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Target Audience

Customer Experience

Logo & File Types

Colour Palette

Professional Photography

Style Guide

If you’ve downloaded this checklist, you’re probably an established business. You’ve come
to understand the importance of branding and are keen to find out where the gaps are in
your foundations. 

I haven’t listed everything here, but this is a great start that won’t feel too overwhelming.

To understand how others perceive your brand, it’s good business practice to regularly
gather research through feedback forms and surveys, online reviews and testimonials, or
even asking employees.

Brand Gap
Checklist
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Tip: 

Check off the sections as you complete them



Roadmap

Here’s a simple roadmap and some quickstart prompts to help you check in with
where your brand sits at the moment.  I recommend creating a “Branding” folder to
hold all this information so that it’s easy to find.

DAY 1 Vision, Mission, Values
Goal: Solidify the guiding principles of your brand, giving clarity to
your long-term direction.
Task: Define your vision, mission, values - aligning each with your
business goals.
Quick-Start Prompt: Write down where you would like to see your
brand in five years time, and identify three core values that drive your
decisions.

DAY 2 Voice & Tone
Goal: Use a consistent voice across all communications.
Task: Set specific guidelines for your brand’s voice and tone to guide
consistent messaging.
Quick-Start Prompt: Write a few words that describe how you want to
sound (friendly, authoritative, etc.) and an example of how you don’t
want to sound.

DAY 3 Target Audience
Goal: Identify your audience and position your brand uniquely to them.
Task: Create a profile of your ideal customer segments, list their
needs, habits and places to reach them.
Quick-Start Prompt: Who is your ideal customer? Write one or two
sentences about their main problem that you help solve.
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very important
section

DAY 4 Customer Experience
Goal: Implement a consistent customer journey that reflects your
brand at every touchpoint*.
Task: Document specific actions to enhance customer experience at
each touchpoint.
Quick-Start Prompt: List three key touchpoints and how you want
customers to feel at each point. Write down one improvement for each
that could enhance their experience.
*A touchpoint is any interaction with your customer.  For
example, it could be through social media, email, print or
even in person.



NOTE

DAY 5 Logo & File Types
Goal: Have a folder of versatile logo files to reinforce brand
recognition in any situation. E.g portrait, landscape, png, jpg, pdf... 
Task: Organise logo files in all necessary formats.
Quick-Start Prompt: Make a checklist of file types you need, their
orientations and ensure you have all formats for both print and digital.

DAY 7 Professional Photography
Goal: Set visual standards to ensure your brand imagery is consistent
and professional for both corporate photos and stock photography.
Task: Define your photography style (e.g., candid, professional,
lifestyle) and document this style along with your colour palette
Quick-Start Prompt: Check back in with your Tone & Voice as well as
your Colour Palette and write a few words that describe what your
professional photography should look like every time.

DAY 8 Style Guide
Goal: To have a guide that internal staff and external
contractors/suppliers can follow directs visual and tonal consistency
across all brand communications
Task: Build an easily accessible document
Quick-Start Prompt: Start adding logo variations, colour palette and
chose 2 fonts.

Remember your brand is more than these sections - your brand is basically who you are,
how people see you, and how they feel about your business.  It’s the core of what you offer
and the promise you make to your customers about what they can expect from you. It’s the
staff culture, social responsibility, and yes, the visuals too. 

It’s made up of every experience someone has with your business. 
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Canva havetemplates

DAY 6 Colour Palette
Goal: Consistently use a defined colour scheme to reinforce brand
recognition.
Task: Audit currently used brand colours in all mediums
Quick-Start Prompt: Choose three to five colours, record their codes*
and keep in a handy location. 
*Note: HEX or RGB codes will be used for digital; and CMYK codes will be used for print.


