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Who are the guidelines for?
They are for everyone who is part of the charity “Butterfly Conservation”

What are the guidelines for?
The way we present ourselves affects the way we are perceived as an organisation. These guidelines are to help us create a strong identity for Butterfly Conservation. They will help to improve and form consistency, giving our communications impact. They will help to ensure that the way we come across to our audiences is professional, memorable and clearly portrays our mission and messages. 

Butterfly Conservation may well be a brand that is already respected and recognised; however, is it one that is always understood? Our aim should be to make sure people realise what makes us different as an organisation and why what we do is special. We can do this by sticking to simple, consistent and concise messages.
Our visual identity
Our visual identity has five key elements:
1. 
Brand Mark 

2.
Colour palette

3. 
Typography

4. 
Brand language 
5. 
Imagery

1. Brand Mark
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· The brand mark (or logo) is the focal point of our identity. 

· The Butterfly Conservation logo should only ever be used in its original colours. Master artworks are available on the F:// drive under Logos and also from the Publicity Team. 
· Never separate the image from the text. It should always appear with the words Butterfly Conservation and the large version should always have the strapline.
· In all new materials or reprints please use the new strapline: saving butterflies, moths and our environment. 

· Always position the logo at the top on the left-hand side. There will, on occasion, be exceptions where this may not be possible. Please check with the Publicity Team if you are unsure. 

· When using the logo on promotional items, the Publicity Team can help. When the logo appears on a coloured background, different rules apply. Please ask the Publicity Team to sign off a design whenever the logo appears. 

2.
Colour Palette

To recreate ‘Butterfly Conservation green’ (from the logo) the colour palette references are as follows: 


· RGB split: R69 G162 B100

· CMYK split: C=75, M=15, Y=80, K=0
· Pantone 354

The colours we use contribute to our visibility and our memorability. We will be developing a range of complementary colours to use in our publications. There will be plenty to choose from to keep the designs fresh but just enough to create a strong visual theme running though everything we produce. 

3.
Typeface
The typeface that Butterfly Conservation uses across all materials produced in-house is Arial. 
· You can use Helvetica in professionally designed literature. 

· Don’t underline – it’s hard to read 
· Text in the body of a document should be in size 11 font as standard and under no circumstances smaller than 10.

· Avoid writing a string of words in capital letters. Use bold for emphasis instead.
4.
Brand Language
Making Every Word Count 
People often make the assumption that communicating what they stand for is about visual things, for example logos, colours and fonts.

Strong brands are also those that use language in distinctive and persuasive ways.  The visual and the verbal should work together to communicate our message and to compel people to act, as well as to set us apart.

Six Principles of Good Communication within an Organisation:

· Use everyday language – it is always better to use the everyday term that an intelligent, articulate person would use in everyday conversation, than a longer word that means the same thing.
· Address the reader directly – use “I” or “we” whenever possible, and wherever possible address the reader as “you”. Creating a relationship and rapport with the reader is extremely important.
· Be engaging – make readers and audience feel that you empathise with them, understand their point of view and are addressing their priorities and interests.
· Assume intelligence – do not patronize – always assume that you are addressing intelligent individuals… however avoid assuming knowledge…if you knew nothing about butterflies and moths would you understand everything you have written? Use simpler words where possible, for example “caterpillar” rather than “larva” If you are writing about the life stages of butterflies, you would use the word “chrysalis” and in reference to moths you should use “pupa”.
· Make it easy – assume readers are busy and make it easy for them to get what they need out of what they are reading.

· Less is more – don’t tell your audience more than they need to know. Even if it is all relevant, could some of it be told at a later date?
· For more excellent advice on writing clear, concise copy visit: www.plainenglish.co.uk
Our Name
· Butterfly Conservation should always be written in full in any document (including emails) intended for an external audience. ‘BC’ is only acceptable for internal documents.

· Butterfly Conservation is always singular – i.e. “Butterfly Conservation is”.
· Butterfly Conservation is no longer referred to as “the Society”. Please use the terms “charity” or “organization”.
Presenting Butterfly, Moth and Plant Names

Use the non-scientific name of the butterfly or moth if you are writing for a general audience. Always use initial capital letters when presenting butterfly and moth names e.g. Large White, Scarlet Tiger.

The following are always hyphenated:

Black-veined White

Green-veined White

Long-tailed Blue

Orange-tip

Pearl-bordered Fritillary

Short- tailed Blue

Silver-spotted Skipper

Silver-studded Blue

Silver-washed Fritillary

Small Pearl-bordered Fritillary

White-letter Hairstreak

A full list of standard British butterfly names can be found on the website under Butterflies, A-Z of Butterflies. Names are taken from Fox, R., Asher, J., Brereton, T., Roy, D., & Warren, M., 2006. The State of Butterflies in Britain and Ireland. Pisces Publications, Newbury.
Many moth names also need a hyphen and initial capital letters. Always check that you are presenting them correctly. Vernacular and scientific names for Lepidoptera should follow Bradley, J. D., 2000. Checklist of Lepidoptera Recorded from the British Isles.  2nd Edition (Revised). 
Specific plant names need initial capitals too – eg Sheep’s Fescue. The exception to this is when you are using a generic name for plants such as “species of grass and sedge”. Scientific names for plants can be found in Stace, C., 1997. New Flora of the British Isles.  2nd Edition. Cambridge University Press, Cambridge.
Abbreviations 
· Avoid using full stops in the following examples: e.g. Mrs M Smith 10pm.
· Write all acronyms/ abbreviations out in full the first time that you use them unless they are very well known (BBC, ITV) and put the abbreviation in brackets afterwards. An example would be “Dorset Wildlife Trust (DWT)”. For the rest of the document use the abbreviation only.

Capitals 
· Use capitals for proper nouns such as the names of specific job titles – e.g. Dr Martin Warren, Chief Executive. Capitals are not used if a name is non-specific e.g. he is the chief executive of the charity.

· Trustees is always lower case i.e. “The trustees attended… ”
· Branches is always upper case i.e “We have asked the Branches…”
· If talking about a specific region, use capitals, e.g. South West England.
Hyphens

When a word can be used with or without a hyphen, it is important to use the same version of the word throughout the document. If in doubt check the dictionary.
· We do not hyphenate life cycle or foodplant.

· We write email without a hyphen.

Italics

Scientific names, the titles of publications and television and radio programmes should always appear in italics.

Spellings 

Always use British spellings, not American – “colour” not “color”.
Quotation Marks

Use either single or double quotation marks – but always be consistent within a document.

Numbers 

· Dates should be written with the date, month and year i.e. 3 August 2005

· Do not abbreviate years – for example use 1980s rather than 80s or ‘80s.
· Always write numbers from one to nine in words. Use numerals for numbers from 10 upwards, unless they occur at the beginning of a sentence.

· All numbers that include a decimal point or fraction must be given in numerals (5.65, 6 ½). Likewise, page numbers, percentages and sets of numbers (eg 3, 7, and 19) should always appear as numerals.

· Precise measurements should always be given as numerals, even when below 10, e.g. 5mm.

· No space is necessary between the numeral and the unit – 5.2mm

· For thousands, make sure the comma is inserted – 1,000 not 1000

File Paths

Always add a file path at the bottom of the internal documents to make them easier for other people to find on the shared drive. This can easily be done automatically. On the toolbar, simply click on “View”, “Header and Footer”, Insert AutoText”, Filename and Path”. Word will do the rest.

5.
Imagery
Imagery has an important role to play. Photographs support and enhance our message (i.e. conservation). One image is often better than many. 

Butterfly Conservation’s image library is maintained by the publicity team and can be found on the F:// drive. For help sourcing images, contact Natalie Ngo. 
When using images, please consider: 

· Is the species appropriate for the message you are giving?
· Will it be published in black and white or in colour? 
· has permission been given to use the image for that purpose? 

Whenever possible images must be captioned with the species pictured. 

Always credit the photographer where appropriate.

Size/resolution

As a general guide, if you are supplying an image for a publication, assume you will need it to be A4 size. 
72 dpi is web standard 
150 dpi newspaper standard 
300 dpi for magazines.

Requests for images
We are often contacted by people requesting images of butterflies. If you supply butterfly images to someone external to Butterfly Conservation please request that they credit the photo as follows: Butterfly Conservation (photographer’s name).

6.
Describing what we do
There are a number of standard statements that explain what Butterfly Conservation does and stands for. These statements contain crucial messages about Butterfly Conservation. They are listed in order of priority. Use all where space permits. 

Butterfly Conservation is the UK charity dedicated to saving butterflies, moths and our environment.
14 words
Butterflies and moths are important because they respond quickly to change, revealing the health of the countryside. Seven out of ten butterfly species are in decline. Four butterflies and over 60 moths became extinct last century. This early warning to all wildlife cannot be ignored.

60 words


We advise landowners, managers and other organizations on conserving and restoring important habitats in the countryside, towns and cities. We carry out surveys, monitoring and research, manage nature reserves and promote wildlife friendly gardening. With your support we can help struggling butterflies and moths recover and thrive. 

110 words
Find out more at www.butterfly-conservation.org
Take care when quoting statistics from leaflets – they may be out-of-date. For the latest compelling facts and stats about butterflies and moths contact the Publicity Team at head office on 01929 406010. 
7.
Statutory Information

It is very important that the correct information is included on all documentation. 

It is acceptable for posters and displays to include only the charity registration information for England, Wales and Scotland: 

Butterfly Conservation is a charity registered in England & 


Wales (254937) and in Scotland (SCO39268)

However, all other literature and correspondence (leaflets, headed paper, compliment slips, business cards, email footers, websites etc) must include the full statutory wording below:
Butterfly Conservation

Company limited by guarantee, registered in England (2206468)

Registered Office: Manor Yard, East Lulworth, Wareham, Dorset, BH20 5QP

Charity registered in England & Wales (254937) and in Scotland (SCO39268)
For literature that relates to Butterfly Conservation Trading Limited, the full wording below should be used:


Butterfly Conservation Trading Limited

A wholly owned subsidiary of Butterfly Conservation – a charity registered in England and Wales (254937) and in Scotland (SCO39268). Butterfly Conservation Trading Limited is a company registered in England (07166835). Registered Office: Manor Yard, East Lulworth, Wareham, Dorset, BH20 5QP.
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