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- A company letterhead is a header that appears at 

the top of a business letter. 

- The letterhead typically includes a company's logo, 

name, address, and contact information such as a 

phone or fax number, email address, and the URL of 

the company's website.
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- A letterhead is as important as a brand in 

that it represents a company and can make a 

first impression on potential customers. 

- As a result, a letterhead must appear 

professional, or else people may assume the 

company is incompetent and untrustworthy.
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- A letterhead is a heading that appears 

on the topmost sheet of your business 

paper. 

- It includes your company's name, 

address, contact information, and logo.

- It is intended to be used for all 

business documents and letters that 

you create and send.
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Creating a letterhead for a company pdf:

- Select the Edit PDF tool, then click More 

at the far right of the top toolbar and 

select Background > Add. 

- Select File for the Source in the Add 

Background panel, and then navigate to 

your letterhead file using the Browse 

button. 

- To confirm and apply the selection, click 

OK.
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Common tool to make your own letterhead :

- Adobe Express is an excellent tool for creating an 

elegant and professional letterhead. 

- Our letterhead templates, free images, and creative 

design ideas will help you get started. 

- Adobe Express empowers you to shape the look 

and feel of the letterhead in any way you want.
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On letterheads, all companies must include 

the following information: 

- Name, 

- Registered office address, 

- Corporate Identity Number (CIN),

-  Telephone number, 

- Fax number, if any, e-mail and website 

addresses, if any.
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Letterhead Design/Format :

- There are no restrictions on text format, font, 

or size; the only requirement is that the text 

be legible. 

- Typically, companies will prominently display 

their business/trading name as well as 

contact information at the top of the 

Letterhead.
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FAQs

Why do businesses require letterhead?

- Companies use letterheads to communicate important information to private 

individuals, other businesses, and legal entities without the need for a phone call or 

email. 

- A professional letterhead is also a highly effective marketing tool when used 

correctly.
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Is it illegal to copy a letterhead?

- In India, these people have access to JAIL. If the employee has accepted the 

mistake with the employer and the employer has not filed a case, the 

employer may blacklist the employee in its internal records and/or post 

negative comments in BGV without filing a case.
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Is letterhead legally binding?

- An agreement on plain paper has the same legal character and force as one 
written on the company's letterhead.

What is the distinction between a logo and a letterhead?

- One must first create a logo, which is a picture or symbol that represents his 
company. 

- Then must create letterhead, which is a document that includes the company logo 
and other information. 

- A letterhead template can be used for all types of letters and documents.
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About Us

● SlideTeam is a premier Research, Consulting and Design agency that develops
and templatizes industry processes and best practices, frameworks and models across all industry and verticals to 
help customers present their strategies effectively and convincingly.

● In addition, Slide Team compiles data and statistics from thousands of sources
over a wide range of topics to help customers make intelligent decisions. We
develop and present our research in the form of fully editable PowerPoint
templates to make it easy for our customers to create presentations based on their individual requirements.

● With a large team comprising of Research Analysts, Statisticians, Industry Experts and Designers spread over 6 
countries, SlideTeam now hosts the world's largest collection of Ready to Use PowerPoint templates on all topics and 
industries.

● Our team consists of professionals from Fortune 500 companies and Top Tier consulting firms involved in the 
process of researching and designing over a million slides that are available for our users on a subscription basis.

●  To Contact Us and set up a Live Product Demo join us here  .

Click here to get the best PPT templates!!

https://www.slideteam.net/blog/company-letterhead-template-ppt
https://www.slideteam.net/blog/company-letterhead-template-ppt

