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Introduction 
This set of updated verbal and visual identity guidelines is designed to help you create effective communiqués to promote specific directorates, programs, 
departments, Business Enterprise Architecture (BEA) releases, etc., while simultaneously reinforcing our BTA brand.  As part of the U.S. Department of 
Defense (DoD), all representations of the BTA must align with the professionalism and prestige of the DoD in its vital mission, and how it conducts business.   
 

Toolkit Overview 
The 2007 Brand Toolkit LITE is for non-graphic professionals creating BTA-specific documents and other files.  This toolkit contains various examples of the 
brand’s look and feel, including links to the logos, brand elements and templates, which are also kept on the BTA portal.  
 

Elements of the Brand 
Identifying Marks  (click here to download all in one .zip file)

Logo 

 
Color
Color—large

Black and White
Black and white—large

• Primary element of the BTA visual identity – internally and externally.  
• Do not stretch or reshape in any way; always scale proportionately.   
• Can be used alone, but must always be present in communications products of the agency.  
• Minimum size for printed documents is 0.5” in diameter, and minimum size for on-line or web documents is 

100 pixels wide: this minimum size applies to all of the elements containing the logo. 
• There should be a minimum amount of clearspace surrounding the logo wherever it is used: this clearspace is 

defined by half the logo’s width. As the logo or signature is scaled proportionally, so should the size of the 
clearspace. 
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https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/logo.jpg
https://btaportal.bta.mil/C19/New%20Comms/default.aspx
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/all_logos.zip
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/logo.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/logo_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/logo-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/logo-black_lg.jpg


 

Color
Color—large

Black and White
Black and white—large

 
Color
Color—large

Black and White
Black and white—large

 

Gray
Gray—large

Black and White
Black and white—large

 
Gray
Gray—large

Black and White
Black and white—large

 

Color
Color—large

Black and White
Black and white—large

Wordmark 

• The logo, arranged with the agency name spelled out, 
form the wordmark: “Business Transformation Agency” 
is a graphic element and not typed text.  

• Use in external communications products. 
• For flexibility of use, two versions exist: a stacked 

version and a long version: 
 
 
 
Tagline 

• The BTA tagline, “Improving the Bottom Line. 
Supporting the Frontline.” is a graphic element and not 
typed text.   

• It may be used alone, provided that the logo appears 
somewhere else on the page.   

• For flexibility of use, two versions exist: the stacked 
version and the long version. 

 
 
 
Signature 

• The wordmark arranged with the tagline form the 
signature: use this graphic whenever presenting the 
tagline and the wordmark together. 

• This is the only arrangement where the tagline can 
appear near the logo or wordmark.  

 
 
Lettermark 

 
 
Color
Color—large

Black and White
Black and white—large

• Use only in internal communications products. 
• The acronym “BTA” is a graphic element and not typed 

text. 
• Minimum size is 0.5” wide in printed documents. 
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https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/lettermark.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/wordmark.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/stacked.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-stacked.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/signature.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/lettermark.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/lettermark-lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/lettermark-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/lettermark-black_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/wordmark.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/wordmark_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/wordmark-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/wordmark-black_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/stacked.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/stacked_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/stacked-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/stacked-black_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-black_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-stacked.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-stacked_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-stacked-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/tagline-stacked-black_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/signature.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/signature_lg.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/signature-black.jpg
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/logo_jpgs/signature-black_lg.jpg


Templates   (click here to download all in one .zip file)

All internal and external documents should maintain BTA brand expression. Templates for many document types can be found below. The document 
templates can be customized, but not significantly altered or redesigned—consult the BTA Communications team if specialized templates are needed. The 
DoD’s Manual for Written Material (DoD 5110.4-M: http://www.dtic.mil/whs/directives/corres/pdf/511004m.pdf) describes formatting standards for the Office of the 
Secretary of Defense, congressional and White House correspondence—be sure to follow all formatting rules listed when applicable. All styles and formatting, 
developed to stay consistent with BTA branding guidelines, are built into the document templates below. To access these styles, click “Format” in the menu 
bar and then click “Styles and Formatting.” 
 
 

     
Memorandum Standard Document Technical Document Fact Sheet Fax Coversheet

     
PowerPoint Slides Business Cards Desk Nameplate – Gov Desk Nameplate – Cont

E-mail signatures should appear as follows: 
 

[Full Name] 
[Office/Division] 
Business Transformation Agency 
[Primary Phone Number] 
[Secondary Phone Number] 
[E-mail Address] 
www.defenselink.mil/bta 
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https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Memo.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Standard_Word_Document.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Technical_Word_Document.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Fact_Sheet.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Fax_coversheet.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Standard_Powerpoint.ppt
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Business_cards.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/BTA_nameplate_Govt_Mil.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/BTA_nameplate_Contractors.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/All_templates.zip
http://www.dtic.mil/whs/directives/corres/pdf/511004m.pdf
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Memo.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Standard_Word_Document.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Technical_Word_Document.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Fact_Sheet.dot
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Fax_coversheet.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Standard_Powerpoint.ppt
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Business_cards-rev.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/BTA_nameplate_Govt_Mil.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/BTA_nameplate_Contractors.doc
https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Email_signatures.doc


Fonts 
Franklin Gothic 
The Franklin Gothic family—which consists of Franklin Gothic Book, Demi, Demi Condensed, Heavy, Medium and Medium Condensed—is used as the 
display font for all BTA communications materials. Appropriate uses for this font include: document headings, section headings, titles, text within graphics and 
any other instance where a display font is needed. Also use this font family for content intended for on-screen reading (presentation slides, web pages, etc.). 
Franklin Gothic should not be set to a point size below 11, as legibility becomes an issue. 
 

AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz12345678920 
 
Garamond  
The font Garamond is used for body content, footnotes and body subheads. The best point size for body content is 10.5, but increasing the size up to 15 or 
using bold, italic or bold italic versions is acceptable. However, Garamond should not be used for main headers and should not be set to a point size above 15. 
If Garamond is not available, Times New Roman is an acceptable alternative.  

AaBbCcDdEeFfGgHhIiJjKkLlMmNnOoPpQqRrSsTtUuVvWwXxYyZz12345678920 
 

Styles and Formatting 
All of the following formatting guidelines are built into the document templates mentioned above. Access the formatting pre-sets in MS Word by clicking 
“Format” in the menu bar and selecting “Styles and Formatting.” 
 
Body Text 
Body text should appear in Garamond with a 10.5 point-size. For text that needs to be smaller (e.g., captions, sidebars, small tables), do not use a point size less 
than seven. 
 
Headers 
Document headers should appear in the following hierarchy and should not be longer than one line whenever possible: 
 

Heading 1  (Franklin Gothic Demi Condensed, 20pt, underlined) 
Heading 2 (Franklin Gothic Demi Condensed, 16pt) 
Heading 3 (Franklin Gothic Medium, 14pt) 
Heading 4 (Franklin Gothic Medium, 11pt) 
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Margins 
A recommended margin size is one inch all-around, but structure documents with custom margins as appropriate. However, always be consistent: use the same 
margins for the whole document (using mirror margins is acceptable).  
 
Sidebars 
Creating a document with a large margin on one side is a great way to create room for sidebar material.  Appropriate size for a sidebar is two inches wide 
(which should adjust your main text column to 4.5 inches on a standard 8.5 x 11” portrait layout with 1-inch margins), and may extend from the top of a page 
to the bottom. Never insert two sidebars onto one page. Always set your sidebar apart from the rest of the page with a vertical line (click here for a template) and 
use the formats below for the sidebar text. 

Sidebar Header (Franklin Gothic Medium, 11pt, blue) 
Sidebar text (Garamond, 9pt, blue) 

 
Bullet Points  
Begin each bulleted item with an uppercase letter, number or symbol. Do not end a line following a bullet or sub-bullet with semicolons or the word “and.” In 
general, do not use punctuation at the end of a bulleted line, though use periods if each bulleted line is a sentence.  
 
• Main bullet point is a black circle, indented one-half inch 

− Sub-set bullet point is a hyphen, indented an additional half-inch 
 

Photography/Images 
Use of photography in presentations and reports is encouraged. Photos should (as often as possible) represent the joint forces of DoD, and not focus on a 
single Service or Component. Also, diversity (e.g., ethnicity, gender, location, etc.) should always be represented. Appropriate photos could also illustrate 
civilians and DoD employees engaging in business-related activities, or could focus on our primary stakeholder: the warfighter.  
 
Since there may not be a single photograph that captures all the key messages of the BTA—several photographs may be necessary. Some keywords to use 
when searching for appropriate imagery would be: warfighter, business, civilians and joint forces. The Communications team can assist in choosing images.  
 
Offensive, graphic or violent imagery should not be used. Public use of any photography featuring BTA personnel must be approved by the BTA 
Communications team, in order to ensure compliance with DoD imagery regulations and used with proper consent. 
 
Resolution 
150 PPI (pixels per inch) minimum for print (300 PPI works best), 72 PPI minimum for on-screen 
 
Resources 
DoD high-resolution photographs: http://www.dod.mil/multimedia/—Approved photos: BTA Portal, under BTA/Communications
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https://btaportal.bta.mil/C19/New%20Comms/New%20JS/branded_templates/Sidebar.dot
http://www.dod.mil/multimedia/
https://btaportal.bta.mil/C19/New%20Comms/Image%20Library/Forms/AllItems.aspx?RootFolder=%2fC19%2fNew%20Comms%2fImage%20Library


Information Graphics 
When using/creating graphics and figures, always consider the following questions: 
 
• Would a graphic be the best way to present the information? 
• Is the information accurate and current? 
• Is the graphic easy to follow and understand within the context of the document? 
• Are all elements of the graphic clear and legible when printed and displayed on-screen? 
• Does the graphic follow the branding guidelines? 

 
Often-used graphics are downloadable from the portal, under Communications or can be obtained from the Communications team. Before creating a graphic from 
scratch, check for an existing graphic with the same information. The Communications team is also available to help with specialized graphic requests or 
updating existing graphics. 
 

Key Messages 
Mission and Vision Statements 
The mission and vision statements should never appear incomplete, edited, with words omitted or with incorrect capitalization/punctuation. 
 
Mission Statement: The mission of the Business Transformation Agency is to guide the transformation of business operations throughout the Department of 
Defense and to deliver Enterprise-level capabilities that align to warfighter needs. 
 
Vision Statement: The Business Transformation Agency will be recognized as the champion for driving and accelerating improvements to business 
operations across the Department of Defense. We will serve as a magnet to attract talented, dedicated professionals, creating a model for transformation 
leadership across the federal government. 
 

Presentations  
All presentations should utilize the template above. Recommended slide guidelines are below. 
 
• Maximum of five bullets per slide 
• Text in graphics larger than 12 pt. 

 
Guidance for information graphics above should also be utilized in all presentations.  
 

Questions/Comments 
Please contact the Communications team with any questions or comments regarding branding.  
 
Martha Deutscher—Sabrina Smith—Mary Ann Hodges—Bruce John
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https://btaportal.bta.mil/C19/New%20Comms/default.aspx
mailto:martha.deutscher@bta.mil
mailto:sabrina.smith@bta.mil
mailto:maryann.hodges@bta.mil
mailto:bruce.john@bta.mil
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