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Creative Services Limited (CSL) 
Branding and Communication Guideline 

(Version-1, Effective from January 01, 2024) 

 
1. Introduction 
 
Creative Services Limited (CSL) has a comprehensive Branding and Communication 
Guideline that ensures consistency, clarity, and effectiveness in all its communication 
activities. The guideline promotes a strong brand identity and facilitates communication 
with stakeholders. By following it, CSL aims to strengthen its brand identity, improve 
communication, and engage positively with all stakeholders to achieve long-term 
success and maintain a good reputation. 
 

2. Purpose 
 
The purpose of this guideline is to: 
- Define the key elements of CSL’s brand identity. 
- Establish standards for internal and external communications. 
- Ensure consistency across all branding and communication materials. 
- Enhance CSL’s image and reputation. 
 
3. Scope 
 
This guideline applies to all employees, suppliers, and stakeholders involved in 
branding and communication activities at CSL. It covers all forms of communication, 
including digital, print, and verbal, as well as branding elements such as logos, colors, 
and messaging. 
 
4. Brand Identity 
 
4.1 Brand Vision and Mission 
- Vision: To be the leading provider of innovative and creative solutions that drive 

business success and societal impact. 
- Mission: To deliver high-quality creative services that exceed client expectations, 

foster innovation, and contribute to sustainable growth. 
 
4.2 Core Values 
- Innovation: Embrace creativity and drive progress through innovative solutions. 
- Integrity: Conduct business with honesty, transparency, and ethical behavior. 
- Excellence: Strive for the highest standards in quality and performance. 
- Collaboration: Foster teamwork and partnerships to achieve shared goals. 
- Sustainability: Promote sustainable practices and contribute to community well-

being. 
 
4.3 Brand Personality 
- Professional: Maintain a high level of professionalism in all interactions. 
- Creative: Showcase creativity and originality in all projects and communications. 
- Reliable: Build trust through dependability and consistency. 
- Engaging: Communicate in a way that is engaging and resonates with the audience. 
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5. Visual Identity 
 
5.1 Logo Usage 
- Use the official CSL logo consistently across all materials. 
- Maintain the integrity of the logo by adhering to specified size, color, and spacing 

requirements. 
- Avoid altering, distorting, or modifying the logo in any way. 
 
5.2 Color Palette 
- Primary Colors: HEXA(#CC3333/RGBA(204, 51, 51, 1)/ HSLA(0, 60%, 50%, 1)  
- Secondary Colors: HEXA (#003399)/ RGBA(0, 51, 153, 1) HSLA(220, 100%, 30%, 1)  
- Use the color palette consistently across all branding materials to reinforce brand 

recognition. 
 
5.3 Typography 
- Primary Font: Cambria 
- Secondary Font: Arial 
- Ensure consistent use of typography in all digital and print communications. 
 
5.4 Imagery 
- Use high-quality images that align with CSL’s brand personality and values. 
- Ensure images are relevant, professional, and visually appealing. 
- Avoid using low-resolution or unlicensed images. 
 
6. Communication Standards 
 
6.1 Tone and Style 
- Maintain a professional and respectful tone in all communications. 
- Use clear, concise, and jargon-free language. 
- Tailor the tone and style to suit the audience and communication medium. 
 
6.2 Key Messages 
- Consistently communicate CSL’s core values, vision, and mission. 
- Highlight CSL’s unique selling points and strengths. 
- Ensure messages are aligned with CSL’s brand personality and objectives. 
 
6.3 Digital Communication 
- Website: Maintain an up-to-date, user-friendly website that reflects CSL’s brand 

identity. 
- Social Media: Use social media platforms to engage with stakeholders, share 

updates, and promote CSL’s services. 
- Email: Use professional email templates and signatures that include the CSL logo 

and contact information. 
 
6.4 Print Communication 
- Business Cards: Ensure business cards include the CSL logo, employee name, title, 

and contact information. 
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- Brochures and Flyers: Design brochures and flyers that align with CSL’s visual 
identity and key messages. 

- Reports and Proposals: Use consistent formatting and branding in all reports and 
proposals. 

 
7. Internal Communication 
 
- Foster open and transparent communication within the organization. 
- Use internal communication channels, such as intranet, emails, and meetings, to 

share important updates and information. 
- Encourage feedback and active participation from employees. 
 
8. External Communication 
 
- Maintain positive relationships with clients, partners, and stakeholders through 

regular and effective communication. 
- Use press releases, newsletters, and other media to share important announcements 

and achievements. 
- Ensure all external communications reflect CSL’s brand identity and values. 
 
9. Crisis Communication 
 
- Develop a crisis communication plan to manage potential risks and issues. 
- Designate a spokesperson to communicate with the media and stakeholders during 

a crisis. 
- Ensure all crisis communications are timely, accurate, and transparent. 
 
10. Training and Compliance 
 
- Provide training to employees on branding and communication guidelines. 
- Ensure all employees understand and adhere to the guidelines. 
- Regularly review and update the guidelines to reflect changes in the brand strategy 

or market conditions. 
 
11. Monitoring and Evaluation 
 
- Monitor the effectiveness of branding and communication efforts through regular 

audits and feedback. 
- Evaluate the impact of branding and communication activities on CSL’s reputation 

and business objectives. 
- Use evaluation findings to improve future branding and communication strategies. 
 
12. Review and Updates 
 
- This guideline will be reviewed annually and updated as necessary to reflect 

changes in branding strategies, market conditions, and best practices. 
- Feedback from employees and stakeholders will be considered in the review 

process. 
 


