Brand Book Checklist
Visual identity
Logo files
· Primary logo (full colour)
· One-colour version (black/white)
· Favicon / small icon (if applicable)
· Usage rules: clear space, minimum size, backgrounds to avoid.
Colour palette
· Primary: HEX
· Secondary: HEX
· Accent: HEX
· Neutrals: HEX
· Accessibility note: acceptable contrast pairings (what text colours can sit on what backgrounds)
Typography
· Headline font + weights
· Body font + weights
· Fallback font (for email tools that can’t use custom fonts)
· Hierarchy rules (H1/H2/body/caption sizes)
Imagery rules
· Photo style: subject matter, lighting, mood
· Illustration style: line weight, shapes, texture
· Treatments to avoid (over-saturated filters, heavy vignettes, mixed styles)
Layout / templates
· Social post templates (square + story)
· Newsletter header template
· Media kit / author one-sheet template
Voice and messaging
· Voice traits (3 to5: e.g. warm, welcoming, plain-English, community-led)
· Words to use / words to avoid
· Your short bio (3 versions: 25 words, 50 words, 100 words
· Reusable ‘about’ paragraph
· On-brand vs off-brand examples (write at least 2)
How to use it (so it actually gets used)
· Where it lives (one link): Folder + document link + ‘latest version’ label
· Who owns updates: One person responsible for changes
· Versioning rule Example: update quarterly; log changes at the top (‘Updated: 2026-07-03 — added new colour + new template’)
· How to brief helpers: ‘Before you start: read the brand book + use these templates + ask questions here’

