2.2.2
Checklist for compiling a corporate identity manual

	Task
	Checked

	1. Describe what your business represents

· Provide background information to the brand and describe what you are trying to achieve with your branding.

· List the brand benefits (benefits customers derive from dealing with your company and purchasing your product).

· Describe the brand values (these are your organisation values).

· List several reasons why customers would buy from you or want to be associated with your organisation.
	 FORMCHECKBOX 


	2. Describe the corporate identity basics

· Brand name or logo

· Corporate colours

· Slogan, strapline or pay-off line

· Devices or brand icons

· Jingle (for radio/television advertising)

· Include samples (where possible) of the above in their true format.
	 FORMCHECKBOX 


	3. Set standards and rules for corporate logo usage

· Background colour

· Minimum/maximum size of logo (on all approved corporate identity material)

· Typefaces and fonts

· Upper case and lower case usage

· Corporate colour specifications (include swatch samples of all colours and provide exact details such as pantone colours)

· Usage of the brand device/icon and whether or not it can stand alone
	 FORMCHECKBOX 


	4. Corporate stationery

Primary stationery

· Business cards

· Letterheads

· Continuation sheets

· Complement slips

· Notepads

· Folders

Secondary stationery

· Quotation books

· Invoices

· Customer satisfaction notes or feedback forms
Include samples of all corporate stationery in true colour showing exact layout of forms, position of logo, inclusion/exclusion of devices and straplines as well as black and white versions.
	 FORMCHECKBOX 



	5. Identify signage requirements and specifications

· Exterior premises signage

· Interior premises signage

· Banners

· Marquees

· Parking signage

· Reception signage
	 FORMCHECKBOX 


	6. Decide on range of marketing and advertising material

· Leaflets/brochures

· In-store posters

· Templates for newspaper or magazine adverts

· Street pole adverts

· Corporate gifts such as pens, keyrings, fridge magnets, desk pads etc

· Generic greeting cards

· Social media collateral including photos and specifications thereof

· Website

Provide specifications for the type of product to be used or the details of a preferred supplier. Templates for all marketing and advertising material must be included in their true format with instructions to printers/suppliers regarding the format and colours required. 
	 FORMCHECKBOX 


	7. List fixtures and fittings standard items

· Desks and chairs

· Counters

· Equipment

· Furniture

Provide scale drawings and specify finishes to be used.
	 FORMCHECKBOX 


	8. Physical layout

Inclusion of layout drawings (to scale) showing the store design, layout of the operation and the standard fittings/furnishings that will be used.
	 FORMCHECKBOX 


	9. Identify the custodian of the brand
	 FORMCHECKBOX 
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