WHERE’'S OUR LOGO?

Graphic Standards Elements for Your Organization's Master File
Amanda Kams - Dorado Creative - (814) 403-7576 — doradocreative@gmail.com

STEP ONE: SET UP A SHARED "MASTER FILE”
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File path to your shared folder, backups, flash drive, etc. — cloud-based
is even better (Dropbox, Google Drive)

Who/what agency made your logo? What is their contact information?
What is the official name you’ll use with the public? Are there
acronyms?

What is your tagline & what are the rules for when it's used?

LOGOS - it's helpful to have a lot of different versions/sizes ready!

Vector format (Al or .EPS) — this is the ORIGINAL, scalable art

Color and black/white versions + options for dark background in various
sizes/resolutions of .png's (transparent backgrounds!) and .jpeg's

Are there any size restrictions/rules? Variations on the logo?

A variation formatted for social media that will work in a square

COLORS - consider fonts, logos, backgrounds, etc.

0 HEX Codes

0 CMYK Colors (for print)

[0 RGB (for screen)

[0 Pantone (PMS) swatches

FONTS

O include notes on applicable colors and point sizes, and how they should
relate to each other proportionately

O Name/examples of title, header & body fonts

O When and how to use italics/bold body styles

[J  Actual font files with licenses should go in the shared folder

BONUS ITEMS!

[0 Letterhead Saved in Word (] like headers/footers)

[0 Link, screenshot, or PDF of color palette

[0 Master files for other print items (formal letterhead, business cards,
promotional items, etc.) and a spreadsheet with the contacts, file links,
etc. for reordering each one

O A separate spreadsheet with contacts, extensions, e-mails, and online
account information for low-risk community accounts (example: access
to a Staples wish list for office supplies — and you could list the weird
number for your printer cartridges!) .

I File with stock photos, edited images ready for social media, seasonal
Facebook banners, etc.

O Social Media Editorial Calendar

RESOURCES THAT MAY HELP:

O

0
0

www.colourlovers.com — determine or design a color palette & codes
{you can upload your logo and it'll figure it out!)

www.canva.com — easy, accessible graphic design for everyone
www.myfonts.com/WhatTheFont/ - you can figure out what fonts are in
your logo (or anything!) by uploading a photo and following the steps
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