Intel® Education Writing Style Guide Supplement


[image: image1.png]



Intel® Education
Writing Style Guide Supplement
Introduction
This document is a supplement to the Intel Corporate Writing Style Guide. Please use the Intel Corporate Writing Style Guide as your primary resource and refer to this supplement for exceptions to the corporate style guide or guidelines specific to Intel® Education.
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Intel Corporate Writing Style Guide | http://brand.intel.com
This is the primary writing style guide. It was developed for use by Intel employees, copywriters, and agencies when writing Intel communications for both internal and external audiences. It includes writing style, grammar, spelling, capitalization, and word usage guidelines. Use it as a reference tool when developing content for use online and in print.
This guide focuses on style considerations that are prone to errors and inconsistencies from writer to writer. It includes: 

· Composition Guidelines, including direction on grammar and clear, direct writing for a worldwide audience 
· Guidelines for a Global Audience, including word choice, grammar, graphics, and layout considerations that help make material appropriate worldwide and easier to translate 
· Writing Conventions (A-Z), including punctuation, capitalization, numbers, and much more

· Trademark and Brand Guidelines, a summary on correct use of Intel brands 
· Sensitive Language and Terminology, a quick list of terms to avoid using 
· Terminology Usage Glossary (A-Z), where you can look up the spelling, capitalization, and usage information for terms commonly used in Intel content

Other Intel Resources
	Title
	Description
	URL

	Content Development on InSite 
(Internal only)


	Writing resource for publishing to www.intel.com
	http://insite.intel.com/howto/content 

	Corporate Brand Identity
	Guidelines, templates, visual assets and other tools to help you correctly represent and protect the Intel Brand
	http://brand.intel.com   

	Intel Brand Voice
	Intel has a distinct "sound" onscreen and on paper. Intel has defined 5 qualities to help you when composing content to achieve the Intel Voice. They are originality, simplicity, involvement, clarity, and credibility.
	http://brand.intel.com 

	Trademark Usage Guidelines
	Guidelines for the use of trademark symbols and acknowledgments
	http://www.intel.com/intel/legal/tmsymack2.htm

	Design and Discovery Writing Guide
	Specific writing guidelines for the Design and Discovery project
	http://download.intel.com/education/Common/en/Resources/Content_Scripts/Guidelines/DD_Writing_Guidelines_June2006.doc 


Other Resources Specific to Intel® Education

For additional assistance when writing materials for Intel Education, refer to the following standard references:
· The Microsoft Manual of Style

· The Chicago Manual of Style, 15th edition

· Merriam-Webster’s Collegiate Dictionary, 11th edition

Exceptions to the Intel Corporate Writing Style Guide

A few exceptions to the Intel Corporate Writing Style Guide have been approved for use by Intel Education. All exceptions included here were submitted to Corporate Brand Identity with an explanation of how the exception would better meet the education audience’s needs. Please do not deviate from the Intel Corporate Writing Style Guide for any guidelines or terms not included below without first receiving approval from CBID. To suggest an exception, please e-mail Alison Elmer (Alison.elmer@intel.com) with an explanation of the value to the audience the exception provides. 
21st Century

Intel Corporate Guide spells out “Twenty-first Century”. Intel Education should use the numerical version only – for both print and online. Always use “21st century” and for title case “21st Century.” 

Acknowledgement of Links to External Sites

The InSite guidelines previously allowed an asterisk following a link to indicate the link would take users to an external (not controlled by Intel) Web site. The guidelines have changed, and now do not require either a pop-up window, text next to the link that informs users the link is external, or an asterik: see http://insite.intel.com/policy/linking/. We decided to contiinue using astericks to indictae external links to maintain consistency. 
Bibliographies

Intel Corporate Guide follows The Chicago Manual of Style, 15th edition format for bibliographic references. Intel Education should follow Publication Manual of the American Psychological Association, 5th edition [please refer to the Quick Reference: Text Citations]
Common Education Words and Phrases 

The following words and phrases should be used consistently as noted below, and should be capitalized and/or hyphenated as shown. For general words and phrases, please also see the Terminology Usage Glossary in the Intel Corporate Writing Style Guide (http://brand.intel.com).
A – B – C – D – E – F – G – H – I – J – K – L – M – N – O – P Q – R – S – T – U – V – W – X Y – Z

	Term
	 Usage or Definition

	21st century
	Always use numerical form; only capitalize "Century" in titles.

	activity
	See Design and Discovery Writing Guidelines document.

	Activity Mapping
	See Design and Discovery Writing Guidelines document.

	American Sign Language
	Title case


	An Innovation Odyssey
	In body text, initial cap all words and use italics. In graphic titles, the term appears without italics but all words are still initial cap. Do not omit the word An from the name. The word An is always capitalized because it is part of the name.
Correct [for body text]:  Syndicate An Innovation Odyssey
Correct [for graphic title]:  Syndicate An Innovation Odyssey

	Assessing Projects
	See the Naming Guidelines for Intel® Education Online Tools.

	assessment vs. evaluation
	The term assessment refers to the methods used by students and teachers to set goals; monitor student progress; provide feedback; assess thinking, processes, performances, products; and reflect on learning throughout the learning cycle.
It is not to be confused with the term evaluation, which refers to the study of quality, effectiveness, and impact of Intel® Education programs.

	bachelor’s degree
	The term is lowercase. The type of degree (such as a bachelor’s degree in computer science) is also in lowercase.

Correct: May Tee has a bachelor’s degree in civil engineering. 

	brainwriting
	The term is lowercase.

	captions
	In captions for images, use an initial cap followed by lowercase letters (sentence case), except for proper nouns and any terms that have been identified as needing initial caps (such as Seeing Reason Tool). If the caption is a complete sentence, it should end in a period.

     Correct: Rolling toy
     Correct: Barbara Barker uses the Seeing Reason Tool  to   

                  incorporate comparisons and rankings in her 
                  second-grade classroom.

	cause and effect, cause-and-effect relationships
	This term is hyphenated only when it is an adjective modifying a noun.

     Correct: Student teams use the Seeing Reason Tool to  

                  create maps of cause and effect.
     Correct: The Seeing Reason Tool is a classroom 
                  workspace for investigating cause-and-effect 
                  relationships in complex systems.

	computer aided
	The terms computer aided manufacturing and computer aided design are lowercase without hyphens. The term computer aided can be hyphenated when it is a modifier and confusion might occur without the hyphen. 

Correct: computer aided manufacturing (CAM), computer aided design (CAD)
Acceptable: computer-aided education


	Content Question(s)
	The term is always capitalized.

	Course
	The term course is the generic noun applied to many offerings within the Intel® Teach Program. These include: 

· Intel® Teach Essentials Course

· Intel® Teach Essentials Online Course

· Intel® Teach Getting Started Course

· Intel® Teach Skills for Success Course (Note: The word “Course” is not needed in student-facing materials for this offering)
· Intel® Teach Thinking with Technology Course

These offerings should be referred to as courses, not programs. 

Also see the Naming Guidelines for the Intel® Teach Program.

	Curriculum-Framing Questions
	The term is always capitalized; hyphenate “Curriculum-Framing.” 

	Dateline
	All Odyssey stories start with a dateline. News and success stories start with a dateline when they refer to a specific location. The dateline is in bold. It includes the city in all caps, a comma, the state and/or country, followed by an em-dash. The em-dash is also bold.

	DEP
	Do not use externally. Use Designing Effective Projects.

	Design and Discovery
	In body text, use italics. In graphic titles, the name appears without italics. Do not use an ampersand in place of the word and.

	design brief
	See Design and Discovery Writing Guidelines document.

	design process
	See Design and Discovery Writing Guidelines document.

	Designing Effective Projects
	Title case and italicized. Do not use the acronym “DEP” externally.

	drag and drop
	always spelled out, lower case, no ampersand

	Edition
	Edition refers to a curriculum that has been created or modified specifically for a particular audience (such as Master Teacher Edition, Participant Teacher Edition). Edition is capitalized when used in conjunction with the audience name. Also see Version.

	Erector* set
	This is a trademarked term.

	Essential Question
	The term is always capitalized.

	evaluation vs. assessment
	The term evaluation refers to the study of quality, effectiveness, and impact of Intel® Education programs.
It is not to be confused with the term assessment which refers to the methods used by students and teachers to set goals; monitor student progress; provide feedback; assess thinking, processes, performances, products; and reflect on learning throughout the learning cycle.

	Fair Use
	Always capitalized, does not appear italicized or in quotation marks.

	Facilitator Guide
	See Design and Discovery Writing Guidelines document.

	field trip
	Two words.

	firsthand
	One word.

	grade level
	Two words.

	handout
	One word. Capitalize the word handout when it is part of the name of the handout. Otherwise, it’s lowercase. See Design and Discovery Cross-References

	hands-on learning
	Hyphenate “hands-on”.

	high school
	Two words. When high school is used as a modifier, as in high school students, the term high school is not hyphenated.

	higher-order thinking skills
	Hyphenate “higher order” when used as modifier.
Note: This term is the standard term used by Intel Education. It is preferable to use this term, not “higher-level thinking skills.”

	home economics
	When referring to the academic subject, please use Family and Consumer Sciences (FACS).

	Home Improvement
	See Design and Discovery Writing Guidelines document.

	homeschooled, homeschooling
	One word without a hyphen.

	ICC, ICCN
	Do not use. Use Intel Computer Clubhouse or Intel Computer Clubhouse Network.

	IE
	Do not use this term, internally or externally. Use Intel® Education. See the Naming Guidelines for Intel® Education.

	ILP
	Do not use. Use Intel® Learn Program (or Intel Learn for subsequent mentions). See the Naming Guidelines for the Intel® Learn Program.

	in-service
	Always hyphenated. In title case, it should appear as In-Service. 

	Intel Computer Clubhouse, 

Intel Computer Clubhouse Network
	The approved terms are Intel Computer Clubhouse and Intel Computer Clubhouse Network. Intel is part of the name. Do not change the capitalization. Do not use a trademark symbol (®, TM, or SM). Do not use acronyms, such as ICC or ICCN.

The term Clubhouse is occasionally used by itself to refer to a particular Clubhouse. Notice that the term Clubhouse is capitalized.

	Intel® Higher Education Program
	Use initial caps and trademark symbol as shown. Do not use italics. 

Intel® Higher Education Program is the overarching program brand.

Intel® Higher Education Curriculum Forum is the program to source and disseminate model curriculum for faculty use and dialogue.

	Intel® Education
	This name should be used in its complete form. Never abbreviate or hyphenate the name. Do not use the acronym IIE internally or externally. Do not change the capitalization. No trademark symbols other than ® should be used. 

This name has been translated in several languages. To access approved translations, go to the Intel Names Database at http://legal.intel.com/tmb/index.htm and search for Intel® Education. For purposes of consistency and clarity, these are the only translations you should use. 

The following lists which offerings within Intel® Education have a trademark symbol. See the listing for each term in this guide to determine when to use the trademark symbol.
ALWAYS has a trademark symbol (on 1st mention)
NEVER has a trademark symbol
· Intel® Education

· Intel® Higher Education Program

· Intel® Higher Education Curriculum Forum 

· Intel® Learn Program

· Intel® Teach Program

· Intel® Teach Program Getting Started Course

· Intel® Teach Program Essentials Course

· Intel® Teach Program Essentials Online Course

· Intel® Teach Program Leadership Forum

· Intel® Teach Program Skills for Success Course

· Intel® Teach Program Thinking with Technology Course
· The Journey InsideSM
· Intel Computer Clubhouse Network

· Intel International Science and Engineering Fair

· Intel Science Talent Search

· Global Tour of Intel in Education

· Intel researchers
· Intel and Scholastic Schools of Distinction Award


	Intel® Education Initiative
	See the Naming Guidelines for Intel® Education.

	Intel International Science and Engineering Fair (Intel ISEF)
	The approved terms are Intel International Science and Engineering Fair and Intel ISEF. Be sure to define the term before using the abbreviation Intel ISEF. Notice that the name includes both Intel and International; sometimes one of these is mistakenly omitted. Do not change the capitalization. Do not use a trademark symbol (®, TM, or SM) with the full program name or the abbreviation. Do not use an ampersand in the name. Use of the term ISEF when not preceded by Intel is incorrect.
     Correct:
· The Intel International Science and Engineering Fair (Intel ISEF) is the world’s largest pre-college science competition. 

· Intel ISEF

· Intel ISEF-affiliated fairs

     Incorrect: 

· Intel® International Science and Engineering Fair

· Intel International Science & Engineering Fair

· Intel Science and Engineering Fair

	Intel ISEF-affiliated fair
	Note the hyphen between Intel ISEF and affiliated fair. The words affiliated fair are lowercase in body text.

	Intel® Learn Program
	See the Naming Guidelines for the Intel® Learn Program.

	Intel Model Curriculum
	Do not use. Use Intel® Higher Education Curriculum.

	Intel Science Talent Search (Intel STS)
	The approved terms are Intel Science Talent Search and Intel STS. Be sure to define the term before using the abbreviation Intel STS. Do not change the capitalization. Do not use a trademark symbol (®, TM, or SM) with the full program name or the abbreviation.

Note: Use of the term STS when not preceded by Intel is no longer standard usage. 

     Correct: 

· The Intel Science Talent Search (Intel STS) is the… 

· Intel STS

     Incorrect: 

· Intel® Science Talent Search
Exception to rule: 

When you are referring to how old the competition is you should not use Intel because STS was established in 1941 and was sponsored by another company. For instance: The Science Talent Search is America's oldest and most highly regarded pre-college science competition.

	Intel and Scholastic Schools of Distinction award
	No trademark symbol.

	Intel® Teach to the Future
	Do not use. Use Intel® Teach Program. See the Naming Guidelines for the Intel® Teach Program.

	Intel® Teach Program
	See the Naming Guidelines for the Intel® Teach Program.

	Italics
	The following terms are typically shown in italics in body text, but do not use italics in graphic titles. For more information, refer to the description for each term.

· An Innovation Odyssey

· Assessing Projects

· Design and Discovery

· It’s a Wild Ride
· Learning with Handhelds

· Seeing Reason Tool
· Showing Evidence Tool
· The Journey InsideSM 

· Visual Ranking Tool 

Italics may also be used for emphasis and book titles, as appropriate.

	It’s a Wild Ride
	In body text, use italics. In graphic titles, the name appears without italics.

	ITP or ITTF
	Do not use. Use Intel® Teach Program (or Intel Teach for subsequent mentions). See the Naming Guidelines for the Intel® Teach Program.

	Journey Inside
	See The Journey InsideSM.

	Key Concepts
	See Design and Discovery Writing Guidelines document.

	Learning with Handhelds
	 Use the capitalization shown above. Notice that the word with is not capitalized. In body text, use italics. In graphic titles, the name appears without italics.

	Lego*
	This is a trademarked term. 

	Links


	Please refer to the Linking Policy on InSite: http://insite.intel.com/policy/linking/index.htm 

In general, avoid using links within body text. Instead place links at the end of the text. The exception is the Unit Plans and project examples on the site where text links are used in the summary to link to focus pages and examples.

· Use title case for links that refer to specific sections of the Web site.
Correct: Learn more about the Intel Learn Program.

· Use italics if the name of the link generally appears in italics.

Correct: Visit Designing Effective Projects.

· Use an initial capital letter, and then lowercase (sentence case) for links that do not refer to specific sections of the Web site.
Correct: Read more > (If link is bold then the Carrot must also be bold.)
· The back to top graphic text is all lowercase.

· When a link goes to a PDF or a Microsoft Word*, Excel*, PowerPoint* or other downloaded document, the text needs to clearly indicate the type of file and size. See Downloadable Documents.
· Use an * when linking to a site outside of Intel. For example, www.google.com* or Visit google*
· For specific Design and Discovery guidelines, see Design and Discovery Cross-References.

	login vs. logon vs. log in vs. log on
	Check the interface (Web or CD) and match the term and spelling used there. If using the term generically, follow the Intel Corporate Writing Style Guide.

	master’s degree


	Lowercase. The type of degree (such as a master’s degree in computer science) is also in lowercase.

Correct: May Tee has a master’s degree in civil and environmental engineering from Carnegie Mellon.

	Master Teacher
	Capitalize as a courtesy title when referring to "Master Teachers" or “Master Teacher Clubs”; the acronym “MT” may be used in materials for Master Teachers, but should not be used in participant materials.

	Module
	Capitalize when referring to a specific module. Lowercase when referring to modules in general.

Correct: In Module 5, teachers work on developing their project ideas.

Correct: This activity provides you with an overview of navigating through the course and previewing upcoming modules.

	names


	Use students’ first names only; use a student’s last name only when citing finalists and winners of the student contests and their affiliated-fair competitions: Intel ISEF, Intel STS, and the Intel Student Research Contest. In these situations, follow the guidelines for teachers and other adults:

· Use the first and last name of teachers and other adults on first mention in the text. Use just the last name in subsequent mentions.
· Use titles such as Dr. on the first mention of a person’s name. The title is usually omitted on subsequent references. 

	nonconductive
	One word, no hyphen. 

	nonmechanical
	One word, no hyphen.

	on-screen
	Always hyphenated

	On the Road to Safety
	This Seeing Reason project example is in title case and usually is listed in italics in body text. In graphic titles, the term appears without italics.

	Pair and Share
	Capitalize “Pair” and “Share”; no ampersand.

	Participant Teacher
	Capitalize as a courtesy title when referring to Participant Teachers; when using “participants” generically, use lowercase; the acronym “PT” should not be used with participant materials, but may be used with Master Teacher materials.

	Ph.D.
	Notice the periods and capitalization. Do not use PhD.

	Portfolio Rubric
	Always capitalized

	Portfolio Showcase
	Capitalized; when “showcase” is used by itself, use lowercase, unless it refers to a specific showcase event.

	Pre K
	Always capitalized with a space. No hyphen.

	pre-service


	Always hyphenated. In title case, it should appear as 
Pre-Service. Capitalize as a courtesy title when referring to Pre-Service Faculty participating in the Intel® Teach Program.

	preuniversity
	One word, no hyphen. 

	program vs. project


	The term program is restricted to the five signature programs: 
· Intel® Learn Program

· Intel® Teach Program

· Intel ISEF

· Intel STS

· Intel Computer Clubhouse Network. 
Essentials Course, Getting Started, Skills for Success, and so on are offerings.

Seeing Reason, It’s a Wild Ride, Design and Discovery, and so on are projects.

Correct: the Intel® Teach Program

Correct: the Design and Discovery project
Correct: the Intel® Teach Program has multiple offerings, including the Essentials Course, Thinking with Technology Course, and the Leadership Forum

	Project Rubric
	The term is always capitalized.

	product and company names


	See the Trademark and Brand Guidelines located in the Intel Corporate Writing Style Guide, available at: http://brand.intel.com
When possible, try to substitute generic names for product names. See the Intel Corporate Writing Style Guide for a list of generic substitutes. When referring to brand names, use an * after the name.

	project wizard
	Lowercase, except when used in a title. This term should not appear in italics.

	Prove It
	THIS NAME IS NO LONGER IN USE. See the Naming Guidelines for Intel® Education Online Tools for current names.

	reading
	See Design and Discovery Writing Guidelines document.

	rubric
	Capitalize “Portfolio Rubric,” but not other uses of “rubric”, except in the Skills for Success curriculum (the term “Rubric” is capitalized because it refers to the specific Activity and Project Rubric within the curriculum).
Do not use the term rubric to name an assessment if it includes any method of adding up points for a grade, even if the assessment includes different levels of quality. Instead, use the term scoring guide. 

Examples of a rubric:

· http://www97.intel.com/en/ProjectDesign/Design/AssessingProjects/Holistic_Rubric_Example.htm
· http://www97.intel.com/en/ProjectDesign/Design/AssessingProjects/Analytic_Rubric_Example.htm 

Example of a scoring guide:

· http://www97.intel.com/en/thinkingtools/seeingreason/projectexamples/unitplans/ecologyexplorers/sr_up5_rubric.htm

	SCAMPER
	See Design and Discovery Writing Guidelines document.

	schoolteacher
	One word.

	Seeing Reason Tool, Seeing Reason
	See the Naming Guidelines for Intel® Education Online Tools.

	Senior Trainer
	Capitalize as a courtesy title when referring to “Senior Trainers”; the acronym “ST” may be used in materials for Senior Trainers or Master Teachers, but should not be used in participant materials.

	session
	See Design and Discovery Writing Guidelines document.

	Showcase
	Capitalize when referring to a specific showcase even (such as “Unit Plan Showcase” or “Word Processing Showcase”).

When used generically, the term should be lowercase.

	Showing Evidence Tool, Showing Evidence
	See the Naming Guidelines for Intel® Education Online Tools.

	slash (/)
	Avoid using a slash. Do not use and/or. Use and or or instead.

	slideshow
	One word. If possible it is preferable to use presentation instead.

	Slinky*
	This is a trademarked term.

	space bar
	Lowercase. Not hyphenated.

	step
	Usually lowercase.

In Design and Discovery, when you are referring to a specific step in the design process, the word Step is in initial caps. The name of the step is in title case.

             Correct: In the design process, Step 1 is Identify a Design Opportunity.

	Student Guide
	See Design and Discovery Writing Guidelines document.

	student names
	See names.

	Styrofoam*
	In many cases, the generic word polystyrene can be substituted. The word Styrofoam is a trademarked term. 

	Take-Home Activity
	Capitalized; hyphenate “take-home.”

	teenager, teenagers
	One word, no hyphen.

	The Journey InsideSM 
	The Journey Inside is always capitalized. (The is always capitalized because it is part of the name.) In body text, use italics. In graphic titles, the name appears without italics.
Refer to Using Intel® Education Trademarks for details on when to use the trademark symbol.

The service mark symbol is the uppercase letters SM, which are superscripted in printed materials and in graphic titles on the Web site. Whenever possible on a Web page, superscript the term. If the term is not superscripted, it appears as (SM).

	thinking tools
	See the Naming Guidelines for Intel® Education Online Tools.

	TIMSS Video Studies: Explorations of Algebra Teaching 
	The only acceptable acronym is TIMSS. 

Do not change the capitalization. Do not use a trademark symbol (®, TM, or SM) with the full program name or the acronym.

In body text, use italics when referring to the full name. In graphic titles, the name appears without italics. When using the acronym TIMSS without the full term, do not use italics.

	UGE
	Unifying graphic element. (UGE is pronounced so that it rhymes with huge.) This term is used only on internal documents. It should never appear on the Web site or other materials that will be circulated outside Intel.

	underrepresented
	One word, no hyphen.

	underserved
	One word, no hyphen.

	Unit Plan or Unit Plan template
	Capitalized when referring to the Unit Plan template or the teacher’s own Unit Plan document (based on the Unit Plan template). Template is not capitalized. Unit plan is not capitalized when referring to a generic unit plan or when unit is used alone.


Correct: 
Share ideas for your unit.


             
Open your Unit Plan.


             
Download the Unit Plan template.


Incorrect:
Try out your Unit ideas.


             
Save your Unit plan.

                Download the Unit Plan Template.

	Unit Portfolio
	The term is always capitalized.

	Unit Question(s)
	The term is always capitalized.

	URLs


	For guidelines about using links to a Web site that is not part of Intel.com, see the Intel Corporate Writing Style Guide: http://brand.intel.com.

When providing links to the Intel® Education Web site, use: www.intel.com/education.
When linking to external Web sites, use an * following the link or site name. See Links.

	Velcro*
	This is a trademarked product. 

	Version
	Version refers to the curriculum number (such as version 3.4, 4.4, 5.4). Version is capitalized when in a title, but not in a sentence. It can also be abbreviated as “v.”. Also see Edition.

Correct: Master Teacher Edition, Version 4.4

Correct: Student Book v.1.0
Correct: This fall, version 2.0 will be available.

	Visual Ranking Tool, Visual Ranking
	See the Naming Guidelines for Intel® Education Online Tools.

	VLSI
	The term is in all caps.  The term does not need to be defined for a higher education audience.

	walk through, walk-through
	When used as a noun, the term is hyphenated. When it is used as a verb, it is two words without the hyphen.

	Works Cited page
or Works Cited document
	Capitalize “Works Cited”

	youth
	This term is used for both singular and plural references. Do not use youths.
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General Information

View all approved names and trademarks by searching the Intel Names Database
Properly designate (with ®, ™ or SM) all of Intel's trademarks at the most prominent use (usually a headline) and again on the first occurrence in copy. Note: “headline” for a Web page means header of text or graphic on the top of the page.

Translations
· Please refer to the Translation Guidelines posted at http://legal.intel.com/Trademarks/tm+localization.htm 

· Please send approved translations in text format in a word document via email to trademarks.and.brands@intel.com 

· They will post approved translations in the TM&B Intel Names, Marks, and Slogans Database (http://legal.intel.com/Trademarks/NamesDb.htm)  

· Please use only the translations that have been posted.  

Naming Guidelines for Intel® Education

	
	General Use
	Initiative Use

	Title Use 
(first mention)
	Intel® Education
	Intel® Education Initiative

	Title Use 
(subsequent mentions)
	Intel Education
	Intel Education Initiative

	Text Use 
(first mention)
	Intel® Education
	Intel® Education Initiative

	Text Use 
(subsequent mentions)
	Intel Education
	Intel Education Initiative


Key Points: 

· Initiative is always capitalized when used in conjunction with Intel® Education

· Do not use “IE” or “IIE” acronyms
· In print layouts, presentations, and Web pages, call outs, tables, or highlight boxes (or anything that can be taken separately from the text) are regarded as new areas and the first mention rule (for branding) would apply to both areas. 

Naming Guidelines for the Intel® Teach Program

Print Materials: In titles, it is preferable to list the program and offering on separate lines. 
Intel® Teach Program


Essentials Course
General text use guidelines: In text, the “Program” is dropped and only “Intel Teach” and the offering name are present (“Intel® Teach Essentials Course”). The generic noun, when not used in the full course name, is lowercase (“program”). In subsequent mentions, it is acceptable to just use the offering name without mention of the program name (“Essentials Course”).

Program naming guidelines:

· First mention: Intel® Teach Program

· Subsequent mentions: Intel Teach Program or Intel Teach
Naming Guidelines for Intel® Teach Courses 
	
	Getting Started Course
	Skills for Success Course
	Essentials Course 

	Title Use 
(first mention)
	Intel® Teach Program Getting Started Course
	Intel® Teach Program

Skills for Success Course
OR 
Intel® Teach Program Skills for Success (for student-facing materials)
	Intel® Teach Program

Essentials Course



	Title Use 
(subsequent mentions)
	Same guidelines as listed above, except the ® is not needed.
	Same guidelines as listed above, except the ® is not needed.
	Same guidelines as listed above, except the ® is not needed.

	Text Use 
(first mention)
	Intel® Teach Getting Started Course
	Intel® Teach Skills for Success Course
	Intel® Teach Essentials Course

	Text Use 
(subsequent mentions)
	Intel Teach Getting Started Course 

OR

Getting Started Course

OR

Getting Started
	Intel Teach Skills for Success Course

OR

Skills for Success Course

OR

Skills for Success
	Intel Teach Essentials Course

OR

Essentials Course

Note: “Essentials” cannot be used without the noun “Course”.


(Continued)
	
	Thinking with Technology Course
	Essentials Online Course
	Leadership Forum

	Title Use 
(first mention)
	Intel® Teach Program

Thinking with Technology Course
Note: “with” is always lowercase.
	Intel® Teach Program

Essentials Online Course


	Intel® Teach Program

Leadership Forum


	Title Use 
(subsequent mentions)
	Same guidelines as listed above, except the ® is not needed.
	Same guidelines as listed above, except the ® is not needed.
	Same guidelines as listed above, except the ® is not needed.

	Text Use 
(first mention)
	Intel® Teach Thinking with Technology Course
	Intel® Teach Essentials Online Course
	Intel® Teach Leadership Forum

	Text Use 
(subsequent mentions)
	Intel Teach Thinking with Technology Course

OR

Thinking with Technology Course

OR

Thinking with Technology
	Intel Teach Essentials Online Course

OR

Essentials Online Course

OR

Essentials Online


	Intel Teach Leadership Forum

OR

Leadership Forum


Generic nouns: For the Intel® Teach Program, “program” is the generic noun. For most offerings, “course” is the generic noun (with the exception of Leadership Forum). When not used as part of the offering names, generic nouns should always be lowercase. 

Correct example: In this course, teachers will…

Correct example: Throughout the forum, leaders discuss…

Pre-Service guidelines: If your offerings are also used with pre-service educators, you can add “for Pre-Service Teachers” or “Pre-Service Curriculum” after the offering name, if desired. 

Key Points:

· In print layouts, presentations, and Web pages, call outs, tables, or highlight boxes (or anything that can be taken separately from the text) are regarded as new areas and the first mention rule (for branding) would apply to both areas.

Naming Guidelines for Intel® Teach Elements

Suite of courses:

· First mention: Intel® Teach Elements

· Subsequent mentions: Intel Teach Elements
Course naming: 

· First mention: Intel® Teach Elements: Project-Based Approaches

· Subsequent mentions: Intel Teach Elements: Project-Based Approaches 
· Subsequent mentions: Project-Based Approaches
Note: Project-Based Approaches is the only currently approved Intel Teach Elements course name, others will be added as developed.

Naming Guidelines for the Intel® Learn Program 

Program naming guidelines:

· First mention: Intel® Learn Program

· Subsequent mentions: Intel Learn Program or Intel Learn

Book naming guidelines: The correct names for each book within the Intel Learn Program are used below. When these names are used with external audiences, they should not be abbreviated in any way.

· Staff Manual

· Technology and Community

· Technology at Work

Key Points:

· In print layouts, presentations, and Web pages, call outs, tables, or highlight boxes (or anything that can be taken separately from the text) are regarded as new areas and the first mention rule (for branding) would apply to both areas.
Naming Guidelines for Intel® Education Resources
General naming guidelines:

· Use full name on every reference, there is no short version of project names

· Do not use acronyms 

· Italicize names in body text; no italics in graphic titles

· Capitalize resource names (Assessing Projects; not assessing projects)

Current suite of resources includes: 

· Assessing Projects

· Design and Discovery

· Designing Effective Projects

· Help Guide

· An Innovation Odyssey

· It’s a Wild Ride

· The Journey Inside™ [Note: The Journey Inside is the only resource with the ™ mark, it
  should be included each first mention]
· Technology Literacy

· Correct: Access Designing Effective Projects from the Intel® Education Web site. The Designing Effective Projects resource includes a collection of exemplary Unit Plans that integrate technology into classroom projects.
· Correct: Help students become technology literate while learning language arts, math, science, social studies, and fine arts with Technology Literacy. 
· Correct: Design and Discovery is an academic enrichment curriculum that engages students in hands-on engineering and design activities that enhance knowledge, and problem solving skill in the areas of science and engineering.

Naming Guidelines for Intel® Education Thinking Tools 
General naming guidelines:

· For legal reasons, names should clearly convey that these are, indeed, tools 

· Use full name on first reference (on a Web page or in a printed document); OK to drop word “Tool” from name in subsequent references

· Italicize names in body text; no italics in graphic titles

· Capitalize short and long versions of tool names (Seeing Reason, Seeing Reason Tool)

· “The” is not part of tool name

Current suite of thinking tools includes: 

· Seeing Reason Tool

· Showing Evidence Tool

· Visual Ranking Tool
Seeing Reason Tool

Use in italics in body text. Do not use italics in titles. It is OK to drop the word “Tool” after first use.

· Correct: Access the Seeing Reason Tool from the Intel® Education Web site. Students use Seeing Reason to create maps that represent their understanding of cause-and-effect relationships in complex systems.

Showing Evidence Tool

Use in italics in body text. Do not use italics in titles. It is OK to drop the word “Tool” after first use.

· Correct: The Showing Evidence Tool can be found on the Intel® Education Web site. With Showing Evidence, students can make well-reasoned arguments by making claims and gathering evidence. 

thinking tools

Use lowercase, except it titles.

· Correct: The Intel® Education thinking tools have been developed in collaboration with leading cognitive scientists and experienced classroom teachers.

Visual Ranking Tool

Use in italics in body text. Do not use italics in titles. It is OK to drop the word “Tool” after first use.

· Correct: Teachers will find the Visual Ranking Tool on the Intel® Education Web site. Visual Ranking helps students prioritize and compare information in lists.

Trademark Acknowledgments and Copyright Text
Properly footnote and acknowledge trademark ownership, identifying Intel marks as being owned by Intel Corporation, e.g., [Mark] is a trademark of Intel Corporation in the U.S. and other countries. 
Intel® Teach Program usage does not require the Intel Foundation acknowledgement:  

Copyright © 2007 Intel Corporation. All rights reserved. Intel, the Intel logo, Intel Education Initiative, and the Intel Teach Program are trademarks of Intel Corporation in the U.S. and other countries.

  *Other names and brands may be claimed as the property of others.
  Other Intel® Education Programs 
The following legal language acknowledging the Intel Foundation must be included whenever any education programs (other than Intel Teach) are mentioned individually or as a suite of programs. 

Programs of the Intel Education Initiative are funded by the Intel Foundation and Intel Corporation.
Copyright © 2007 Intel Corporation. All rights reserved. Intel, the Intel logo, Intel Education Initiative, and the ______Program(s) are trademarks of Intel Corporation in the U.S. and other countries.

  *Other names and brands may be claimed as the property of others.
Indicate the legal reference as a footnote in the first mention of the Intel Education Initiative Programs or in the first mention of an individual program.

Presentation slides/foils:  

Indicate footnote by the title of the column or the title on the slide/foil with reference to education programs.

Alternately, if you have a "legal information" foil, you could add it there and not call it out with respect to any specific program.  

 

Brochures and other collateral handout material: 

Add the footnote with other disclaimers, if they are general, at the bottom of the page of the first mention, or if more appropriate, on the back of the brochure or collateral handout.
Curriculum Design Elements

Consistent use of terminology and typography helps users locate and interpret information easily. The following guidelines present some specific examples for typography, styles, and terminology.

Additional Notes on Style

· When referring to content on a CD or document that accompanies the curriculum, put document names in quotes and put folder names in italics. 
Correct: Refer to the “The Blue Blood is Bad, Right?” file located in the Module 1, Activity 4 folder on the Curriculum Resource CD.

Correct: Open the “Writing Your Own Questions” document.
EXCEPTION: Familiar documents and those with short, unmistakable names, such as the Unit Plan Template, Portfolio Rubric, Showcase Feedback Form, Copyright Chaos presentation, and Implementation Plan do not need to be in quotes, since they are well-known documents. 

Correct: Refer to the Unit Plan Template located in the Module 1, Activity 3 folder on the Curriculum Resource CD.

· When referencing content in Digital Help, bold the items that refer to the skills in Digital Help.

Correct: Use the Outline pane to help you organize your thoughts and focus on the presentation content.

· In the numbered steps describing computer-based activities, words that refer to a specific on-screen button, tab, dialog box, etc. appear in a bold style. For example, “On the View menu, point to Toolbars, and then make sure that Standard and Formatting are checked.” Do not use the word on when describing what to click.

Correct: Click Save. 

Incorrect: Click on Save.
· When computer instructions are provided, they should be listed in the order that the user performs them.

Correct: On the File menu, click Save.

Incorrect: Click Save on the File menu.

· When discussing panes and toolbars, the names of these should be capitalized according to how the titles appear at the top of their window. These names should not be bolded or italicized.

· Dialog boxes should be named according to their function, unless they have a specified name. These should be capitalized, but not bolded or italicized.
Text Citations / Bibliography
Based on fifth edition of Publication Manual of the American Psychological Association

One work by one author: 

...if author’s name is part of narrative:


EXAMPLE:
Tomlinson (2001) suggests anchoring activities to help manage class time.

...if author is attributed as source of an idea or research, but is not named in narrative:

EXAMPLE:
Anchoring activities can help teachers manage class time in a differentiated classroom (Tomlinson, 2001). 

Within the same paragraph, there is no need to repeat the date on subsequent references to the same source unless the bibliography includes other entries by the same author.

EXAMPLE: In effective classrooms, the needs of all learners are specifically and systematically addressed (Tomlinson, 1999). Anchoring activities help teachers manage class time by creating meaningful activities that students work on independently (Tomlinson, 2001).
One work by multiple authors:

When a work has two authors, cite both every time the reference occurs. Use the ampersand within parentheses.

EXAMPLE: (Wiggins & McTighe, 2000)

When a work has three, four, or five authors, cite all on the first reference; in subsequent citations, list only first author, followed by “et al.” and the year.

EXAMPLE: (Snow, Burns, & Griffin, 1998) on first reference; (Snow et al., 1998) on subsequent

When a work has six or more authors, list only first, followed by et al., then date.

Two or more works within same text citation:

List in the same order in which the works appear in the reference list. Separate author (or groups of authors) by semicolon.


EXAMPLE: (Snow, Burns, & Griffin, 1998; Tomlinson, 1999, 2001)

Direct quotation:

Indicate direct quotations with quote marks and include page number(s) along with author and date: 


EXAMPLE: A review of research about project-based learning concludes that such projects are focused on questions or problems that "drive students to encounter (and struggle with) the central concepts and principles of a discipline" (Thomas, 2000, p. 3). 

If quote is from more than one page, use “pp.” to indicate pages. 


EXAMPLE: (Thomas, 2000, pp. 3-4)

For longer quotations (typically, four or more lines of text), set off as block quote (indented, no quote marks). Include text citation in parentheses at end of quote, after final period.

REFERENCES
Book: 

Nicol, A. A. M., & Pexman, P. M. (1999). Presenting your findings: A practical guide for creating tables. Washington, DC: American Psychological Association.

Book chapter:

O'Neil, J. M., & Egan, J. (1992). Men's and women's gender role journeys: Metaphor for healing, transition, and transformation. In B. R. Wainrib (Ed.), Gender issues across the life cycle (pp. 107-123). New York: Springer. 

ERIC digest:

McEachern, W. R. (1990). Supporting emergent literacy among young American Indian students [ERIC digest]. Charleston, WV: ERIC Clearinghouse on Rural Education and Small Schools. (ERIC Document Reproduction Service No. ED 319 581)

Journal article:

Fine, M. A., & Kurdek, L. A. (1993). Reflections on determining authorship credit and authorship order on faculty-student collaborations. American Psychologist, 48, 1141-1147. 

Magazine article:

Posner, M. I. (1993, October 29). Seeing the mind. Science, 262, 673-674.

Online publication:

In general, follow format for type of publication listed above (journal, magazine, etc.). At end of reference, add: Retrieved from _____(Web site) [Note: http:// not necessary unless www is not part of URL]

EXAMPLE: Retrieved from www.intel.com/education 
Case Studies and Success Stories (for Print and Web)
Goals of Case Studies and Success Stories

· Tell the story of Intel® Education through authentic examples that expand audience interest (and future participation) in our programs, tools, and resources  

· Demonstrate long-term, sustained efforts to improve teaching and learning worldwide by supporting best practices, including:

· effective integration of technology

· sustained professional development

· effective leadership

· collaboration (creating communities of learners)

· promotion of higher-order thinking skills (through project-based learning, thinking tools, inquiry, and independent student research)

· Link content to white papers, reinforcing research base for best practices 

Guidelines for Case Studies and Success Stories

Both case studies and success stories are designed to include timely, relevant, authentic content from the classroom. They should illustrate the overall vision of Intel Education worldwide. 

	
	Objectives
	Definition
	Impact/Action
	Development

	Case Study
	Capture in-depth examples of effective strategies, best practices; include evaluation data to show results (tie methodology to outcomes).


	Explains how positive results were reached, what challenges were overcome, and gains accomplished (provides a model).

Usually 1,500-2,500 words
	Prompts reflection by reader: How might a similar approach work for me? What can I learn here?

Professional development opportunity
	Visit site to interview multiple stakeholders, observe strategies in action, and synthesize available research.

	Success Story
	Share authentic examples to improve teaching and learning worldwide, and illustrate how programs are successfully adapted by partner sites to meet local needs.
	Describes positive results achieved. Usually 500-1,000 words.
	Expands audience awareness of positive results gained by schools adopting Intel Education strategies.
	Interview one or two key sources by phone or in person.


Case Study Template

· Context: Set the stage in terms of place and people

· Challenges faced: What’s the issue being addressed that makes this worth reading? 

· Strategies/best practices used: What intervention or long-term approach has been taken to effect change? 

· Outcomes: What’s the result—captured in data as well as in narrative form/description/quotes from teachers, students, administrators

· Takeaway: What’s the message to reader/lesson learned/example to follow?

Media File Formatting
Downloadable Documents

Use these guidelines for document files that a user can download from the Intel Education Web site for printing, offline review, and so forth.
· The wording on the link to the file (the text the user sees on the page) should provide an indication that the link is to a document. The standard file types and terms are listed in the chart below. The original file is listed first.

Correct: View as Microsoft Word* | View as PDF
· When linking to a file but the link is embedded within the sentence or paragraph as a link, the following format must be followed:

Correct: Working in pairs, students choose an issue concerning Antarctica which most interests them and develop their own brochure (PDF 342KB)
· Make sure the document/file has an appropriate extension (such as .doc for a Microsoft Word* document and .pdf for an Adobe Acrobat* file). 

· The font, Neo Sans Intel, is not a standard Microsoft Windows* or Apple Macintosh font. Use Verdana for body content.

· Intel legal guidelines apply to external documents, including documents that are downloaded from the Intel® Education Web site. Review the Intel Corporate Writing Guidelines to make sure you are including proper legal marks.
· Refer to the Intel Corporate Writing Style Guide for information on how to appropriately add copyright to the downloadable document.
· Refer to the Intel Corporate Writing Style Guide for information on how to appropriately identify third-party products in the downloadable document.
The chart below shows lists the types of downloadable documents along with standard wording suggestions for the link to the document and guidelines for creating the document.

Guidelines for Downloadable Documents 

	File 
Type
	Standard Wording for Link to the File
	Guidelines for Creating 
the Document

	Adobe Acrobat PDF file
	· (PDF XXKB)

· View as PDF


	Save the file as an Acrobat 4.0 document. Use the file extension pdf.

Make sure to embed all fonts.

For print purposes, make sure that the quality level is set appropriately high (150 dpi minimum). 

Avoid using advanced components (search, etc.). Acrobat files should not require third-party extensions to access.

	Microsoft Excel* document
	· Microsoft Excel* (XLS XXKB)

· Spreadsheet (XLS XXKB)

· View as Microsoft Excel*
	Save the file as an Excel 97 document, and use the file extension xls.
Avoid using macros whenever possible. 

Avoid using custom or “advanced” components.

	Microsoft PowerPoint* document
	· Microsoft PowerPoint* (PPT XXKB)

· Presentation (PPT XXKB)

· View as Microsoft PowerPoint*
	Save the file as an PowerPoint 97* document. Use the file extension ppt.

Avoid using macros whenever possible.

	Microsoft Publisher*
	· Microsoft Publisher* (PUB XXKB) 

· Brochure (PUB XXKB)

· View as Microsoft Publisher*
	Save the file using the extension pub.

	Microsoft Word* document
	· Microsoft Word* (DOC XXKB)

· View as Microsoft Word*
	Save the file as a Word 97* document. Use the extension doc.

Avoid using macros whenever possible. 

Avoid using custom or “advanced” components.

	ZIP file (such as WinZip* file)
	· (ZIP, XXMB)

· View as ZIP file
	Save the file with a file extension .zip


Intel® Teach Program Media Formatting Specifics

All documents for teachers’ own use (Unit Plans, planning documents, and so forth) use Verdana font. Most Microsoft Office* files do not need to be saved down to a lower version, except for Microsoft Publisher*. Publisher must always be saved down to Microsoft Publisher 2000*. Web sites created by Publisher must be created in Publisher 2000 (saved as a Web page), not Microsoft Publisher 2002*, in order for the internal Web page links and images to work correctly when saved onto the Curriculum Resource CD.

Intel® Teach Program Essentials Course

Curriculum Resource CD
Microsoft Word* documents that will be viewed from within the CD Index are best saved with the following format:

· 0.5” left margin, 1.2” right margin

· Viewed between 75-83% (set the viewing percent in Microsoft Word before you save) OR viewed as Web Layout (100% or higher; Web Layout preferred)

· Font size of 11 points or larger

Microsoft PowerPoint*

· Student Samples

· Limit the use of animated transitions between each bulleted line of text

· Limit the use of unnecessary sounds

· Limit the use of transitions between slides
· Do not have the slides automatically advance. The viewer should have control of the presentation and be able to move to each slide with a mouse click.
· Master Teacher and Senior Trainer presentations

· Limit the use of animated transitions between each bulleted line of text; use only if necessary

· Do not use transition sounds

· Do not use transitions between slides
· Do not have the slides automatically advance. The user should have control of the presentation and be able to move to each slide with a mouse click.
Guidelines for Presentations
The following guidelines are for use with presentations about Intel® Education offerings for external audiences: 
· Use the approved template (in either blue or white background) for the corresponding offering.

· Use Verdana font in all presentation slides.

· Use the core visual (for the corresponding offering) on the title slide only.

· Do not use icons, elements from the old core visual, or clip art in presentations. Approved Intel 3.0 photography can be used on presentation slides.

· Only use colors provided in the presentation template color palette.

· The legal footer must remain on every slide, unless the entire slide contains content or materials not owned by Intel.

· Follow all naming, branding, and writing guidelines for presentation slides. See the Intel Corporate Writing Style Guide and Intel® Education Writing Guide Supplement for more information.







INTEL CONFIDENTIAL


Page 2 of 31
Version 2.6: December 31, 2007



