Branding & logo design | Briefing checklist
	Business context and objectives

	Questions
	Hints
	Your answers

	Describe what your business does, in just one sentence…
	(please use layman’s terms)
	

	What is your vision for the business? 

	(eg to be the best or biggest or most well respected? To grow? To diversify or be experts in a specific field?)
	

	What measurable results do you want to achieve? 
	(eg improve brand awareness, grow/change customer base, cross-sell services, increase turnover, efficiency, etc)
	

	Who are your competitors?


	Operating in the same or similar market – identify main competitors by name or web address
	

	What makes you different from your competitors?

	Spell out your USPs – Unique Selling Points –why a client should choose you, what you do better than others
	

	Which brands do you see as benchmarks? What do you like about them?

	These don’t have to be in the same industry, just any brands whose attributes you admire/share
	

	What words best describe your brand personality?

	(eg innovative, reliable, friendly, authoritative, warm, trustworthy, etc)
	

	What is the exact name you use when referring to the business?
	(this may be your full business name or a shortened version of it that you want for the logo)
	

	Does your brand relate to any other sub-brand or business entity?
	(For example a subsidiary or sister business, or products or services that are branded separately)
	


	Your target market

	Questions
	Hints
	Your answers

	Who is your ideal client or customer?

	(type of company/project/buyer, or specific clients you want to target)
	

	Who are your target audiences?

	(type of people, industry, roles, demographics, locations, etc)
	

	What are the key concerns and needs of your audience?

	(e.g. managing budget, schedules, reliability of service, sustainability, safety, communication)
	

	What preconceptions might your audience have?
	(i.e. their current perception of your business, or expectations of what a business like yours should be like)
	

	Through which channels do your audience come in contact with your brand?
	(e.g. website, phone/email, events, business cards, documents, staff on the job, signage, uniforms, brochures)
	

	Design brief and practical considerations

	Is your business name registered? Do you want the logo to be trademarked?
	(Trademarking helps protect you against others using a similar name for a similar business type, in your country of operation)
	

	Do you have any preferences regarding colours, typography or imagery?
	(Give examples ONLY if there are any visual styles you particularly love or hate. Remember these can be subjective - a brand is for your target audience as well as for you and staff/colleagues)
	

	Do you have a tagline/slogan?

	(If you have a tagline, does it reflect what you do? Do you want to change it?)
	

	Does your logo need to work in specific formats or sizes?
	(For example very large or very small, black & white, animated on videos, embroidered on uniforms, etc)
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