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BRAND POSITIONING 
STATEMENT
For passionate business owners and entrepreneurs who need branding/marketing 
services, The CreativExtra is a marketing, branding, and design studio that
promises to help our clients be extraordinary in the industry and have an impactful 
business from the love of their customers. We are committed to helping our clients 
stay competitive through a creative and fun strategy they enjoy doing.

Unlike other third-party design apps and creative agencies, we understand what it 
takes to stand out and be a Bold Disruptor. We want to be upfront and honest, not 
sugarcoat anything. Our creative solutions can be the answer to your problems.
Our services speak volumes in many forms of media, even beyond graphic design. 
We are eager to help you stay competitive and provide abundant opportunities. 
Helping grow your business is the passion that we could have together.
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POWER VALUES
Commitment - Every Step of Success.
We believe in being there for and with you. There are no minor problems to solve. 
We strive to stick with our customers every step of the way – creating magic with 
them and seeing their business grow. Celebrating together.

Collaboration - Team of Greatness
We’re all about collaboration. No one person is responsible for our success. As 
an individual, you are only a drop, but as a team, we are nothing but an ocean of 
greatness. We celebrate all our achievements the same way they are 
made: as a team.

Optimistic - Hopeful Attitude, Great Results.
We believe in having an optimistic attitude in our work effort. With this, we want 
our employees & clients to have enjoyable careers. We want them to be hopeful in 
the future with us. More chances are to be successful and to have a healthier life. 

Authenticity - Unapologetically Loud
We believe in being respectful to our clients; we want to be upfront and honest. 
Not to sugarcoat anything. Our real creative solutions can be the answer to your 
real problems. We want our clients to feel they can trust us with anything.

Enthusiastic - Enjoying Progress, not Perfection.
Having an enthusiastic attitude will help us communicate positively and have a 
positive outlook for the end results. Eager about progress over perfection. We are 
using this mindset to drive us to achieve our goals.

VOICE/TONE
Empowering
Inspirational
Supportive 
Enthusing
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BRAND BOARD

INSPIRATION

TYPEFACES

PATTERNS TEXTURES

COLOR PALETTE

BRAND POSITIONING STATEMENT

LOGOChloe Tyner

The CreativExtra

thecreativextra@gmail.com

870.219.8041

thecreativextra.com

@thecreativextra

@Chloe Tyner

For passionate business owners and entrepreneurs who need branding/marketing services, The CreativExtra is a 
marketing, branding, and design studio that promises to help our clients be extraordinary in the industry and have 
an impactful business from the love of their customers. We are committed to helping our clients stay competitive 
through a creative and fun strategy they enjoy doing.

Poppins Bold
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz

1234567890!?,.

Poppins Regular
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqrstuvwxyz

1234567890!?,.
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VISUAL GUIDELINES
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LOGO
This is used across all appropriate applications and contributes 
to brand recognition.
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CLEAR SPACE REQUIREMENTS
Clear space is a requirement for the logo to breathe.
Nothing should be in the space within one “C” of the logo. 

MINIMUM SIZE
The logo should never be smaller than 0.5 inch in width. 
Anything smaller will lose clarity in the logo. 

0.5 inch
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COLORS

FEARLESS RED
#D02128
Pantone 1795 C
R209 G33 B33
C12 M100 Y100 K2

ENERGETIC BLUE
#66CCEC
Pantone 2987 C
R102 G204 B236
C53 M0 Y4 K0

LOUDMOUTH YELLOW
#FED108
Pantone 109 C
R255 G209 B0
C1 M16 Y99 K0

UNAPOLOGETIC BLUE
#E0F2F3
PANTONE 124-1 C
R214 G238 B238
C15 M0 Y6  K0
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PATTERN
This pattern expresses our brand promise of boisterous personality. The design 
elements within the pattern are seamless and can be used individually.
We highly encourage using this pattern as a background or design element. 
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GRAYSCALE &
REVERSE TREATMENT
When color is not available, use black and white. Reverse treatment may be used 
when necessary.

If using grayscale, the colors must be BLACK 100%, 60%, and 20% opacity,
as shown below, to represent the colorful logo. In grayscale reverse treatment, 
WHITE is to replace the black with opacity at 100%, 60%, and 20%
on a black background. 

Black & White

Grayscale

Reverse Treatment

Grayscale Reverse Treatment
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Do not put the logo on an unapproved background.

Do not make logo one color unless approved.

Do not add a stroke to the logo.

Do not stretch, skew, or distort the logo in any form.

UNACCEPTABLE LOGO USAGE
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UNACCEPTABLE LOGO USAGE

Do not rearrange the logo.

Never put any effects on the logo.

Do not use inappropriate typefaces for the logo.

No colors outside of the accepted color variations 
should be used with this logo.
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PRIMARY TYPOGRAPHY
SANS SERIF - POPPINS
We highly encourage you to use our preferred sans serif for brand recognition. 
Poppins typeface expresses our friendliness and happiness. 

The Poppins Bold should be used for 
headlines, captions, and small amounts
of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

In comparison, Poppins Regular should be 
used for body copy, call-outs, and large 
amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

It’s available for free on Google Fonts. See here.

Aa
Aa

https://fonts.google.com/
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PRIMARY TYPOGRAPHY
SERIF - PALATINO
The use of a serif font is discouraged. If one must use a serif, then she/he/they 
should use Palatino, a common serif typeface. 

Palatino Bold should be used for headlines, 
captions, and small amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

In comparison, Palatino Regular should be 
used for body copy, call-outs, and large 
amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

Aa
Aa
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ALTERNATE TYPOGRAPHY
SANS SERIF - CENTURY GOTHIC
If our preferred typeface is unavailable, please use Century Gothic Bold and 
Regular to replace both Poppins Bold and Regular.

The Century Gothic Bold should be used for 
headlines, captions, and small amounts
of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

In comparison, Century Gothic Regular 
should be used for body copy, call-outs,
and large amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

Aa

Aa
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ALTERNATE TYPOGRAPHY
SERIF - GEORGIA
If one must use a serif, then she/he/they must use the alternate serif 
typeface, Georgia.

Georgia Bold should be used for headlines, 
captions, and small amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

In comparison, Georgia Regular should be 
used for body copy, call-outs, and large 
amounts of text.

ABCDEFGHIJKLMN
OPQRSTUVWXYZ

abcdefghijklmno
pqrstuvwxyz

1234567890!?,.

Aa
Aa
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LETTERHEAD
The top margin must be 1.5", with side and bottom margins being 0.5. Please keep 
the body copy at 10 pts while using our preferred typeface. The leading needs to 
be 17pt for the bodies of text. 

@thecreativextrawww.thecreativextra.com Chloe Tyner

Jonatan Maldonado

230 Willow St

Nashville, TN 37210

Dear Mr. Maldonado,

I write this letter to express my interest in the Graphic Designer opening advertised on your company’s website.   

From day one, I believe my contributions to the team at The Buntin Group could be a worthwhile addition. 

After comprehensive study for my Bachelor of Fine Arts in Graphic Design degree and a Minor in Marketing obtained 

at Arkansas State University, I possess a wide range of abilities that combine innovative art and design principles. 

Furthermore, my expert knowledge of Adobe Creative Suite, digital marketing, art direction, illustration, graphic design, 

and photography will allow me to play a crucial role in implementing your creative, design, and marketing initiatives. 

The following are highlights of my skills and accomplishments:

• Hired as a social media coordinator and graphic designer at The Polish Agency and The Solutions Group while 

attending college. I have a love of solving problems for multiple clients simultaneously.

• Worked on a team project for Bradbury Art Museum that was designed to execute. Pitched this creative, strategic 

campaign of print advertisements, social media content, and merchandise to the client. This campaign won two 

Chapter Student Addy awards in 2023.  

• Developed a passion for advocacy and philanthropy when I worked with clients like The Arkansas Pet Savers, 

Arkansas Game and Fish Commission, NEA Baptist, and United Way of Northeast Arkansas. 

Enclosed are my resumé and references for your review. You may also view my portfolio of work at

thecreativextra.com or learn more about me on Instagram @thecreativextra. I welcome the opportunity to discuss how 

my skills and strengths can best serve your company with you. I will contact you this week or please feel free to reach 

me at 870-219-8041 or thecreativextra@gmail.com. 

I look forward to speaking with you and appreciate your valuable time and consideration. 

Sincerely,

Chloe Tyner

1.5
 in

0.5 in 0.5 in

0.5 in

0.
5 

in
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VISUAL IDENTITY  
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BUSINESS CARD & ENVELOPE



22

WEBSITE FAVICON
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SOCIAL MEDIA

INSTAGRAM

LINKEDIN

https://www.instagram.com/thecreativextra/
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EMAIL SIGN-OFF
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CHLOE TYNER
870.219.8041
@thecreativextra
Chloe Tyner
thecreativextra.com
thecreativextra@gmail.com

EDUCATION 
Bachelor of Fine Arts
Graphic Design
Marketing Minor | GPA 3.8
Arkansas State University 
Graduate December 2023
2021 Chancellor’s List
2019 - 2023 Dean’s List

CERTIFICATES
2022 Enterprise Design Thinking
Practitioner Badge | IBM
2022 Social Media Marketing | Hootsuite
2022 Content Marketing | HubSpot 
2022 Digital/Online Ads Display | Google

AWARDS
2023 AAF-NEA Silver Chapter
Student ADDY Little Creative
Heroes Campaign
2023 AAF-NEA Silver Chapter
Student ADDY Little Creative
Heroes Copywriting
2022 Top Sales Person Water Project
2022 AAF-NEA Gold Chapter
Professional ADDY 
The Arkansas Pet Savers
2022 AAF-NEA Gold Chapter
Professional ADDY
AAF NEA AAAwards Dada Gala
2022 AAF-NEA Best of Show Chapter
Student ADDY SUDS Campaign
2022 AAF-NEA Gold Chapter
Student ADDY SUDS Campaign
2022 AAF-NEA Silver Chapter
Student ADDY SUDS Logo Design
2022 AAF-NEA Gold Chapter 
Student ADDY 5 Tips to Improve Your 
Bowling Average 

ORGANIZATIONS
2023 - PRESENT A-State Advertising
Club, Vice President
2019 - PRESENT AAF-NEA, Member
2019 - PRESENT Student Volunteer on   
ADDY committee for AAF-NEA
2019 - 2022 AIGA National, Member
2019 - 2022 A-State AIGA,
PR, Events Coordinator, Vice President

PROFESSIONAL EXPERIENCE
September 2022 – Present | The Solutions Group | Jonesboro, AR
Social Media Coordinator & Content Specialist
Plan and execute social media and content strategies. Oversee daily 
planning, posting, and scheduling for each client. Develop engaging copy for 
social content. Measure and optimize social content performance while 
establishing benchmarking.
January 2021 – Present | The CreativExtra | Northeast Arkansas Region
Freelance Designer
Work with a variety of clients, including United Way of NEA, Arkansas Game and Fish 
Commission, CruiseNReview, Kreations, Jonesboro Christian Church, Grace Baptist 
Church, Arkansas State AIGA, and AR Pyro Bros. Create print collateral, branding and 
marketing materials, social media graphics, digital media, and website design.
August 2022 – December 2022 | Bradbury Art Museum | Jonesboro, AR
Student Marketing Coordinator
Collaborate with team members to create advertising campaign to make BAM a 
destination. Provide market research, graphics, copywriting, social media, direct 
mail, and merchandising.
May 2022 – August 2022 | The Polish Agency | Jonesboro, AR
Intern, Junior Graphic Designer
Create advertisements and content for various clients in print and electronic media. 
Also, responsible for producing promotional displays, packaging, and
marketing materials.  
April 2022 – July 2022 | Pink Ink Screen Printing | Jonesboro, AR
Designer/Illustrator
Develop illustrations for t-shirt graphics, stickers, website content, and
marketing materials. Prepared all artwork for screen printing. Organized previous 
and future customer orders for reprints.
August 2021 – December 2021 | T-Shirt Ladies | Northeast Arkansas Region
Freelance Designer
Design t-shirts and posters by coming up with creative solutions for fundraising, 
seasonal events, and general sales. Increase sales at county fairs by upselling and 
asking customers what they want to see in the future.
August 2021 – December 2021 | Center for No Boundary Thinking | Jonesboro, AR
Student Designer
Collaborate with student designers to create website for children with disabilities. 
Illustrate five images to aid dyslexic students.
May 2021 – August 2021 | NEA Baptist | Jonesboro, AR
Design Intern
Redesign physical directory by creating new layout, cover design, and index.
Design social media graphics and floor signs. Create marketing materials to 
promote Art Slam and Nurse Appreciation Week.

SERVICE
August 2021 – November 2021 | The Arkansas Pet Savers | NEA Region
Designer/Marketing Assistant
Collaborate with professional designers to rebrand The Arkansas Pet Savers.
Design paper applications, PowerPoint templates, and social media graphics. 
Create event planning ideas to increase adoption.

REFERENCES
Available upon request.

RESUME
May 2023 resumé. Recent version available here.

https://www.thecreativextra.com/_files/ugd/af847a_ec7fcee753ae45e496e0c82ad3019246.pdf
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REFERENCES

@thecreativextrawww.thecreativextra.com Chloe Tyner

AUSTIN SANDY
Job Title:
Audience Development & Brand Manager 
for KLTV & KTRE
(Gray Television)
Employer:
KLTV 7
Business Address:
105 W Ferguson St 
Tyler, Texas 75702
Email:
austin.sandy@kltv.com
Telephone Number:
(870)219-7405    

NICOLE FRAKES
Job Title:
Graphic Designer
Employer:
NEA Baptist 
Business Address:
4802 E Johnson, 
Jonesboro 72405
Email:
nicole.frakes@bmhcc.org
Telephone Number:
 (870) 919-8482    

PAIGE PHILLIPS 
Job Title:
Manager of Marketing at Hytrol
Employer:
Hytrol
Business Address:
2020 Hytrol St. 
Jonesboro, AR 72401
Email:
pphillips@hytrol.com
Telephone Number:
(620) 450-8181 

REFERENCES & CONTACTS
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CORRESPONDENCE
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COVER LETTER

@thecreativextrawww.thecreativextra.com Chloe Tyner

Jonatan Maldonado

230 Willow St

Nashville, TN 37210

Dear Mr. Maldonado,

I write this letter to express my interest in the Graphic Designer opening advertised on your company’s website.   

From day one, I believe my contributions to the team at The Buntin Group could be a worthwhile addition. 

After comprehensive study for my Bachelor of Fine Arts in Graphic Design degree and a Minor in Marketing obtained 

at Arkansas State University, I possess a wide range of abilities that combine innovative art and design principles. 

Furthermore, my expert knowledge of Adobe Creative Suite, digital marketing, art direction, illustration, graphic design, 

and photography will allow me to play a crucial role in implementing your creative, design, and marketing initiatives. 

The following are highlights of my skills and accomplishments:

• Hired as a social media coordinator and graphic designer at The Polish Agency and The Solutions Group while 

attending college. I have a love of solving problems for multiple clients simultaneously.

• Worked on a team project for Bradbury Art Museum that was designed to execute. Pitched this creative, strategic 

campaign of print advertisements, social media content, and merchandise to the client. This campaign won two 

Chapter Student Addy awards in 2023.  

• Developed a passion for advocacy and philanthropy when I worked with clients like The Arkansas Pet Savers, 

Arkansas Game and Fish Commission, NEA Baptist, and United Way of Northeast Arkansas. 

Enclosed are my resumé and references for your review. You may also view my portfolio of work at

thecreativextra.com or learn more about me on Instagram @thecreativextra. I welcome the opportunity to discuss how 

my skills and strengths can best serve your company with you. I will contact you this week or please feel free to reach 

me at 870-219-8041 or thecreativextra@gmail.com. 

I look forward to speaking with you and appreciate your valuable time and consideration. 

Sincerely,

Chloe Tyner
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THANK YOU EMAIL
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WEBSITE
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WEBSITE
www.thecreativextra.com

HOMEPAGE

https://www.thecreativextra.com/
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WEBSITE

 NAVIGATION
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WEBSITE
 ABOUT ME
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WEBSITE
CONTACT & SOCIALS
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WEBSITE
RESUME
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SOCIAL MEDIA
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SOCIAL MEDIA
I use social networks to connect with like-minded professionals, inform and 
inspire my community of creatives, build my personal brand, and grow my 
business. Through social media, I will find similar designers who see the 
value in our services, networking, and using social media to spread positivity. 
To make this a reality, I will showcase my personal brand online by being 
authentic and true to my personality, interests, and values.

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
10 AM

Check Instagram
and LinkedIn, reply
to posts/comments

2 PM

Instagram of 
#MarketingMonday
showing or reposting
marketing tips with
@mention_marketer

12 PM

Linkedin of
#MotivationMonday
Each week is new. 
Open conversation
about goals to audience 

12 PM

Check Instagram
by replying back 
to posts/comments

1 PM

#Spothighlight
@mention a fav. 
influencer & Explain
why @person is great

1 PM

Reshare Industry News
on Instagram Story

8 PM

Reshare Industry News
on Instagram Story

1 PM

Reshare Industry News
on Instagram Story

3 PM

Reshare Industry News
on Instagram Story

2 PM

Series of Common Myths
related to design
#ThatsMythUP
#designmyths

5 PM

Reshare Industry News
on Instagram Story

3 PM

Post inspiring &
thoughtful comments
on peer’s work 
to show support

10 AM

Check Instagram
by replying back 
to posts/comments

12 PM

Check Instagram
by replying back 
to posts/comments

5 PM

Reshare or Post a
funny Reel regarding
to design.

5 PM

Check Instagram
by replying back 
to posts/comments

7 PM

Check Instagram
by replying back 
to posts/comments

7 PM

Check Instagram
by replying back 
to posts/comments

5 PM

Check Instagram
by replying back 
to posts/comments

7 PM

Engage with new accounts
by liking, commenting,
or resharing by finding
new trending hashtags

4 PM

Share an artist or
designer’s work to
Instagram Story with
@mention to add in 
page highlights. 
#ArtistSupport

11 AM

Share an artist or
designer’s work to
Instagram Story with
@mention to add in 
page highlights. 
#ArtistSupport

7 PM

Share an artist or
designer’s work to
Instagram Story with
@mention to add in 
page highlights. 
#ArtistSupport

8 PM

Share an artist or
designer’s work to
Instagram Story with
@mention to add in 
page highlights. 
#ArtistSupport

3 PM

#WednesdayWIP
Share Behind-the-Scenes
on upcoming projects
or current projects
I am working on.

5 PM

#WeAreCreativExtra
Share personal brand
topics (Tone, Beliefs,
Mission, Promise, Identity,
Personality, & etc.)

11 AM

Instagram of 
#SelfCareSunday
real life picture with
a mental health tip
in caption related 
to design

11 AM

Instagram of 
#MotivationMonday
with a inspiring quote
both on story and post

11 AM

Instagram of 
#TypographyTuesday
share or re-post
@mention_designer
typography work

10 AM

Check Instagram
and LinkedIn, reply
to posts/comments

1 PM

Like 10 posts on 
each platform and leave
5 thoughtful comments
for each account.

3 PM

Instagram of 
#TipTuesday
share or re-post
@mention_designer
on design related tips

1 PM

Like 10 posts on 
each platform and leave
5 thoughtful comments
for each account.

3 PM

Share another artist or
designer’s work by
@mention_designer
#ThoughtfulThursday

3 PM

#DesignSneakPeek
Show my followers 
a preview of my
latest projects or designs.

10 AM

Check Instagram
and LinkedIn, reply
to posts/comments

10 AM

Check Instagram
and LinkedIn, reply
to posts/comments

11 AM

 #ThrowbackThursday
to portfolio projects
Cross-platform to
Behance & Website

5 PM

 #Friday
to portfolio projects
Cross-platform to
Behance & Website

11 AM

 #AStateBranded
Promote every Saturday
about Branded show.
Display peer’s and 
my work.

10 AM

Check Instagram
and LinkedIn, reply
to posts/comments

11 AM

Instagram and LinkedIn, 
#FriYAYFeelz Post something
forward to the weekend
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INSTAGRAM
@thecreativextra

https://www.instagram.com/thecreativextra/
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INSTAGRAM POSTS

Following my content calendar, I made a #throwbackthursday post 
series to focus on previous pieces. I used this opportunity to promote 
the Branded Show.
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INSTAGRAM POSTS

Following my content calendar, I made a #marketingmonday post
series to focus on marketing tips to display my marketing skills. I used 
this opportunity to connect with my audience.
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INSTAGRAM POSTS

Following my content calendar, I made a #SundaySpotlight post to
display the networking and sharing of other artists' work to create a
community with my brand.. 
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LINKEDIN
Chloe Tyner

https://www.linkedin.com/in/chloe-tyner-4ab5861a5/
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LINKEDIN
Chloe Tyner

https://www.linkedin.com/in/chloe-tyner-4ab5861a5/
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LINKEDIN
Chloe Tyner

https://www.linkedin.com/in/chloe-tyner-4ab5861a5/
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LINKEDIN POSTS
Following my content calendar, I made a #FriYAYfeelz to cross-promote my 
portfolio pieces to Behance & website.
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LINKEDIN POSTS
Following my content calendar, I wanted to showcase some motivation tips to 
get through the week by creating a series called #MotivationMonday.
This series will display tips and tricks on how to get through each week by 
being proactive.
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BEHANCE
Chloe Tyner
@thecreativextra

https://www.behance.net/thecreativextra
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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BUSINESS PLANS
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FINANCIAL FORMS
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ESTIMATE

ESTIMATE
The following is an estimate from Chloe Tyner for work.
This is neither an invoice, nor a quote. See plans from 
meeting notes to provide the expected total of hours
THANK YOU FOR THIS OPPORTUNITY!

Date: Date
Job Number: Job or Invoice #

Client Name: Company (or Person’s) Name Here
Address: Street Address Here; City State Zip
Phone: (XXX) XXX-XXXX

PROJECT DESCRIPTIONS
Name Of Project
Notes:

List any notes from meetings or other information provided by client.
Materials Requested:

IF client has requested specific materials, list here. Otherwise remove.

Timeline: 
No rush charges. Timeline discussed when estimate approved. If job will be rushed,
explain here and increase rate.

Rate: $80/hr 
Hours: 
Revisions: 
Total: $

• Explain here what you will receive and what is expected.
• More here. Include everything, including the time to pre-press (or similar) files.
• Revisions beyond those listed will incur hourly charges.

PROJECT DESCRIPTIONS
Name Of Project
Notes:

List any notes from meetings or other information provided by client.
Materials Requested:

IF client has requested specific materials, list here. Otherwise remove.

Timeline: 
Rush charges. Timeline discussed when estimate approved. 

Rate: $100/hr 
Hours: 
Revisions: 
Total: $

• Explain here what you will receive and what is expected.
• More here. Include everything, including the time to pre-press (or similar) files.
• Revisions beyond those listed will incur hourly charges.

THANK YOU!870.219.8041
@thecreativextra Chloe Tyner thecreativextra.com

thecreativextra@gmail.com
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QUOTE

QUOTE
The following is an estimate from Chloe Tyner for work.
This is neither an invoice, nor a quote. See plans from 
meeting notes to provide the expected total of hours
THANK YOU FOR THIS OPPORTUNITY!

Date: Date
Job Number: Job or Invoice #

Client Name: Company (or Person’s) Name Here
Address: Street Address Here; City State Zip
Phone: (XXX) XXX-XXXX

PROJECT DESCRIPTIONS
Name Of Project
Notes:

List any notes from meetings or other information provided by client.
Materials Requested:

IF client has requested specific materials, list here. Otherwise remove.
Timeline: 

Be clear on the time this project is due (or any due dates within the project). Also state that if job is 
expected before this time, it will incur a rush charge. Be clear on what this increased rate or singular 
charge would be.

Total: $
Revisions:

• Explain here what you will receive and what is expected.
• More here. Include everything, including the time to pre-press (or similar) files.
• Revisions beyond those listed will incur hourly charges of $80/hr.

THANK YOU!870.219.8041
@thecreativextra Chloe Tyner thecreativextra.com

thecreativextra@gmail.com
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HOURLY

INVOICE
THANK YOU FOR THE OPPORTUNITY TO WORK WITH YOU.
All payments can be made to Chloe Tyner and mailed to
the address below. Please contact me with questions
about this or any future work!

Date: Date
Job Number: Job or Invoice #

Client Name: Company (or Person’s) Name Here
Address: Street Address Here; City State Zip
Phone: (XXX) XXX-XXXX

PROJECT DESCRIPTIONS
Name Of Project

TOTAL DUE: $XXX PAYMENT DUE: XX/XX/XXXX

Rate: $80/hr
Hours:
Total: $

• Explain briefly what was done. Be sure it matches to the estimate and quote
   at a minimum.
• If the project is not yet finished, state this.

THANK YOU!870.219.8041
@thecreativextra Chloe Tyner thecreativextra.com

thecreativextra@gmail.com
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PROJECT

INVOICE
THANK YOU FOR THE OPPORTUNITY TO WORK WITH YOU.
All payments can be made to Chloe Tyner and mailed to
the address below. Please contact me with questions
about this or any future work!

Date: Date
Job Number: Job or Invoice #

Client Name: Company (or Person’s) Name Here
Address: Street Address Here; City State Zip
Phone: (XXX) XXX-XXXX

PROJECT DESCRIPTIONS
Name Of Project

TOTAL DUE: $XXX PAYMENT DUE: XX/XX/XXXX

Project Rate: $XX 
Revisions: X

Rate: $80/hr 
Hours: X

Total: $XXX

• Explain briefly what was done. Be sure it matches to the estimate and
   quote at a minimum.
• Be clear on the time allotted to revisions beyond the number allowed on the
   estimate/quote. If none were necessary, remove this.

THANK YOU!870.219.8041
@thecreativextra Chloe Tyner thecreativextra.com

thecreativextra@gmail.com
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PROMOTIONAL
MERCHANDISE 
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THANK YOU FOR
READING MY BOOK!
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