BRAND BOOK
KATELYN LEONARD

TABLE OF CONTENTS

3 ABOUT THE BRAND
BRAND POSITIONING STATEMENT
BRAND BOARD

4 VISUAL GUIDELINES
CLEAR SPACE
MINIMUM SIZE
COLORS
COLOR VARIATIONS
IMPROPER LOGO USAGE
TYPOGRAPHY
VISUAL IDENTITY SYESTEM
WEBSITE FAVICON
SOCIAL MEDIA PROFILE MARKS
EMAIL SIGNATURE

13 BUDGET
14 RESUME
15 CORRESPONDENCE
COVER LETTER
THANK YOU LETTER

17 WEBSITE
SITEMAP
LIVE SITE

22 SOCIAL MEDIA
MISSION STATEMENT
SOCIAL MEDIA PLAN
INSTAGRAM
LINKEDIN

27 BUSINESS PLANS
30 FINANCIAL FORMS
HOURLY ESTIMATE
HOURLY INVOICE
PROJECT QUOTE
PROJECT INVOICE

34 PROMOTIONAL MERCHANDISE
35 CONCLUSION

ABOUT THE BRAND

BRAND POSITIONING STATEMENT

For companies and idividuals, kl Design is the
creative mind that delivers solutions to all your
design problems because only kl Design is
skilled in all aspects of the process.
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VISUAL GUIDELINES

LOGO
The kl design logo will represent
the brand and should be used in
all appropriate applications.

1 inch

4

CLEAR SPACE

MINIMUM SIZE

Clear space is defined as the area
around the logo where no other
element can be placed. Nothing
should be placed closer than the
height three letter ‘S’ in DESIGN
on all sides. Anything placed
closer would reduce clarity of the
logo and brand.

The kl design logo should never
appear smaller than 1 inch high.
Anything smaller and the risk of
losing legibility increases.

COLORS
These two colors are preferred for
use in the kl design logo.

Pantone: 178C

Pantone: 1765C

C: 1 M: 71 Y: 57 K: 0

C: 1 M: 44 Y: 30 K: 0

R: 252 G: 74 B: 110

R: 252 G: 143 B: 179

#fc4a6e

#fc8fb3

COLOR VARIATIONS
In case of dark backgrounds, this
reverse treatment may be used to
preserve legibility. The grey to be
used is C: 0, M: 0, Y: 0, K: 50.
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• Do not skew, stretch, or distort the logo
in any way.

IMPROPER
LOGO USAGE

• Do not rotate the logo.

• Do not use any other than the approved
logo colors.

• Do not reposition the logo
elements in any way.

6

• Do not place the logo on any image
that reduces visibility or legibility.

PREFERRED SANS SERIF TYPEFACES
Avenir Next Regular
10pt
14pt leading
Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm
Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
1234567890 . , “ ! & ? * @
Avenir Next Demi Bold
10pt
14pt leading
Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm
Nn Oo Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
1234567890 . , “ ! & ? * @
If Avenir Next Regular is not available, Century
Gothic is acceptable. This typeface should be
used for all body text.

Aa

PREFERRED SERIF TYPEFACES
Bodoni Regular
10pt
14pt leading
Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm Nn Oo
Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
1234567890 . , “ ! & ? * @
Bodoni Bold
10pt
14pt leading
Aa Bb Cc Dd Ee Ff Gg Hh Ii Jj Kk Ll Mm Nn Oo
Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
1234567890 . , “ ! & ? * @
Serif typefaces should be avoided for body
text. If a serif typeface must be used, Bodoni is
acceptable.
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Aa

LETTERHEAD
All typed letters should be within
the approved areas. Any outside
printing is prohibited.

1.5 inches

Parker Foot
822 3rd Ave S
Nashville, TN 37210

Parker Foote,
My name is Katelyn Leonard, and I am a recent graduate from Arkansas State University. I earned
a Bachelor of Fine Arts in Graphic Design. I continue to refine my talent every day by working with
clients to achieve their goals. While searching for an outgoing and creative design agency in a
prospective city, I came across ST8MNT. I immediately felt I should get in contact with a creative that
knows the ins and outs of this company. I am interested in learning the cross between music and
design that you convey so well.
0.75 inch

When working on a design, I am diligent about staying on task and organized while still being able
to work quickly and efficiently. This skill allows me to make sure every job stays on budget, within
the schedule, and delivers the best solution to the client. Group work is one of my favorite ways of
creating because of the collaboration of ideas that would be overlooked otherwise. While working
with a group is a great way to create, I can be equally creative on my own. Striving to always keep
learning and be a better designer is a major goal of mine. The ability to continue learning shows I will
go the extra mile for any project.
Your agency has several big-name clients like Taylor Swift, Carrie Underwood, and Bonnaroo that show
how music and design can combine. This combination is interesting to me, and I would like to learn
more from the source. I would appreciate any time you could give to a new designer, and will contact
you within the next week. Please view my portfolio and resume at kleonarddesign.com. I look forward
to speaking with you.
Thank you for your time,

Katelyn Leonard

1.5 inches

kleonarddesign.com
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katelynleonard_design

Katelyn E. Leonard

0.75 inch

ENVELOPE

The envelope should be addressed
and stamped on the front. The 1 inch
kl logo sticker should be affixed on
back over the seal.

Katelyn Leonard
P.O. Box 362
Corning, AR 72422

1.35 inches

2.75 inches

DESIGN
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BUSINESS CARD
Card should always be professionaly
printed with a full bleed.

KATELYN LEONARD
katelynleonard.design@gmail.com
kleonarddesign.com
870.323.0099
Katelyn E. Leonard
katelynleonard_design
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VISUAL IDENTITY
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WEBSITE FAVICON

SOCIAL PROFILE MARK
Instagram

EMAIL SIGN OFF
This will serve as another point of
contact for the kl design brand and will
ensure successful contact for anyone
trying to reach Katelyn Leonard.
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LinkedIn

BUDGET

BUSINESS CARDS

LETTERHEAD

•
•
•
•
•

•
•
•
•
•

Uncoated, premuim paper
No finish
Rounded corners
100 count: $40.00
Source: Vistaprint

Uncoated
Smooth white 70# text
Rounded corners
25 count: $25.00
Source: Vistaprint

ENVELOPE

ENVELOPE SEAL STICKERS

•
•
•

•
•

#10 style
25 count: $14.25
Source: Vistaprint

20 count: $10.00
Source: Zazzle

WEBSITE
•
•
•
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kleonarddesign.com
Domain and server space for 1 year: $184.00
Source: Wix

RESUMÉ

KATELYN LEONARD
CONTACT
870.323.0099
katelynleonard.design@gmail.com
@katelynleonard_design
Katelyn E. Leonard

SKILLS
Adobe Creative Suite
Microsoft Office

OBJECTIVE STATEMENT
Detail-oriented designer who seeks full-time position as a creative asset
to a company.

EDUCATION
Bachelor of Fine Arts
Graphic Design
Arkansas State University
Associate of Arts
Black River Technical College

UI/UX
Front End Development
Photography

REFERENCES
Available upon request.

PROFESSIONAL EXPERIENCE
AUGUST 2019 - DECEMBER 2019
Graphic Design Intern, St. Bernards Marketing, Jonesboro AR.
Designed marketing and advertising materials for St. Bernards Healthcare,
including newspaper ads, flyers, and brochures.
OCTOBER 2019
Designer, Blooming Garden & Home - Debbie Johnson, Jonesboro, AR.
Logo design for small business.
OCTOBER 2019
Freelance Designer, Blue Jeans and BBQ
Lawrence County Junior Auxiliary, Arkansas.
Re-design of logo for koozie and poster for fundraising event benefiting
children in the community.
MAY 2019
Designer, Metal Museum, Memphis, TN.
Member of student design team that strategized and pitched a campaign
that answered client objectives.
OCTOBER 2014 - AUGUST 2018
Designer, Shabby Chic Boutique & Screen-printing, Corning, AR.
Main designer for individual and bulk orders of t-shirts, hats, or stickers.
JUNE 2017
Designer, City of Corning, Corning, AR.
Created design to be placed on shirts and hats for 4th of July
Homecoming celebration.

SERVICE
Make-A-Wish Foundation 2014 - 2018
Helped raise money in order to grant wishes.

May 2020 resumé. Recent version available online.
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CORRESPONDENCE
COVER LETTER

Parker Foot
822 3rd Ave S
Nashville, TN 37210

Parker Foote,
My name is Katelyn Leonard, and I am a recent graduate from Arkansas State University. I earned
a Bachelor of Fine Arts in Graphic Design. I continue to refine my talent every day by working with
clients to achieve their goals. While searching for an outgoing and creative design agency in a
prospective city, I came across ST8MNT. I immediately felt I should get in contact with a creative that
knows the ins and outs of this company. I am interested in learning the cross between music and
design that you convey so well.
When working on a design, I am diligent about staying on task and organized while still being able
to work quickly and efficiently. This skill allows me to make sure every job stays on budget, within
the schedule, and delivers the best solution to the client. Group work is one of my favorite ways of
creating because of the collaboration of ideas that would be overlooked otherwise. While working
with a group is a great way to create, I can be equally creative on my own. Striving to always keep
learning and be a better designer is a major goal of mine. The ability to continue learning shows I will
go the extra mile for any project.
Your agency has several big-name clients like Taylor Swift, Carrie Underwood, and Bonnaroo that show
how music and design can combine. This combination is interesting to me, and I would like to learn
more from the source. I would appreciate any time you could give to a new designer, and will contact
you within the next week. Please view my portfolio and resume at kleonarddesign.com. I look forward
to speaking with you.
Thank you for your time,

Katelyn Leonard

kleonarddesign.com
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katelynleonard_design

Katelyn E. Leonard

CORRESPONDENCE
THANK YOU LETTER
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WEBSITE
kleonarddesign.com
SITEMAP

opening page
logo
preview of work
info about piece
full work
title of work
link to resume pdf
about me and contact info
page links
link next and back
link
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LIVE SITE
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CONTINUED ON NEXT PAGE

LIVE SITE
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CONTINUED ON NEXT PAGE

LIVE SITE
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LIVE SITE
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SOCIAL MEDIA
MISSION STATEMENT
I will use social media to connect with like-minded professionals, build my personal brand, and grow my business. Through social media, I will find designers who
see value in our services. To accomplish this, I will showcase my personal brand
online by being authentic and true to my personality, interests, and values.

1 WEEK OF POSTS SCHEDULED USING HOOTSUITE

WEEKLY SOCIAL MEDIA PLAN

SUN

5pm
Share weird or
relatable fact
about me

MON

TUE

WED

8am
Make poll about
what skills
followers want
to see

11am
Share photo
that ties into a
story shared on
linkedin(include
link)

11am
WIP Wednesday

5pm
5pm
Reshare post by Daily sketch idea
another designer
(with callout)

11am
General life
update

FRI

SAT

11am
Reshare post
by another
designer
(with callout)

5pm
Artist spotlight

5pm
Daily sketch idea

5pm
Update about
my progress on
a project

5pm
Shortcut Saturday

7pm
Check & Reply

7pm
Check & Reply

7pm
Check & Reply

7pm
Check & Reply

7pm
Check & Reply

7pm
Check & Reply

7pm
Check & Reply

8pm
Check & Reply

8pm
Check & Reply

8pm
Check & Reply

11am
Ask others about
their projects and
strategies

8pm
Check & Reply

8pm
Check & Reply

8pm
Check & Reply

8pm
Check & Reply
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THU

SOCIAL MEDIA
INSTAGRAM: @katelynleonard.design
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CONTINUED ON NEXT PAGE

INSTAGRAM POST EXAMPLES
These are examples of posts that were scheduled and posted using Hootsuite.
This service allows me to schedule posts in advance to maintain a constant
social media presence. Creating the weekly social media plan allows me to
plan and keep track of my posts.
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SOCIAL MEDIA
LINKEDIN: Katelyn E Leonard
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CONTINUED ON NEXT PAGE

LINKEDIN POST EXAMPLES
These are examples of posts that were scheduled and posted using Hootsuite.
This service allows me to schedule posts in advance to maintain a constant
social media presence. Creating the weekly social media plan allows me to
plan and keep track of my posts.
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BUSINESS PLAN
BUSINESS NAME AND LOCATION

DESIGN GOALS

kl Design - Jonesboro, AR

I want to create a successful business
creating logos and advertising materials
for local businesses.

STRENGTHS
Organized
Personable
Helper
I have to finish something once it its started
I see the best in people and strive to bring it out

My creative industry is pretty small, but
has the potential for growth basaed on
my success.

WEAKNESSES

CORE COMPETENCIES

Procrastinator
Nervous
Multitasking
Overwhelmed easily
Distracted easily

I have gained the knowledge needed to
be successful in this field, and have the
determination to make it happen.

PERSONAL CREATIVE INDUSTRY

12 MONTH PLAN
OPPORTUNITIES
Willing to learn new skills
Helping others organize
Public speaking
Create a service to help people figure out what they need
Ability to work in any environment

THREATS
Designers with more experience
Lack of jobs in my area
Loss of job due to economy
Unforseen medical emergency
Technological issue

In 12 months, I hope to be settled in a
good location and have a design job.

5 YEAR PLAN
I hope to be working in an office setting
creating advertising materials for
businesses. I will also have a side business.
10 YEAR PLAN
I hope to still be successful in my first job
and growing my client list and possibly
branching out to other places.

MOTIVATION

MAKING DREAMS REALITY

I am moitvated when I create something
that other people are happy with.

I will continue to learn skills that will
help me grow as a designer. I will also
continue to grow my portfolio in order
to stay up to date for possible future
employers and clients.

IMPORTANT IN BUSINESS
I want my business to be successful and
ran as efficiently as possible.
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CONTINUED ON NEXT PAGE

PRODUCTS: ADVERTISING

TALENT COMPETITION

I will continue to learn skills that will
help me grow as a designer. I will also
continue to grow my portfolio in order
to stay up to date for possible future
employers and clients.

A person with years of experience rather
than a recent graduate like me. I also
think my competition in talent is someone
with more experience using the software.

PRODUCTS: LOGO DESIGN
I have experience with designing logos. It
did not involve other marketing materials,
but I was able to research the client and
understand what they needed in order
for the design to be successful.

ABILITY COMPETITION
I feel like I have the ability to do anything
I set my mind to. My competition is
someone who might have more business
knowledge than me, but that just comes
with more experience in the field.
TRAINING COMPETITION

PRODUCTS: COLLATERAL
Along with advertising campaigns, I
have created collateral materials such as
t-shirts, mugs, shopping bags, price tags,
hats, etc. I am able to create designs that
can be used in different variations on
several different products that the client
can use for their business.

PRODUCTS: SOCIAL MEDIA
I have created social media content
for businesses that correspond to their
advertising they already have in place.
This is a great way to reach a broad
audience that might not see print
advertising. My knowledge can help a
business gain a positive social media
presence that can produce income.

A person with more than just an education
on the subject, such as multiple years
experience and several jobs.
EXPERIENCE COMPETITION
A person with multiple years experience
and several jobs or clients.
VALUES COMPETITION
A person who views themselves as being
already great at what they do. It takes a
little bit of praise for me to feel like I am
good at something.
SPECIALTY COMPETITION
A person who has more experienced in the
advertising side of design.

PRODUCTS: PHOTOGRAPHY
I have experience taking photos for
businesses to use in their advertisements.
I can shoot manually which allows me to
have greater control of the quality of my
photos. My photos have been used in print
ads and social media posts by a business.

IDEAL CLIENTS
Starting out I want my clients to be smaller so
I can get a feel for the work load. I eventually
want to branch out to bigger businesses.
FINDING CLIENTS

CREATIVE COMPETITION
A person who has more of a background
with visual arts such as painting or
drawing. I have a hard time sketching
something I like quickly.
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I will talk to people who do marketing and
network from there. It will be important for me
to engage with every possible person. Wordof-mouth will hopefully bring in clients as well.

CONTINUED ON NEXT PAGE

CLIENT COMMUNICATION

MONTHLY HEALTH INSURANCE

I want the interaction to be personal by
setting up a initial meeting with the client
so I can ask questions and figure out what
they are needing. I will then make a design
brief and go over it with the client either
by phone or in person. From there the
next steps will be determined by schedule.
I want the client to be involved as much
as possible to make sure they are getting
something they like.

$400

NETWORKING AVENUES

MONTHLY CONTINUED EDUCATION COSTS

I will use social media to post things I am
working on outside of client work.
CREATIVE FREEDOM
I like direction from the client because I
want them to end up with something they
like. Usually they end up letting me have
some creative freedom if they cannot
think of something they like. Total creative
freedom can be harder.
DESIGN DISCOUNTS
I might would to close friends and family,
but I think they will know that it is my job
and thats how I make money to live so
they will want to pay me.
DESIRED RESULTS
I want to have a steady work load. If I do
not, I will have a side business to keep
an income. Depending on the size of the
project I would like to have maybe one or
two clients a month until I can figure out
how long it takes me to do certain things.
GOING RATE
I will charge $30/hr as I am getting out of
school and making a name for myself.
WORK WEEK
I expect to work 5 days a week and bill 30
hours during that week.
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MONTHLY EQUIPMENT COSTS
$30
MONTHLY WEB HOSTING COSTS
$16

$25
ESTIMATED QUARTERLY TAXES SET ASIDE PER MONTH
$50

FINANCIAL FORMS
HOURLY ESTIMATE
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HOURLY INVOICE

31

PROJECT QUOTE
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PROJECT INVOICE

33

PROMOTIONAL MERCHANDISE
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Thank you for viewing my brand book.
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