
Branding Guidelines 
The branding guidelines for West Georgia Regional Library (WGRL) are to be used when creating print or 

digital collateral for the region. This will enable us to standardize how we present ourselves and give us a dis-

tinct style that is unique from other businesses and nonprofits in the area. Please remember that these are 

guidelines and not unbreakable laws. If the rules do not work for what you are trying to accomplish, then 

bend them to make the best possible work. 

Format Guide 

When making something for your library, first make sure that the format matches your content (or that form 

follows function). Is the best way of getting this information out a brochure, a newsletter, a handout, a book-

mark, a tear-away sheet, a poster, or something else? Don’t fall into the trap of making another trifold be-

cause that’s the way we’ve always done it. Your content is always more important than the package it comes 

in. 

Questions to ask when picking format: 

 Who is the target audience? What sort of content do they interact with best?   

 Do we already have a template for what I want to do? 

 Do we want the person to have a tangible takeaway? 

Audience Guide 

Types of materials: 

 Posters (all sizes) 

 Tri-Fold brochure 

 Flyer 

 Worksheet 

 Postcards 

 

 

 Tear-away sheet 

 Flowchart 

 Online quiz 

 Bookmark 

 Social media post 

 

 

 Video 

 Report 

 Receipt image 

 Other 

Every person responds to materials and marketing differently depending on who they are, what their life ex-

periences are, and what they need. Not all audiences respond to all things the same way. Older people typi-

cally need larger type in a readable typeface. Children respond best to fewer words and brighter colors with 

pictures. There is no such thing as a “best for everyone” solution in designing things. So take a moment to 

figure out what your target audience for this event, program, or service likes, and then try to incorporate 

that into your materials. 



Color Guide 
The colors on the right constitute the 

primary palette for WGRL. They should 

be used whenever possible. They are 

derived from our logo.  

 

These are not the only colors that may 

be used when creating things for the 

region. However, they should make up 

the primary color palette of anything 

that we produce. Major campaigns may 

employ unique color palettes based off 

of this. Please contact HQ for campaign-

specific plans. 

 

Mix the primary brand colors with neu-

trals and pastels as needed. For help in 

coming up with specific palettes, please 

contact Mack Freeman. 

 

Colors will appear darker in print than 

they do on screen.  

Color RGB Hex CMYK Pantone 

 187 1 22 BB0116 0 99 88 27 200 

 251 195 20 FBC314 0 22 92 2 123 

 60 153 14 3C990E 61 0 91 40 370 

 157 5 189 9D05BD 17 97 0 26 2592 

 4 74 134 044A86 97 45 0 47 294 

 255 255 255 FFFFFF 0 0 0 0 9063 

 0 0 0  000000 0 0 0 1 30 

 47 47 47 2F2F2F 0 0 0 82 Pantone Sol-

id Coated 

Blues: 

Reds: 



Greens: 

Yellows: 

Purples: 

Greys: 



Font Guide 

Having a unified typeface can help distinguish WGRL at a glance. The typefaces for the region have been tak-

en from the logo 

The main serif font for WGRL is Georgia. 

The main non-serif font for WGRL is Gil Sans MT. 

Both of these fonts are Windows-standard and should be included with all Windows-based computers. Here 

is what they look like: 

GEORGIA (Titles) 

A B C D E F G H I J K L M N O P Q R S 

T U V W X Y Z 

a b c d e f g h i j k l m n o p q r s t u v w 

x y z 

1 2 3 4 5 6 7 8 9 0 , . / ! @ # $ % ^ & * 

( ) < > ? ; : ‘ “ 

Gill Sans MT (Body) 

A B C D E F G H I J K L M N O P Q R S T 

U V W X Y Z 

a b c d e f g h i j k l m n o p q r s t u v w x 

y z 

1 2 3 4 5 6 7 8 9 0 , . / ! @ # $ % ^ & * ( ) 

< > ? ; : ‘ “ 

Icon Guide 

When you need icons or other items for single color printing, please use the logo bank available at The Noun 

Project (http://thenounproject.com/). 

The icons on this site must be attributed. Please record them and add them as a photo credit whenever used 

on a document. 

Samples (hundreds more are available online): 



Logo Guide 

The logo of WGRL should be included on all materi-

als produced by the region. This includes every bro-

chure, bookmark, reading list, guide, handout, e-

resource, etc.  

The correct logos can be seen on the left. Please 

use the full color logo if at all possible. If cannot be 

used, use the full black logo.  

Legibility is the most important thing when dealing 

with the logo. The minimum legible size is approxi-

mately 1.5”. Do not make the logo smaller than that. Allow adequate space around the logo.  

Always use the logos provided on the wiki. Do not: 

 Alter the logo 

 Stretch the logo 

 Make your own version of the logo 

 Put the logo on a non-white, black, or grey background 

 Use a greyscale version of the logo 

 Use the logo as a watermark 

 Cut off a piece of the logo 

If you need to use the logo of two organizations on the same item, try to make them equivalent in size along 

their main axis (as tall as the WGRL logo if it is vertical or as wide as the WGRL logo if it is horizontal). 

 

An alternate small version of the logo is available (left). It 

should only be used in times when the full logo is not large 

enough to use or when using the full logo would look odd or 

unprofessional. 

 

All logo files can be found on the wiki. 



Image Guide 

It’s true what they’ve always said: a picture is worth a thousand words. However, not all pictures are created 

equally. 

 

Do not use clipart or low-quality images. Do not stretch images outside of their original perspective.  

There are a variety of images available on the web that can be repurposed for usage by WGRL with the 

rights already available. Several of these sources include: 

 search.creativecommons.org: A searchable portal that allows you to find images via Flickr, Google Images, 

and more that have been marked for commercial use and modification. 

 www.morguefile.com: A website devoted to providing free to use photographs in searchable index. 

 commons.wikimedia.org: Fair use images available via the Wikimedia Foundation. 

 Pixabay.com: royalty-free images. 

 On the wiki in the photo morgue. Pictures of the libraries and attribution-free stock images are available. 

 Contact Mack Freeman (mack.freeman@wgrl.net, 770-836-6711 ext. 28) for help in finding an appropri-

ate image.  

 

Please check the copyright on images. If they require attribution, then please attribute as needed. Typically, 

this includes adding a credits section or placing a note that says “Photo credit: NAME” next to the image. Call 

Mack Freeman if you have questions about attribution and copyright. 

Over the coming years, we will be developing an internal morgue of photographs that are cleared for system 

use. This will appear on the wiki, and we will let everyone know when it is available. 

 

When using photographs that we have obtained in-house, people who are clearly identifiable must have re-

leased their likeness to be used by the system for marketing purposes. This can occur in one of two ways: 

 A sign can be posted stating that entrance constitutes acceptance of photo usage (see Mack for specific 

verbiage). 

 Individuals can sign a model release for the use of their likeness.  

 

If you need to edit images in-house, there are a number of free open-source tools available for you to use. 

 Photoscape 

 Paint.net 

 Gimp (GNU Image Manipulation Program) 

 Inkscape 

For training on any of these tools, please contact Mack (see above or end of this guide). 



Contact Information 

If you have any questions about this guide or would like to request training for you or your staff, please con-

tact: 

Mack Freeman 

Marketing and Programming Coordinator 

Mack.freeman@wgrl.net 

770-836-6711 ext. 28 

 

Revision log 

2/6/15 — Added small logo and internal photo morgue to guidelines. Add Banner Guide and Template Guide. 

Template Guide 

Templates that use the standards included in this guide are available on the wiki. Feel free to change colors or 

pictures, but the grid-based layout should remain intact to further our brand image. There are templates for 

message board items, posters, large posters, handouts of all sizes, bookmarks, and brochures. 

The main brochure for each library is included in the templates section. If you need changes to services made 

in the master template, please let HQ know so we can update the wiki. 

If you need a template that is not provided there, please contact Mack at HQ. 

Banner Guide 

WGRL now owns a large-format printer. We can print banners with a maximum width of 24” (or 24” height 

for horizontal banners) for use indoors on thin vinyl. For help in designing and printing these, contact Mack. 


