Disclaimer:
All templates provided by The Velvet Ledger serve as a starting point for your documents. They are intended for general assistance only and should not be considered legal, financial, or professional advice. Before distributing or implementing any document, consult a qualified professional to ensure compliance and adequate protection for your business.


style guide
Purpose
To develop a standardised design for new and current documents for the purpose of consistency in presentation of internal and external documentation.
Scope
All documents that related to the ownership or dealings with [Company Name]
Application
All documents created for internal or external distribution relating, but not limited to, policies, documents, forms, letters, memos, and procedures.


fonts and style
	Item
	Details
	Example

	Title
	Font: Calibri Light (Heading), black
18 pt, Bold, ALL CAPS, Centred
Text Spacing: Normal
Line Spacing: 1.5
	[COMPANY NAME]

	Heading
	Font: Calibri Light (Heading), black
16 pt, Bold, ALL CAPS, 
Space: Before: 2 pt, After: 0 pt
	[Company Name]

	Sub-heading
	Font: Calibri Light (Heading), black
11 pt, Bold, 
Space: Before: 6 pt, After: 6 pt
	[Company Name]

	Sub-heading
	Font: Calibri Light (Heading), black
11 pt, Bold, 
Space: Before: 2 pt, After: 0 pt
	[Company Name]

	Text
	Font: Calibri (Body), black
11 pt
Line spacing: 1 lines
Space: Before: 0 pt, After: 8 pt 
	[Company Name] Pty Ltd
[Company Name] Pty Ltd
[Company Name] Pty Ltd
[Company Name] Pty Ltd

	Bullet points
	Round, black
	· Item 1
· Item 2

	Numbering
	Number with full stop, black
	1. Item 1
2. Item 2
a. Item 2a

	Tables
	Font: Calibri (Body), black
11 pt, Align Centre 
Line spacing: 1 lines (single)
Table headings and numbers: Bold, Centred
Table should not go over two pages where possible
	Heading
Descriptions
1234

	Email content
	Font: Sans Serif, black
11 pt
Reply Font: Sans Serif, black
	Thank you for your email.
In response to your email.





Company Logos and Images
	Item
	Details
	Example

	First Page Header
	[Company Name] banner
Height: 2.42 cm, Width: 8.2cm
Wrap Text: Square, Fixed Position on Page
	[insert logo here]

	First Page Footer
	[Company Name] company details banner
Height: 3.00 cm, Width: 21.05 cm
Wrap Text: Square, Fixed Position on Page
	

	Additional Pages Header
	N/A 
	

	Additional Pages Footer
	Document Name
Page Number
	

	Document Name
	Company name | Document Title | MMM YYYY
Font: Calibri (Body), black
10 pt, Title Case, Left
	[Company Name] | Style Guide | Mar 2023

	Page number
	“Page” | #
Font: Calibri (Body), black
10 pt, Right
	Page | 3

	Margins
	Narrow
	

	LinkedIn Banner
	Dimensions: 1365 x 342
Width: 1365 pixels
Height: 342 pixels
	[insert banner example]

	Email Banner
	Dimensions: 1114 x 279
Width: 1114 pixels
Height: 279 pixels
	[insert banner example]

	Main Image
	
	[insert main image example]



Company Colours
	Code
	#000000
	#020202
	#2E2D2D
	#075D6C
	#5E9E9E
	#FFFFFF

	Red
	0
	2
	46
	7
	94
	255

	Green
	0
	2
	45
	93
	158
	255

	Blue
	0
	2
	45
	108
	158
	255
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