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How to Guide:
Best Practices for Photos & Logos



Quick Tips:

Examples of a bad headshot:

1.	 Have someone else take the photo and 
avoid selfies.

2.	 If using a phone, set your device to portrait 
mode and make sure you’re using the 
highest quality settings.

3.	 Take several photos so you have multiple 
options to choose from.

See page 5 for more tips and examples.

Best Practices for Headshots

▲ NOT ENOUGH LIGHT ▲ TOO SMALL / PIXELATED ▲ POOR CROPPING

HEADSHOT
Why Do I Need A Headshot? It’s a great way to create a more 
personal connection between you and your website’s visitors. 
While a selfie may work, it’s best to capture a high-quality, well-
composed photo in order to make great first impression.

Don’t have a professional photographer? Here are a few tips 
for the perfect DIY headshot. 

CIRCLE-X CIRCLE-X CIRCLE-X

CHECK-CIRCLE
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Quick Tips:

Example of a bad staff photo:

CHECK-CIRCLE

Best Practices for Staff Photos

STAFF PHOTO
Why take a staff photo? Show 
your clients who you are!

▲ BAD LIGHTING     ▲ TOO SMALL / PIXELATED     ▲ UNPROFESSIONAL

1.	 Be sure to provide enough 
background space behind 
the group to allow for 
necessary edits.

2.	 Try to coordinate outfits so 
they work well together and 
are not distracting.

3.	 Natural lighting is preferred. 
Try facing a window on a 
sunny day or go outside!

See page 5 for more tips and 
examples.

CIRCLE-X

Insurance Agency Websites & Digital Marketing www.BrightFire.com



1.	 Submit ALL original versions of logo files (and 
branding guidelines if applicable) provided by the 
designer. Sometimes this is a zip file.

2.	 EPS, AI, and SVG are ideal formats because they’re 
editable and scalable.

3.	 PNGs are good as long as they’re high resolution.

4.	 JPGs will work but are not scalable or editable.

5.	 Provide the largest, highest resolution version you 
have. Recommended minimum size is 1600x1600 
pixels.

6.	 Don’t submit a photo of your logo on a sign, t-shirt, 
business card, etc. This will not work for the website.

Guide for submitting your company logo:

Example of bad logo quality:

Best Practices for Logos

COMPANY LOGO
What is a logo? A symbol or 
other design adopted by an 
organization to identify its 
products, uniform, vehicles, etc.

▲ TOO SMALL     ▲ PIXELATED

▲ NOT A LOGO FILE

CHECK-CIRCLE

CIRCLE-X

CIRCLE-X
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1. Setup
a.	 Avoid wearing colors that blend in with your 

background.

b.	 Take the photo outdoors ideally on an overcast day or 
use natural lighting from a nearby window.

c.	 Avoid direct lighting. For example, avoid strong 
overhead lights or direct sunlight.

2. Photograph

a.	 Have someone else take the photo and avoid selfies.

b.	 Take several photos so you have multiple options to 
choose from.

c.	 If using a phone, set your device to portrait mode and 
make sure you’re using the highest quality settings.

d.	 Do not use a wide angle lens or setting. It distorts the 
subject’s features.

3. Submit

a.	 Send photos to BrightFire without downsizing, cropping, 
or adding filters. We can help with that!

b.	 Recommended minimum size is 1600x1600 pixels.

Best Practices for DIY Photos

Photo Do’s and Don’ts:

CHECK-CIRCLE	Do provide additional space 
around the subject.

CIRCLE-X	Don’t shoot the photo too 
zoomed in.

CHECK-CIRCLE	Do use natural or soft 
lighting.

CIRCLE-X	Don’t use direct or harsh 
lighting.

CHECK-CIRCLE	Do take the photo at a high 
resolution.

CIRCLE-X	Don’t optimize or resize the 
photo prior to submitting to 
BrightFire.

DIY HEADSHOT OR STAFF PHOTO

Insurance Agency Websites & Digital Marketing www.BrightFire.com


