Fox021 · template · fox021.com
Brand Guidelines Template: Nine Sections
A cover and nine sections. Replace every [bracketed prompt] with your own text, fill the empty cells and follow the grey hints. The file holds the rules; the look is yours.
Cover
	Brand name
	[brand name]

	Version
	[version]

	Date
	[date]

	Owner
the person who approves changes
	[name]

	Contact email
	[email]
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1. Brand story and positioning
[What do you sell, to whom, and why should they pick you over what they buy now?]
	Field
	Your answer
	Evidence

	Who we serve
	
	

	The problem we solve
	
	

	What we sell
	
	

	Price point
	
	

	Main alternatives
what the buyer uses now
	
	

	How we differ
	
	

	Brand promise
	
	

	Mission (optional)
	
	



Brand story





Rule: a line with no evidence is marked “assumption.”
2. Logo and clear space
	Version
	File name
	Use it for
	Allowed backgrounds

	Primary
	
	
	

	Secondary
	
	
	

	Icon
	
	
	

	One-color
	
	
	



Clear space unit (taken from the logo itself, such as the height of one letter)

	Medium
	Minimum width

	Screen, px
	

	Print, in
	



Never do this with the logo




3. Colors
HEX and RGB are for screens, CMYK and Pantone for print: fill both sets. Contrast ratio: at least 4.5:1 for normal text and 3:1 for large text (WCAG 2.2 Level AA).
	Color name
	Role
	HEX
	RGB
	CMYK
	Pantone
	Paired text color
	Contrast ratio

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



4. Typography
Two or three typefaces are enough, each with a job.
	Role
	Typeface
	Weight
	Size (pt / px)
	Line spacing
	Fallback font

	Headline
	
	
	
	
	

	Subhead
	
	
	
	
	

	Body
	
	
	
	
	

	Caption
	
	
	
	
	

	Button
	
	
	
	
	



	Typeface
	License: desktop / web / app
	Where the files are

	
	
a desktop license does not always cover a website or an app
	

	
	
	

	
	
	



5. Imagery
[Describe the look of your images in one sentence: what they show, the light, the mood.]
	Use
	Like this (describe)
	Not like this (describe)
	Source and license

	Photos
	
	
	

	Illustrations
	
	
	

	Icons
	
	
	



Rules for every image



6. Voice and tone
	Trait
	We are
	We are not
	Do (sample sentence)
	Don't (sample sentence)

	
e.g. Plain
	
	
	
e.g. “Your order ships Monday.”
	
e.g. “Your order has entered our fulfillment pipeline.”

	
	
	
	
	

	
	
	
	
	



	Situation
	Tone
	Example line

	Website
	
	

	Social posts
	
	

	Support replies
	
	

	Error messages
	
	

	Packaging
	
	



House style (AP or Chicago)

Brand name is written

	Words we use
	Words we avoid

	
	

	
	

	
	

	
	

	
	



7. Applications
	Item
	Logo version
	Colors
	Typefaces
	Template or file location
	Owner

	Business card
	
	
	
	
	

	Website header
	
	
	
	
	

	Social profile
	
	
	
	
	

	Email signature
	
	
	
	
	

	Packaging / label
	
	
	
	
	

	Signage
	
	
	
	
	

	Slide deck
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



8. Do's and don'ts
Each line names the section its rule comes from.
	Do
	Don't
	Section

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



9. Contacts and files
	Question about
	Who to ask
	Email

	Logo and design
	
	

	Copy and voice
	
	

	Approvals
	
	



	Asset
	Where it lives
	Format

	
	
	

	
	
	

	
	
	

	
	
	



Change log
	Version
	Date
	What changed
	Approved by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



