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Identity 
Process 
Overview
This document is an overview that outlines the 
typical stages and approximate number of days for 
an identity project. All projects vary, but this aims 
to set out the process and highlight where potential 
pitfalls and opportunities. Understanding this process 
helps us and our clients work together better, to avoid 
misunderstandings and create stunning work.
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01
Brief

02
Questions

03
Admin

04
Positioning

05
Creative

06
Opinion

07
Development

08
Feedback

09
Development

10
Approval

11
Roll-out

12
Guidelines

13
Proof 01

14
Revisions

15
Sign off

16
Quality

17
Launch

23
Review

Key messages, 
audience, 
market and 
research

Clarification 
and questions

Estimate, 
schedule, 
production 
spec PO or 
order

Positioning, 
mission, vision 
and descriptors

Explore a 
minimum of 
three concepts

Listen to 
feedback and 
comment

Develop 
scheme,  
application, 
stress test logo

Listen to 
feedback and 
comment

Final  
development 
and application 
to core assets

Approval of 
logo/identity

Final  
application  
and pre-launch

Develop  
identity  
guidelines

Proof  
guidelines  
to client

Revise and 
proof

Written sign off 
from client

Internal quality 
check

Launch identity Happy? Tell us 
what you think

Key: Client action       Navig8 action      Risk        Opportunity    Days (working) are approximate and dependent on scope

Milestone 7 days  2 days

Milestone 1 day

Milestone

Milestone 7 days 1 day Milestone 5 days 5 days 1 day 3 days 1 day

1 day 2 days 7 days Milestone  3 days4 days optional

Milestone 1 day

An 
inadequately 
detailed 
brief slows 
production 
and increases 
the risk of 
not receiving 
what you had 
hoped for.

We can help 
harness your 
messages 
and advise on 
an engaging 
structure.

We will deliver 
what you asked 
for, something 
else to consider 
and something 
you have never 
dreamed of.

We collaborate 
with you to 
give you the 
best solution. 
Opinions are 
great, but a 
single vision 
will deliver 
the strongest 
results. Mixing 
concepts is 
never a good 
idea.

Important to 
understand 
the full scope 
of the identity 
and scheme 
application.

Revising 
or further 
adjustments 
may incur an 
additional 
charge.

Check the 
estimate and 
contract for 
the agreed 
scope and 
number of 
revisions.

Everything 
must be 
checked 
thoroughly, 
any errors 
beyond sign 
off are not the 
responsibility 
of the agency.
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?
Market research 
for any potential 
similarities to 
a reasonable 
extent. Country 
or cultural 
specific issues 
where relevant.
Application 
testing, sizing 
and black, 
white and mono 
versions.

Opportunity to 
communicate 
the positives 
and 
engage and 
encourage 
buy-in.

Opportunity 
to re-launch 
organisation, 
internally and 
externally 
engage new 
markets and 
capitalise 
on potential 
press 
coverage.


