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Introduction

Welcome to the Department of Climate Change, Energy,

the Environment and Water's visual identity manual.

This manual has been developed to help staff apply the new visual
identity and create consistent departmental material.

This summary manual introduces the elements that make up the
department’s visual identity. The graphic elements have been
designed to be as simple and flexible as possible, allowing for
creative freedom within a structured framework.

This manual is designed to help in all aspects of the creative
process, from briefing through to production. It should be viewed
as a starting point for the design of any communication product.

The department uses the Australian Goverment style manual
which outlines the writing style and conventions that should be
used for all written communication and ministerial liaison.

Any enquiries regarding the application of this manual or
design requests should be addressed to either the account
managers, strategiccommunication@dcceew.gov.au or the
corporate@dcceew.gov.au team.



mailto:strategiccommunication%40dcceew.gov.au?subject=
mailto:corporate%40dcceew.gov.au?subject=

One DCCEEW

Visual identity

Our visual identity is underpinned by the artwork Gur. Ngurra. Wir (Sea.
Land. Sky).

The artwork represents 3 layers of Indigenous Country; Land, Sea, and
Sky. The ripple shape of the artwork symbolises how human impacts and
Climate Change cascade through Country like a ripple; what happens on
the land impacts the sea and flows on and affects the sky. This highlights
the interconnectedness and overlapping nature of the work we do in

our department.

We have used the ripple from the artwork as the unique identifying element
for our new visual identity. This style manual will provide an in-depth
overview of the DCCEEW visual identity and how all the elements combine
together to create a strong visual brand.

Vision
An Australia that is prosperous because it is sustainable, with community
and Country at the heart of our actions.

Purposes

We drive Australian climate action; transform Australia’s energy system to
support net zero emissions while maintaining its affordability, security and
reliability; conserve, protect, and sustainably manage our environment and
water resources through a nature positive approach; protect our cultural
heritage; and contribute to international progress on these issues.
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The artwork

Gur. Ngurra. Wir. (Land Sea Sky)

The artwork underpins DCCEEW's visual identity. The essence of the artwork has informed the
structure and colour palette. Elements of the artwork have been used throughout the visual identity,
including patterns, shape and standalone imagery such as animals, plants and structures used
throughout the artwork.

Note, The artwork underpins the One DCCEEW visual identity. It is important that the artwork

A not be confused for the visual identity itself. Staff are not to use any elements from the artwork
and the artwork must not be used on any departmental products. See Permitted use of the
artwork below for more information.

About the artwork - the artists’ story

The artwork represents 3 layers of Indigenous Country; Land, Sea, and Sky. The ripple shape of the
artwork symbolises how human impacts and Climate Change cascade through Country like a ripple;
what happens on the land impacts the sea and flows on and affects the sky. This highlights the
interconnectedness and overlapping nature of the work we do in our department and emphasises the
holistic concept of Country.

DCCEEW strives to create an Australia that is prosperous because it is sustainable. Community and
Country is key to sustainability and is why a meeting place symbol is at the centre of the artwork.

The layers rippling out from the centre symbolise the geographical spread of Australia’s landscape,
with the desert at the core, spreading out into our grasslands and waterways, to our tropical rainforest
and dense temperate forests surrounded by our oceans and beyond to reefs and Torres Strait Islands
in the north and down to the Antarctic in the south.

The artwork incorporates contemporary Aboriginal and Torres Strait Islander symbols, and highlights
animals from DCCEEW's priority threatened species list to emphasise the fragile nature of Australia’s
ecosystems. It also represents the commitment from our government to conserve, protect, and
sustainably manage our environment and water resources through a nature positive approach.

Permitted use of the artwork

DCCEEW acknowledges that Daniel Apps, Bec Salcole and Jimi.K Thaiday are the artists and the owners
of the intellectual property of the artwork, Gur. Ngurra. Wir. (Sea. Land. Sky), 2023.

Daniel Apps, Bec Salcole and Jimi.K Thaiday and DCCEEW have a licence agreement in place.
The agreement provides DCCEEW with a licence to use the artwork and its graphic elements on
agreed terms.

No-one else is permitted to use or reproduce the artwork or any of its graphic elements without
express written permission from Corporate Communications and Creative Services in accordance with
the licence agreement.

Attribution and copyright notice for the artwork
CDaniel Apps, Bec Salcole, Jimi.K Thaiday, Gur. Ngurra. Wir (Sea. Land. Sky) 2023.

Printing

It is preferable for the artwork to be printed by a First Nations supplier
unless constraints on time, materials or cost are unable to be met.

Artwork print requests must always go through Corporate
Communications and Creative Services for approval.

One DCCEEW visual identity manual | Version 0.7 | November 2023 6
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The department’s crest

Applying the crest

In June 2003 the Australian Government decreed that the Australian Coat of Arms combined with
a consistent treatment of the Australian Government wording would be used as the common design
across all Australian Government departments and agencies.

The Department of the Climate Change, Energy, the Environment and Water's version of this design
follows these government rules. It comprises the Coat of Arms, the Australian Government text,
a horizontal dividing line and the department’s name.

The crest should be placed on all internal and external communication material and meet the
following Australian Government requirements:
* The crest must be used as supplied and documented in this manual.

+ The crest must appear only once on any given page in one colour, preferably black or reversed out
of a dark coloured background.

* The crest must have prominence over the layout, all other images, graphic and text elements.
Where possible it should be placed at the top left corner of the item it appears on.

Do not extract the crest files directly from this manual. Visit Departmental Templates on the intranet
to download copies of the crest.

Australian Government

Inline design

Department of Climate Change, Energy,
the Environment and Water

Stacked design Australian Government

Department of Climate Change, Energy,
the Environment and Water

Australian Government

Strip design
Department of Climate Change, Energy, the Environment and Water

Stacked strip design &
Australian Government

Department of Climate Change, Energy, the Environment and Water

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Exclusion zone

An exclusion zone has been established to ensure the integrity of the crest is not jeopardised through
crowding. The exclusion zone must be kept clear of any other images, elements or graphics.

The exclusion zone is defined as the distance from the top of the upper case A in Australian
Government to the bottom of the horizontal line. Examples are shown below:

Department of Climate Change, Energy,
the Environment and Water

Australian Government X

Department of Climate Change, Energy,
the Environment and Water

Minimum size

The minimum width of the crest is determined by the Coat of Arms being at least 20mm wide,
or 65 pixels for screen-based publishing, with the rest of the crest in proportion as supplied.
Some exceptions may apply to items that physically demand a smaller crest.

. Australian Government
)

Department of Climate Change, Energy,
the Environment and Water

Australian Government

Department of Climate Change, Energy,
the Environment and Water

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Crest colour use

The crest should only be produced in one colour, preferably black on a light coloured background or
white reversed from a dark coloured background. A little flexibility is given to accommodate the crest
being reproduced in colour but it is essential that the dignity of the crest is not compromised by a lack
of contrast, i.e. a light coloured crest on a pastel or light coloured background, or a dark coloured crest
on a deep or dark coloured background.

The crest should never be placed over an image or heavily textured background or as a tint of a colour.

Acceptable forms of the crest are shown below.

One colour—black One colour—primary colour

*

*

Australian Government Australian Government

- Department of Climate Change, Energy, Department of Climate Change, Energy,
the Environment and Water the Environment and Water

One colour—reversed One colour—reversed

Australian Government Australian Government

Department of Climate Change, Energy, =" Department of Climate Change, Energy,
the Environment and Water the Environment and Water

Black crest on coloured background Primary colour crest on light background

Australian Government Australian Government

Department of Climate Change, Energy, Department of Climate Change, Energy,

the Environment and Water the Environment and Water
Incorrect use—dark on dark Incorrect use—no contrast

One DCCEEW visual identity manual | Version 0.7 | November 2023 9
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Incorrect use of crest

The dignity of the crest must be maintained. Use only the files supplied, do not extract the crests from
this document, scan, or otherwise reverse engineer them. Do not manipulate the crests or alter them
in any way other than size (ensuring they are scaled proportionately).

Do not alter the crest proportion (height vs width) or the elements within the crest, do not alter the
number of colours, do not change the font and do not rotate or skew the crest.

See below for examples of incorrect use.

Original crest for comparison

% Australian Government
)

Department of Climate Change, Energy,
the Environment and Water

Altered sizes and position

Australian Government

Department of Climate Change, Energy, )
” the Environment and Water Australian Government

Q Department of Climate Change, Energy, 0
the Environment and Water

Australian Government . Australian Government
b

Department of Climate Change, Energy, R Department of Climate Change, Energy,
the Environment and Water Q the Environment and Water 0

Altered proportion Altered font

Australian Government Australian Government

Department of Climate Change, Energy, #9:" Department of Climate Change, Energy,
the Environment and Water Q the Environment and Water 0

Rotated on page

One DCCEEW visual identity manual | Version 0.7 | November 2023 10
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Branding with other Australian Government agencies

In circumstances where a number of departments and/or agencies are to be identified, for example
on a sponsorship acknowledgment, the department or agency names can be listed below the line.
Examples of a mixed agency crest are shown below—this protocol can apply to all versions of the
design. All protocols for exclusion zones, minimum size and colour apply. These crests must only be
created by the DCCEEW Graphic Design team.

Alternatively, the Australian Government can be identified as a whole, with the Coat of Arms appearing
with the Australian Government text only.

The department with the most senior minister should be put first. Visit the Current Ministry list
https://www.aph.gov.au/about_parliament/parliamentary departments/parliamentary library/
parliamentary_handbook/current_ministry_list to determine the most senior minister.

Australian Government

Department of Climate Change, Energy,
the Environment and Water

Department of Agriculture,
Fisheries and Forestry
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Co-branding

As outlined in the Department’s Crest section on page 7 of this manual, the DCCEEW crest must always
have prominence over and above other images and graphic elements, including other crests.

Non-federal government crests

The preferred placement of non-federal government crests is the bottom left of the title page, or on
the back cover. Business areas can apply for an exemption to this rule if there is a strong business case
to have a crest in the header opposite the department'’s crest. Requests for exemptions can be sent to
brand@dcceew.gov.au for consideration.

Australian Government initiative

Separate branding may be allowed on products with the Coat of Arms and the words An Australian
Government Initiative.

In cases where an initiative or program has an exemption from departmental branding, it may be
appropriate to use the Australian Government Initiative crest.

The department'’s publications allow for program branding identification (including colours and
graphic elements) and are discussed further in the brand manual.

An Australian Government Initiative

One DCCEEW visual identity manual | Version 0.7 | November 2023 12
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Program branding

Where the branding for an Australian Government program includes its own crest (e.g. National Water
Grid, or Clean Energy Regulator), that program crest can be used in conjunction with the department's
crest, Australian Governemnt crest or Australian Government initiative crest, with a line separating

them in the middle.

National
® ®@» WaterGrid
Authority

Australian Government

Clean Energy Regulator

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Due recognition words for independent
reports commissioned by the department

Due recognition words may be used to identify the department’s funding of independent reports/
papers where corporate branding is not applied.

Due recognition words may only be used in place of the department crest in some instances.
For example where the:

* projectis ajoint initiative with other Australian Government agencies

* projectis ajoint initiative with state and territory agencies

* projectis ajoint initiative with private agencies

+ department has commissioned an independent company to prepare a report.

When using the due recognition words you must:

+ take them directly from the approved words provided to you by the department

+ use the words in their entirety

+ ensure the words appear in a way they can be clearly read—no smaller than size 10pt font.

Below are some examples of due recognition words:

* The [insert name of third party program/project/initiative] is funded by the Department of Climate
Change, Energy, the Environment and Water.

* Funded by the Department of Climate Change, Energy, the Environment and Water through the
[insert third party’s project/initiative/program].

+ Supported by the Department of Climate Change, Energy, the Environment and Water through the
[insert third party’s project/initiative/program].

* Anindependent report presented to the Australian Government Portfolio Ministers for the
Department of Climate Change, Energy, the Environment and Water by [insert third party's project/
initiative/program].

One DCCEEW visual identity manual | Version 0.7 | November 2023 14
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Portfolio agency crests

We are a large and diverse portfolio. This includes agencies, statutory and non-statutory bodies,

independent advisors, and industry representatives.

Agencies and statutory bodies operate under their own legislation.

In circumstances where multiple departments and/or agencies are to be identified the agencies can be
listed below the line as per example on page 11 of this manual.

Affiliated portfolio agencies listed below are treated as distinct entities and are authorized to use
separate branding that aligns with their respective visual identity.

Visit the departmental organisational structure to see what groups these portoflios sit under.

Australian Government

Clean Energy Regulator

Australian Governmeni

#" Great Barrier Reef
Marine Park Authority

sfi  CLEAN ENERGY
st Gmeromest . FINANGE GORPORATION

b LU
AUSTRALIAN INSTITUTE
OF MARINE SCIENCE

Australian Government

snowy hydro

Limited

renewable energy

Australian Government

Bureau of Meteorology

Australian Government

" North Queensland
Water Infrastructure Authority

Australian Government

Sydney Harbour Federation Trust

L Australian Government

| X" Australian Energy Infrastructure Commissioner

';Nmmmmu
%4 DARLING

Australian Government BASIN AUTHORITY

ALSTRALIAN

EMERGY
RECULATOR

Aumtrulinn Governmen

One DCCEEW visual identity manual | Version 0.7 | November 2023 15
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Departmental alignment

To foster a One DCCEEW vision for the department all endorsed programs and sub-brands within
DCCEEW are required to adhere to the newly established departmental identity. The artwork that
forms the foundation of this visual identity permits the use of unique patterns and designated
colours from the palette. This enables each area to possess a distinctive visual character while still

harmoniously aligning with the overarching DCCEEW visual framework.

Approval of endorsed programs and sub-brands can only be provided by Corporate Communications
and Creative Services, the brand managers for DCCEEW.

Brand architecture

One DCCEEW Visual Identity

Australian Government

the Environment and Water
|

Department of Climate Change, Energy,

Portfolio partner

Portfolios affiliated with
DCCEEW that require

a separate identity to
the department.

For the full ist of portfolio
partners see https://www.
pmc.gov.au/resources/
administrative-arrangements-
order-13-october-2022

Portfolio partners:

“  Australian Government

" Clean Energy Regulator

Australian Government

" Climate Change Authority

Australian Government

Bureau of Meteorology

Endorsed program

Programs and initiatives that
sit within DCCEEW but may
require bespoke elements
from the visual Identity.
Endorsed programs have a
tailored DCCEEW crest.

Contact account manager
to confirm if your
program can qualify for an
endorsed approach.

Endorsed program examples:

i Australian Government

Department of Climate Change, Energy,
the Environment and Water

Australian Antarctic Division

“  Australian Government

o C wealth Envir | Water Office

One DCCEEW visual identity manual | Version 0.7 | November 2023

Sub-brands

Initiatives run through or by
the department that require

a small level of identification.
These initiates will use the
master DCCEEW visual identity,
but may have a associated
word-mark.

Contact account manager
to confirm if your division
qualifies for a sub-brand.

*If a heightened level of branding is
necessary, approval from OSEC may
be required

Sub-brand examples:

Rewiring
the Nation

Nature Positive

Protect, repair and manage

for a sustainable Australia
/
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Design elements

Departmental colour palette

For all communication materials the prominent colour must be taken from the primary palette. Accent
and highlight colours can be taken from the secondary and tertiaty colour palettes. A maximum of

3 secondary colours are to be used in publications. You may use more than 3 secondary colours in
complex data visualisation. Various tints can also be used if required.

The recommended colours for text when used on coloured backgrounds are also illustrated below—
these provide the best colour contrast to meet WCAG AAA accessibility requirements.

Primary

Off-black
CMYK 71 67 64 73

Dark Aqua Mid Aqua *Light Aqua
CMYK 93 61 56 49 CMYK 85344910 CMYK350390
RGB 8 58 66 RGB 25 124 125 RGB 154 255 190
HEX 083A42 HEX 197C7D HEX 9AFFBE

RGB 34 32 33
HEX 222021

Tertiary

Secondary

PANTONE 7627 C PANTONE 202 C PANTONE 274 C PANTONE 627 C
CMYK 2396 93 17 CMYK 3194 73 31 CMYK 100 100 33 36 CMYK 85 55 70 63
RGB 167 41 41 RGB 134 38 51 RGB 33 21 81 RGB 17 50 44
HEX a72929 HEX 862633 HEX 211551 HEX 11322C

PANTONE 2425 C PANTONE 7705 C PANTONE 7734 C PANTONE 1235 C
CMYK 43 100 42 24 CMYK 90 49 25 4 CMYK 83 38 83 31 CMYK 031980
RGB 128 22 80 RGB 0 112 150 RGB 40 97 64 RGB 253 183 26
HEX 830065 HEX 007096 HEX 286140 HEX FFB81C

PANTONE 489 C

CMYK 625260

RGB 236 195 178

HEX ECC3B2

PANTONE 7506 C PANTONE 522 C PANTONE 305 C PANTONE 366 C
CMYK 612330 CMYK 274030 CMYK 56080 CMYK310670
RGB 239 219 178 RGB 185 156 197 RGB 94 202 229 RGB 183 221 121
HEX EFDBB2 HEX B99CC5 HEX 5ecae5 HEX B7DD79

Data visualisation

Following best practice, we recommend a limit of four categories, using the first 4 colours.

PANTONE 2425 C
CMYK 43 100 42 24

Dark Aqua

CMYK 93 61 56 49
RGB 8 58 66

HEX 083A42

RGB 128 22 80
HEX 801650

PANTONE 2738 C
CMYK 96 100 24 12 Use these 2 colours

RGB 5242 111 only when essential.
HEX 06038D

*CMYK and RGB appear different for print purposes.

One DCCEEW visual identity manual | Version 0.7 | November 2023 17
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Typography

DCCEEW staff should used Calibri—an accessible system font available in all Word and PowerPoint
templates. Body font should sit at 11pt minimum for accessibility.

Internal and external designers should use Noto Sans—an open source and accessible font.
Much larger than Calibri, body font should sit at 9pt minimum, equivalent to Calibri 11pt.

DCCEEW's website and associacted websites should use Open Sans—an approved websafe

and accesible font.

Staff font - Calibri

Calibri Light
ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijklmnopqgrstuvwxyz
0123456789

Calibri Regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz
0123456789

Calibri Bold

ABCDEFGHIUKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
0123456789

Web font - Open Sans

Open Sans light

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
0123456789

Open Sans regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz
0123456789

Open Sans semi bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
0123456789

Open Sans bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
0123456789

Open Sans extra bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
0123456789

Design font - Noto Sans

Noto Sans Thin

ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
0123456789

Noto Sans Extra Light

ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
0123456789

Noto Sans Light

ABCDEFGHIKLMNOPQRSTUVWXYZ
abcdefghijkimnopgrstuvwxyz
0123456789

Noto Sans Regular

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz
0123456789

Noto Sans Medium

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789

Noto Sans Semibold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz
0123456789

Noto Sans Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqgrstuvwxyz
0123456789

Noto Sans Extra Bold

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
0123456789

Noto Sans Black

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
0123456789

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Graphic device - The ripple

The ripple has been drawn from the artwork Gur. Ngurra. Wir. created by artists Daniel Apps from
Dharug Boorooberongal Country, Bec Salcole from Wiradjuri Country and Jimi.K Thaiday from Peiudu
Tribe, Torres Strait Islands.

The ripple graphic is at the core of the DCCEEW visual identity and should appear on all products.

The graphic has been designed to provide maximum flexibility for its usage on departmental products.
Detailed guidelines explaining the rules governing the graphic can be found on the next page.

Contact your Communication and Strategy Services account manager with design requests.
The Design Team will add the ripple to your design/s as appropriate.

One DCCEEW visual identity manual | Version 0.7 | November 2023 19
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Do

Alter line thickness

\

Rotate

Don’'t

Duplicate the ripple on internal
layouts, the ripple can only be used

once per page spread including cover.

Crop

Remove lines.
Minimum 3 lines must be visible

Use a single ripple layer as a
shape layer or image mask shape.

on the ripple when used

/=

Add photography
and patterns inside the ripple

Maximum of 2 colours applied

Add images outside segmented
lines, or exceed the Maximum of
5 images in the ripple

Z86T 10V 104 9y Jspun AA\T3DDA Aq pases|ay

dcceew
| Eov.au

Interact with photography

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Patterns

During the initial phase of the visual identity development, 2 patterns have been derived from the

artwork to establish a strong visual connection with both the artwork and the ripple. We anticipate

adding more patterns periodically to refresh the visual identity throughout its lifespan.

Services account manager with design requests.

Contact your Communication and Strate

Released by DCCEEW under the FOI Act 1982

The design team will add patterns to your design/s as appropriate.

Acceptable use of the patterns are shown below.

Pattern 2

Pattern 1

T U —— - Il-ll._- -.-It'.l.lllp_--l.ll-l.l
= T =t A === T
=N =Sl I S=== 11111100

ESMH SESS W SSSSuNnS
S SSS S W TSSE g

====ihinns=== ===
EE=Sunnzz==2)
NSSSSnninsSEss;)
hpssssigmes==Jhyssss
= T T S T S DT T
rmliiliS =SSy S S ==1iit101:
s=lih S =S S=S =1

r= g EEE T W ==SS i
ms==simnn===z 1 iMinss=s

WSEESuninsses N hgSSEs
nSSSSongns=Esstg, =SS

s =S=pu i L SSS=hniin;

MU SSS R IESSSS g

=il st ===

e i ESss T SSS hian:
Nn=zsSs sz = 2 n=sss
IMSESSNNNNESSS, I INSS 22
o SR U e e L et

@)
()]

Excessively enlarge the pattern

Add on top of colour

Change the colour & opacity
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_ﬂﬂuu__p_________..:._.._..ll =1
SHhmz== 2 i
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Add on top of photography
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Photography

The visual identity allows for multiple photographs (up to 5) in the ripple or a single hero image.
Where possible, use the single photograph option. Only use multiple photographs where the subject
matter requires a diversity that cannot be represented in one photograph.

To align with One DCCEEW, each of the 5 photographs must represent the different areas of the
department (where possible) Climate Change, Energy, the Environment and Water.

Photographs should be of a high quality resolution and detail. The ripple effect should be applied
selectively to enhance visual imagery. Avoid using thew ripple on intricate or complex images where
the content is difficult to discern.

Tone

The department aims to always use candid photography, with a light and bright atmosphere.
Using landscape photography leverages Australia’s scenery and links into the artowrk. Avoid using
staged, stark or highly-stylised photographs.

Image libraries
Lookatme

The department has a curated image library of photography taken by past and present staff.

Each image outlines it's licencing and how it can be used. Staff can apply for an account to download
images. Certain images need to go through an approval process before they can be downloaded.
You can visit the library here: https://imagelibrary.dcceew.gov.au/

Shutterstock

The department pays for an account with Shutterstock. Staff can request free image and illustration
downloads via their Communication and Strategy Services account manager.

Our licesning agreement with Shutterstock dictates:

+ Shutterstock images can only be used by the department and ministerial staff for the purpose of
communicating the department’s programs and policies.

+ Shutterstock images cannot be shared with third party providers.
+ Editorial or premium images found on Shutterstock cannot be downloaded.
* You do not need to credit/reference Shutterstock images

You can visit Shutterstock here: https://www.shutterstock.com/

Artificial intelligence (AI) generated images

The department does not support the use of Al generated images.

One DCCEEW visual identity manual | Version 0.7 | November 2023
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Do Don't

Crediting photographs

Photograph credits should be placed close to the photographs. Credits for photographs on the cover
are to be placed on the inside front cover. Text should be 7pt size font and 9pt line spacing.

Example:
Front cover (L-R) Sunset lake, NSW (Jo Bloggs) © AA Photography

Shutterstock images do not need to be credited.

Indicating copyright
Where copyright needs to be indicated for third party content, use the following format:
© Copyright [name of third party]

For example, to indicate nested copyright within a publication that is otherwise Creative Commons,
the copyright symbol should precede the creator’s or copyright holder’s name.

Example:

Front cover (L-R) Sunrise lake, NSW, © Jo Bloggs; Sunset lake, TAS, John Smith © AUSPIC
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Example application

Australian Government

Department of Climate Change, Energy,
the Environment and Water

[Title]

Quis nestrod exercitaibon ullamon
Linaiid Wl S

Quis nostrud
exercitation
ullamco

One DCCEEW

Visual identity manual

Global Nature Positive
Summit Outline

Sycney, Australi | October 2024

Event details
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*

- Australian Government
k< Department of Climate Change, Energy,

the Environment and Water

We pronounce it
‘DQ’ (di:-kju:)

Now you know
the lingo, welcome
to the department!

WH AT Wetake care  We do this by: * Taking care of Australia’s

of Australia's rivers and lakes, and oceans.
environmentand  * Reducing Australia’s « Exploring and learning about
W E places thatare ~ greenhouse gas emissions. science and the environment
+ Maki i in Antarct
oftheir history.  systems are reliable and safe. . Working together with other
We help Australi - Looking f our uniqu roblems
deal with climate environment, animals, p"in(s, about the environment and
change and take and important places. energy.
care of our water
| andenergy.  [—

Australian Government

Department of Climate Change, Energy, Stay home
the Environment and Water h
if you

are unwell

.
) Communicable —
espect .
each others dlseases
A space Sand
sanitiser
L) Practise
N good
¢ \(‘//. hygiene
&( Wear a face
Get = mask
vaccinated if you would

like to

Stay home
for five days
if you are
COVID-19
positive
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A joint

__ DCCEEW
and DAFF
—Science
Showcase

21-22
November
Ground Floor
Agriculture
House
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Awmitraliam Government

Dipartnsent of Clinsade Change, Energy,
the Envirenment smd Water

éél't-:“réta ry
Fredericks

Luise
McCulloch
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Endorsed brands examples

Australian Antarctic Division

Example of DCCEEW visual identity applied to AAD.

Report cover

Amurahin Cavirsmest
Brpartmens of Chemsts Changs, Enargy.
[
Assirddam & mmria [

Weddell seal

Update

e 223

Photo: Ruth Wielinga

Crest

Australian Government

Department of Climate Change, Energy,
the Environment and Water

Australian Antarctic Division

Pattern

Factsheet

£
ezl AR
Bvparime of Climsis Chimge, Lasrg. ".___ PRIGRIN

e Lo v adl T et
[T —

Penguins

of the world
GOTLHAATE
~30880+a0

Thisre are 18 wpecies of peaguing and 3l of tham ke in chs Seuthern Hemiphare.

T grasiril ConiTinetions ae on th Anfant eeSan deveTerar aned L dhve (o grnst depita
EEd B NeE-ANEATT b, ACe S BTCESD  (HTIESHTT PETGLEnE sy Cive o Sbout S
Parupar. b -G T ey o D APLBNCR

T A Tl Ty LW, AT SH, (LU S TR, i TR B L0 T T
wisly [he Pt S L1 il el oy e v
At peand phormage of what. Serrlanpes Yeeheny
Frrguire e on umall Atk mna krdl, Cechineg them
ore s s Misng prregsi aha s crphaiopady
CREART). I T, i Db Tod or b

e
el How Tesierad ama Velow-rypdh oiur oy in
e T bt sb-AreaTC

o whmarl b 2 armbecria b Thad Lais boih
#ge and chicing fenguing sho fall prey o glang
P A TR [eACY. ALY Y. G,

Barugng. oy Faghibes barh thus s Reghly
. d b 1p dias el i)

it UV o e il Thurg e

Find out mere about penguins Jed their deerendes 31 our websice_.

Email banner

] - e
gt s 0w r 3 -
Bt w4 B § g Ty -

o e ra
N Noimie Uhomas e

Proposed colour

One DCCEEW visual identity manual | Version 0.7 | November 2023 27



Z86T 19V |04 8yl Japun p\33DDA Ag pases|ay

LEX 78851

Endorsed brands examples

Commonwealth Environmental Water Holder (CEWH)
Example of DCCEEW visual identity applied to CEWH.

Report cover

Commonwealth
Environment Water Office

Water Management Plan
2021-22

Crest

Australian ernment

Commonwealth Environmental Water Holder

Pattern

pull up banners

ring w irtner ] Wil
F|r5t Natlons
Communities

Communities

Email banner

-.1""-1.‘5.

o ﬁ *’1
B 'l% ‘1%}*% }f?f?du%})

il‘w. )? .Ht )& 11 5 *%
505500 }*’1 fﬁfnn‘lﬁ*}'}*’

1-'“ T"ﬁ 0, 3 50, 3 5 0, £ i O,

}Jé }}ﬂ*:f{'h:

M & )1} )4
wlhi\} }

63
}
}
¥

)i»
X
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Sub-brands examples

Nature positive

Example of an identifier made for nature positive.

Report cover

Quis nostrud ullamco temporr

Pattern

Autumn Dark aqua

Orange

pull up banners

Pigpar mawn ol § Tisain § hange, Fmeig.
e Bk hrovarinol mad Waler

Text here

and also heme

Social tile

Email banner

Identifier

Nature Positive
Protect, repair and manage
for a sustainable Australia
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Templates

Several Microsoft Word and PowerPoint templates have been created to help you align with the visual
identity. They can be found on the Departmental Templates intranet page.

See below and following pages for what has been developed for staff to use.

Word templates

Found on the Departmental Templates intranet page.

DCCEEW report template DCCEEW A4 factsheet template

[Title]
[Sub-title]
[uehes] Fact sheet title [H1]
Lt Tt A Pt ]
:“I..- [N L)
= L Bl I

s
] e e |
& i b T
Swbheading [MI]
Frgrmd el
e nfarmastis
Lol A el v s |
[Toy ——
Foradl [l ]
Aamreagr—— o ey
T R T T L P T Lo G S EEL e

e e ol e T T e L
[

R L AL W B

ST P LG R W PNE P

S R R R (] I 5 L ) e e
AT U ST L RO T P i ST 1O P ]

R L S o R T L B | A e P | e e
A LS A T e el o 0 R e e e g

W gy e ey e e, by
3 R e g

Smemd ot o o mem Lgn, Lremgy m em,
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DCCEEW signature block DCCEEW meeting minutes

o il
Ba not sdd
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Vi dmal Sy, B, L s W, Canberh 45T 3801 Saiiewin
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YO Sty

MName of meeting
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1 e
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sren Ve, LUt ek Bl 4 e Pl b D, Cobialiors v Apulogire
B o o M pAEREa
ot | AL [ub]. PARHT AT mR L ——
P L ]
T i pe v e P Peglie o B il aed Ten Item summary
rapE e b b e e e e A
it Y v His s b By o v rmbiam i rwrnrn, Pavishors 1= {'E-E- Welcome and 3FIG|DEH!'S|'
B L T e et e ) LS T By RN L
Pk | LR A e e P ke

" g T Dhas wpered e rewteg Sl soted iy
= A ke win gl .

i e el T 1
CLARUTRCATION

DCCEEW letter DCCEEW media release

CLASSEICATION
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Secretary briefing decision

CLASSIFICATION

[ T

Tax Samrtiary For et |

SUBMISSION TITLE

Thening: [ St wond rmmsee bt g sblatony
ta e 2
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LASSIFCATION

Secretary briefing event internal

Secretary David Fredericks

epartment of Clmate Change, Encrgy, the Ervironmaent and Waber

EWVEMT THTTE
DATE J TIME

LOCATION
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Secretary briefing event
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e Envionment and Watir

EVENT NAME

Briefing for
Secretary David Fredericks

STARY 1w EWD time
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Department of Clmate Change, Energy, the Enionment and Water

Secretary briefing information
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Meeting with [Key Person/Organisation]
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PowerPoint templates

Found on the Departmental Templates intranet page.
Several master slides have been developed for staff use in both the 16x9 and 4x3 slide decks.

DCCEEW presentation 9

.
‘-@ . Amrslian Cavnrmment
U Deparimieni of Climsate Change. Enengy.

the Fevirnnment anid Wt

Presentation Heading

Sub-heading
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[rate

TTTTINY ==

We acknowledge the Traditional Oemers of country throughout Australia
and recognise their continuing connection to la nd, waters and culture.
W pay ouwr respects to thelr Ekders past and present
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TLILE =1 - I =11 ==Iiin
| | ===kl

Heading

X
©
D
Q
0
D
o
o
<
O
@,
O
[Tl
=
-
=
o
@
=)
D
-
O
>
<
 —
©
o0
N

One DCCEEW visual identity manual | Version 0.7 | November 2023



https://deptagriculture.sharepoint.com/sites/INTRA_DCCEEW/SitePages/Templates.aspx
https://deptagriculture.sharepoint.com/:p:/r/sites/INTRA_DCCEEW/_layouts/15/Doc.aspx?sourcedoc=%7B1C300841-A989-4DC4-AB6B-8134E0C6F701%7D&file=DCCEEW-Presentation-16x9.potx&action=edit&mobileredirect=true

Z86T 19V |04 8yl Japun p\33DDA Ag pases|ay

LEX 78851

DCCEEW presentation 4x3

#
hﬁ'ﬁ s ralian (o T R
2

Depanmcnd of CEmane Chenge, Encrgy,
the Eaviranmenl asd] Wiler

Presentation heading

Sub-heading

Heading Heading
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DCCEEW placemat template
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Useful assets

The department has provided an icon library available on the Departmental Templates intranet page.
There are instructions for downloding additional icons included.

Icon library Infographic library

lcon library
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Microsoft Teams backgrounds

Found on the Departmental Templates intranet page.

Teams background #1 | Ripple Teams background #2 | Landscape

deceew
EOv.aU

Teams background #3 | Turtle

deoceew

O AL

Teams background 5 | Collage Teams background #6 | Windfarm
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Business cards

Business card can be requested through your Communication Strategy and Services account manager

or email strategiccommunication@dcceew.gov.au.

You will need to provide the following information for input:
+ Firstname, Lasthame, post nominals

« Title
* Branch
* Division

* Email address

* Location

* Phone number
* Mobile number

s Sustralisn Leosernmiont

TN Departmel of Clinsbs Changr, Escrg,
he Environneent smd Y ster

El—= Firstname Lastname rost tom ® 2 |
Titie I H
H—. Division docaaw.gav.au ._n
B_. firstname. lastnamegdoceew.gov.au GPO Box 3090 .—n
. Canberra ACT 2601
t ng. King Edward Terrace
Brhes Phome: «51 2 0000 G000 .—II:I
Apstralia Rt &1 (0R00 D00 000

Bl Name Noto Sans semibold 10pt

Bl Post nominals Noto Sans extralight 6.5pt
Bl Title Noto Sans extralightitalic 6.5pt

B Branch Noto Sans lightitalic 6.5pt

B Division Noto Sans medium 6.5pt

B Email address Noto Sans light 6.5pt
Location address Noto Sans elight 6.5pt
B web address Noto Sans bold 6.5pt

Bl GPO box Noto Sans light 6.5pt

B contact numbers Noto Sans light 6.5pt
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Website assets

Website assets and publishing requests can be requested through your Communication Strategy and
Services account manager or email strategiccommunication@dcceew.gov.au.

Homepage slider
The banner found on the homepage. These banners cannot contain text.
1920 x 515px

—

e gy arerpy [ ] A Fars an Barmags Stme w #man Grviern BT

Fusce pharetra convallis urna praesent
auctor massa

FRa fnal ke A Mt Cleiiun o e (L S50 ARG
it o il n Rl manlel Fardeh Tl DA M

| Lermm ppuum datas i

S

L4 CHmate change A Energy Inwircmment

Megamenu
The tile found in the drop down menus,

315 x 130px 72ppi

 —
— Q,
=
B T e Lenivasarenni Wt Baskn anil bavilegs bitncs arad resnansh T Oalins e
About us e .
g
Wi b Auviralia's respandd oo i 7
climate change amd wuslainabile i
i L Coog
enengy use, and protec our
BT T, Feerilage and Fmr 4 e
WaLEF D department has changed
nem
—
L Chimate change 4 Energy Frvironniene
"
[ —— [ e Y & LR N UL r" T e SRAFEE W
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News tile
The tile found on the news and media page.

1000 x 667px 72ppi

Featured

©

UrLal i
Tip e i

bk Nadgiing (o Nock Australia’s first Annual Climate Australia‘s National Statemaent
T Change Statement to COPIT
—_— ——

Have your say (HYS) tile
The tile found on the consult homepage.

228 x 168px 72ppi.

Have your say

O pen Consultatbns

Have your say (HYS) banner
The banner found on project pages.
768 x 243px 72ppi.

Corawhintien bl

Offshore renewa

infrastructure ar@é prﬁ:hﬂsal: :
Southern OceanfRegion off VICard
= 3 e

T EiL g
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Intranet assets

Intranet assets can be requested through your Communication Strategy and Services account
manager or email strategiccommunication@dcceew.gov.au.

News tile
Tiles found on the intranet homepage

283 x 180px 72ppi or autogenerated from the page banner

DCEEW Pl

LIRSS

[namritiale

Drescyse Saprunce Prge e AT

BB EM-E®

Static banner
Banners found in the body of an article.

1205px x height 72ppi

Page banner
Full-width banners at the top of a page that conform to different screen sizes.

2560 x 450px 72ppi

David’s
If:.:'-:i:'.s Debrief Vol 48 D E B R ! E F

Offshore renewables power ahead! —
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Social media

The department’s social media platforms display consistent branding through standard profile pictures
and/or banners with the departmental crest. Social media tiles posted on department channels do not
need to include the departmental crest in the design.

DCCEEW's available social media platforms include Facebook, LinkedIn, X (formerly known as Twitter)
and Instagram. Be sure to state which social media platforms the imagery is intended for as there are
a number of sizing considerations to be taken into account.

Social media tiles can be requested through your Communication Strategy and Services account
manager or email strategiccommunication@dcceew.gov.au.

For general queries about social media, contact the Social Media team at socialmedia@dcceew.gov.au.

Banner and profile picture in use

sl Department of Climate Change, Energy, the
' Environment and Water

1K likes « 1.6% followers
Pasts About Photos Videos naa
Intro s Department of Climate Change, Energy, the Environment and
== Water
Australian Government Department of Climate 3d- 8
Change, Energy, the Environment and Water Be part of Plactic Free July and together, we can radure plastic

pollution and help our envirgnment
) »
) Page . Govemment crganisation Sud )
It can be as simple as using 2 re-usable coffee cup, utensils or

& John Gorton Building King Echward Terrace conLanar.

[GPO Box 209Q), Canberra, ACT, Australia,

Australian Capital Territory This will help to aveid the billions of single-use plastic items that end
up in landfill gach year
e 6274 1IM Jo... See more

e socialmediadbocoesw.gov.au

Together, 100+ million people

are creating a world without
plastic waste

O

W hitps/ A twitter.com/doceew

m hitps./fwwna inkedincomycompany,/depart
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Social media tiles

Social media tiles can be requested through your Communication Strategy and Services account

manager or email strategiccommunication@dcceew.gov.au.

For photographs without text or branding, no resizing is necessary before uploading. The social media

platform will handle the resizing automatically during the upload process. However, please ensure

you have the necessary approvals for any imagery used.

Instagram

Tile

Landscape: 1080px x 566px 72ppi
Portrait: 1080px x 1350px 72ppi
*Square: 1080px x 1080px 72ppi
Story

1080px x 1920px 72ppi
Width of at least 1080px with an aspect ratio of between 1.91:1 and 4:5

Video
Max 4GB

~

Facebook

Tile

*Landscape: 1200px x 630px 72ppi
Portrait: 630px x 1200px 72ppi
Square: 1200px x 1200px 72ppi
Story

1080px x 1920px 72ppi

Video
Max 4GB

*Preferred option
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X (formerly known as Twitter)
Tile
1024px x 512px 72ppi

Video
Max 512MB

LinkedIn

Tile

*Landscape: 1200px x 630px 72ppi
Portrait: 627px x 1200px 72ppi

Video
Max 5GB

*Preferred option
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Essential content
and other considerations

Acknowledgement of Country in publications

Many departments acknowledge Aboriginal and Torres Strait Islander Peoples as a gesture of
respect and recognition, as Australia’s first peoples. DCCEEW supports the voluntary inclusion of an
acknowledgement in all print and online publications.

Recognition should appear as introductory text at the front of a publication or as a prominent part of
the credits section.

The following words have been approved for use:

We acknowledge the Traditional Owners of Country throughout Australia and recognise their
continuing connection to land, waters and culture. We pay our respects to their Elders past
and present.

For more information on using culturally appropriate and respectful language when writing with, for
or about First Nations people refer to the Australian Government Style Manual - Aboriginal and Torres
Strait Islander peoples.

Copyright and disclaimer statements

A standard Creative Commons copyright statement has been agreed for all departmental publications,
both printed and online.

An appropriate disclaimer statement should appear below the standard copyright statement. There
is no standard form of disclaimer statement. They will vary depending on the purpose, content, and
authorship of the publication, and whether it is to be made publicly available or not.

In addition, it will often be appropriate to add an acknowledgement of:

+ participants

« contributors, and/or

+  Country.

For guidance on and wording for these statements and acknowledgements, please refer to the
department’s Copyright and disclaimer statements intranet page.

A good example of various statements and acknowledgements can be found on page ii of the
department’s report template 2023.

If you need assistance, please email legalrequests@dcceew.gov.au for further advice.

Text should be 8pt with leading at 10pt and 80% black.

The standard Creative Commons copyright statement is as follows;
© Commonwealth of Australia, <insert year>.
Ownership of intellectual property rights

Unless otherwise noted, copyright (and any other intellectual property rights) in this
publication is owned by the Commonwealth of Australia (referred to as the Commonwealth).

Creative Commons licence
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All material in this publication is licensed under a Creative Commons Attribution 4.0
International Licence except content supplied by third parties, crests and the Commonwealth
Coat of Arms. Inquiries about the licence and any use of this document should be emailed to
copyright@dcceew.gov.au.
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Page numbers

On all communication materials that span more than 4 pages, page numbers are required for easy
identification of referencing. Page numbers should be placed on the bottom left side of left hand
pages and the bottom right side of right hand pages. Page numbers should always start on a right
hand page.

Long documents that have an introduction at the beginning may start the page numbers using Roman
numerals and then begin the numbering again on the first right hand text page.

Any document over 24 pages must contain a table of contents that includes at least the first
2 heading levels.

Campaigns

The Campaign and Advertising team in the Communication and Media branch coordinate the
management and reporting of all departmental advertising and campaign advertising. This excludes
recruitment advertising, public notices and AusTender notices. The team also provides advice on large-
scale campaign management.

Paid advertising allows you to target specific audiences across a broad range of
communication channels.

Advertising involves multiple steps of planning, approvals, development and reporting and the process
is determined by available budget and the type of messaging.

We work closely with you and your strategic communication account manager to develop advertising
strategies that meet your communication needs. We also ensure we adhere to whole-of-government
advertising guidelines and rules.

You can contact the team by emailing advertising.dcceew@dcceew.gov.au.
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Department’s web address

In the department’s website wordmark, the web address is to be written in lowercase as dcceew.gov.
au. The www. should be removed from the start of the web address and the acronym dcceew is bold.

Channel identifier

The web address is additionally used as a channel identifier. It is a key strategic pathway to our
broader channels and more information. It works together with the department'’s crest without
challenging it's authority.

The channel identifier can be used when the crest cannot be replicated below its 65 pixel digital limit.
It can be placed in the footer of any products from covers to social media tiles.

dcceew
gov.au

Paper requirements

The standard paper stock that the department use in printing are Revive Laser (uncoated) and Monza
Satin (coated). Samples can be found in the Communications and Media Branch.

You may choose to use other paper stock. Carefully consider what paper stock you choose:

« Isitrecycled (100% or as high content as possible) or carbon neutral?

+ Is the stock Australian made?

Thickness of paper stock is measured in gsm with low gsm being thinner paper. Factors to consider
when choosing suitable thickness are:

+ thinner paper stock may be suited for large documents with a high number of pages to reduce the
overall weight and thickness of the document

+ documents with a longer life-span may be better suited to a thicker paper stock to ensure they are
more durable.

Email graphicdesign@dcceew.gov.au for advice on choosing paper stock.

Print procurement

All communications procurement should be coordinated through the Communication and Media
Branch. When planning a project, first contact your Communication Strategy and Services account
manager or email strategiccommunication@dcceew.gov.au.

All external printing and associated services are managed for the department by the Communication
Procurement team. This includes all contracts for offset printing, digital printing, banners,
photography, video production etc. It is a requirement that this service is used; staff are not permitted
to independently seek quotes for these services.

Contact the Communication Procurement team with any enquiries at communication.procurement@
dcceew.gov.au.

One DCCEEW visual identity manual | Version 0.7 | November 2023 48


mailto:graphicdesign%40dcceew.gov.au?subject=
mailto:strategiccommunication%40dcceew.gov.au?subject=
mailto:communication.procurement%40dcceew.gov.au?subject=
mailto:communication.procurement%40dcceew.gov.au?subject=

Z86T 19V |04 8yl Japun p\33DDA Ag pases|ay

LEX 78851

Product codes

A unique product code is required on all communications products except stationery.
The Communications and Engagement Branch can advise suppliers what number should be used.

The product code is to appear in the following format: THEMEOOOO.mmyy (i.e. the unique number
plus the month and year published). It should be placed in fine print and positioned in the lower
right corner of the document when possible. In the event that the document is double sided or does
not have a cover, the product code should appear on the front. In the instance where a product
code has been provided to an external provider the code should have a E added to the end denoted
external provider.

Example below illustrates the product code placement.

(e.g. Corporate product number 123, published in January

«
S
S
<
S
I~
[}
o}

5mm

Bl Product code Noto Sans light 6pt. (Alternate font: Calibri light)

Accessibility

Our information and services must be provided in a non-discriminatory accessible manner.
This is the law under the Disability Discrimination Act 1992. Whether our services are delivered in
person, or digitally, we must provide these equally to everyone.

Any content produced by external vendors also needs to meet accessibility requirements.
It is important to include this in any contracts before content is created.

You can find instructions to help you meet accessibility requirements on the intranet.

Data visualisation

Instructions to help you apply colour to data visualisation is availabel on the intranet.

Artificial intelligence (AI) generated content

The department does not support the use of any Al generated content.
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Signature blocks

The department has a signature block template with a choice of Acknowledgment to Country imagery
taken from the artwork (see page 6). The template can be found on the Departmental Templates
intranet page.

The department allows the inclusion of temporary banners at the end of the signature block to
promote significant days and campaigns. Please be mindful and respectful of all banners used
and ensure promotion aligns the APS Values and the APS Code of Conduct.

Communication Strategy and Services

The account manager model is followed by the department for all creative and external
facing requests.

Your Communication Strategy and Services account managers work with functions inside the
Communication and Media branch on your behalf. This includes video production, photography,
graphic design, social media, media and website services.

These areas and services should not be contacted directly by staff.

The department’'s communication account managers work with their client areas to help staff achieve
a fit-for-purpose outcome aligned with the department’s goals and purpose.

To find out who your account manager is, contact strategiccommunication@dcceew.gov.au.

Staff in the Enabling Services Group should contact Corporate Communications for your account
manager at corporate@dcceew.gov.au

One DCCEEW visual identity manual | Version 0.7 | November 2023 50


https://deptagriculture.sharepoint.com/sites/INTRA_DCCEEW/SitePages/Templates.aspx
https://www.apsc.gov.au/working-aps/information-aps-employment/aps-values
https://www.apsc.gov.au/working-aps/integrity/integrity-resources/code-of-conduct
mailto:strategiccommunication%40dcceew.gov.au?subject=
mailto:corporate%40dcceew.gov.au?subject=

Z86T 19V |04 8yl Japun p\33DDA Ag pases|ay

LEX 78851

Writing guide

Australian Government style manual

Our department follows the Australian Government Style Manual.

For the full guide visit stylemanual.gov.au.

Plain english

Writing in plain English is Australian Government
policy. Plain English is easier to read, gets the
point across and reaches a wide audience.

Write in active rather than passive voice.

Use clear, concise expression, logical structure
and good document design.

Use everyday words. Have a conversation—read
it out loud to see if it makes sense.
Principles to follow:

+ Respect your readers and write to meet
their needs.

* Organise your documents and plan before
you write.

+ Use short, everyday words where they match
your meaning (such as use instead of utilise).

+ Make your average sentence 15 to 20
words long.

+ Edit yourself ruthlessly and seek a
second opinion.

+ Prefer the active voice.

+ Use powerful verbs.

+ Consider using personal pronouns.
+ Always check your writing carefully.

Active versus passive

The active voice is much more effective at
persuading and engaging the reader. It is more
direct, uses stronger verbs and is shorter.

The passive voice (something is done) is longer,
less clear, more awkward and more aloof.

Active: The minister released the
report yesterday.

Passive: The report was released yesterday by
the minister.

To check if you are using active or passive voice,
ask yourself what is the action and who is the
actor i.e. who does the doing in the sentence.
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