresses.

     
Office locations, with street address, city, state and Zip code, and the telephone number associated with that office. If you have multiple locations that will be visited, include all of the location addresses and phone numbers.


Location      
Phone #      
Logo: If this letterhead will be printed on a black-and-white printer or duplicated on a copier, you will need the black logo for it to reproduce properly. Please indicate whether you want it in color, black, or both:

Full color logo        Black logo       Both versions      
If you have a Section logo that you want included on the letterhead, please send a digital copy (e.g. .jpg, .png, .pdf, .btm, .gif, etc.)

NOTE: Higher quality, lower cost, pre-printed (offset) letterheads can be ordered directly from Correction Enterprises. To order pre-printed letterhead stationery, please contact Correction Enterprises’ Print Customer Service, 919-716-3600. If you choose this option, the preprinted letterhead will have the new DPS logo printed as 3 pms colors + black. If your logo is multiple colors, it will only be printed in black. 

