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[bookmark: _Toc366320927]Strategic Brand Overview
The CSI brand is evolving, along with our visual identity. This style guide is meant to help you promote the new look and feel of our brand. The “game changer” look and style is out. The new style is more modern, crisp, and professional. 
Along with a new logo, we have a color palette, approved PowerPoint templates, Word templates, business card layout, and new email signature lines. All of these will be posted and updated on the VOC under Marketing & Collaterals, Marketing Support, Corporate Communications.
Deviations from the style guide must be approved by the VP of Marketing or by the Director of Marketing. 
[bookmark: _Toc239323650][bookmark: _Toc239323686][bookmark: _Toc366320928]Logo
We introduced a new corporate logo in July with the launch of the new CSI website. While the new logo is not dramatically different, it provides a refresh to the design and can act as a bridge from our old logo to the new. This transition will take place over time. As our workshop materials and marketing collateral come up for reprinting we will transition to the new logo.
[image: ]		
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		NEW LOGO					         OLD LOGO

[bookmark: _Toc239323651][bookmark: _Toc239323687][bookmark: _Toc366320929]The Icon 
The icon in the new logo represents the partnership between the three stakeholders: the organization, the manager, and the employee. Each stakeholder has a specific role to play to support a talent focused culture. Our solutions support the: 
• Manager by clarifying their roles and giving them the tools, skills, and coaching to success – the support
• Employee by creating an environment that is talent-focused, that values, develops, and engages the talent – the spark (in blue)
• Organization by providing the models and the processes – the systems



[bookmark: _Toc239323652][bookmark: _Toc239323688][bookmark: _Toc366320930]Logo Guidelines
1. To maintain readability of the logo, the absolute smallest size used is illustrated below.  
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Minimum Size: 1.75” wide x .32” tall (logo with icon)

[image: ]
Minimum Size: 1.5” wide x .33” tall (logo without icon)
2. Avoid placing the logo on a busy photograph or pattern.
3. Don’t change the logo colors. Either use the black-and-white version, the colored version, or the white logo when placing it on a dark background. 
4. Don’t stretch or squeeze the logo to distort proportions. If you need to resize a logo, drag from a corner to keep logo proportional.

[bookmark: _Toc239323653][bookmark: _Toc239323689][bookmark: _Toc366320931]Logo Variations and Usage
There are three different logo variations. They are listed below, along with their recommended usage. Each of the files are available to download from the VOC.
1. LOGO WITH THE ICON – Use this logo whenever possible. 

	File name: CSI_Logo_Icon_Color.png
[image: ]

	File name: CSI_Logo_Icon_Black.png
[image: ]



	File name: CSI_Logo_Icon_White.png
[image: ]

	
2. LOGO WITHOUT THE ICON – This logo should be used if you are providing information that has the old CSI logo on it. This is the “bridge” logo between the old and the new logo. 
File name: CSI_Logo_Block_Color.png
[image: ]


	File name: CSI_Logo_Block_Black.png
[image: ]

	File name: CSI_Logo_Block_White.png
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3. HORIZONTAL LOGO – Use this logo when you need a horizontal logo (i.e. have limited vertical space for the logo).

File name: CSI_Logo_BKC_Horiz_Color.png
[image: ]



	File name: CSI_Logo_BKC_Horiz_Black.png
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	File name: CSI_Logo_BKC_Horiz_White.png
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[bookmark: _Toc239323654][bookmark: _Toc239323690][bookmark: _Toc366320932]Colors
As part of our new brand identity, the following color palette has been created. When designing graphic treatments, use only the colors below. To use these colors in a Microsoft Word document, highlight the word(s) you want in color, go to “font color”, “more colors”, “RGB slider” and put in the corresponding numbers next to the R, G, and B on the color you want to use. For instance for the Primary Blue color, you would set the R to 0, the G to 111, and the B to 174.
[bookmark: _Toc239323655][bookmark: _Toc239323691][bookmark: _Toc366320933]Primary colors
	[image: ]
	R:0  G:111  B:174   (#006FAE)
C:90  M:54  Y:7  K:0

	
	

	[image: ]
	R:56  G:47  B:80   (#382E50)
C:83  M:85  Y:41  K:36

	
	

	[image: ]
	R:51  G:51  B:51   (#333333)
C:69  M:63  Y:62  K:58

	
	

	[image: ]
	R:204  G:204  B:204   (#CCCCCC)
C:19  M:15  Y:15  K:0

	
	


[bookmark: _Toc239323656][bookmark: _Toc239323692][bookmark: _Toc366320934]Secondary colors
	[image: ]
	R:70  G:167  B:221   (#45A7DC)
C:66  M:18  Y:1  K:0

	
	

	[image: ]
	R:230  G:188  B:103   (#E5BC67)
C:10  M:25  Y:70  K:0
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	R:185  G:35  B:39   (#B92226)
C:18  M:100  Y:98  K:10
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	R:223  G:90  B:66   (#DE5A42)
C:7  M:79  Y:79  K:1

	
	






[bookmark: _Toc239323657][bookmark: _Toc239323693][bookmark: _Toc366320935]Fonts for Print
The CSI corporate fonts are Arial (san serif) and Cambria (serif) If Arial is unavailable, then Calabri (san serif) should be used.
All proposals should be written in one of the fonts listed above.  An approved Word template for proposals is provided on the VOC.
PowerPoint presentations should be created using Arial. An approved sales/capabilities PowerPoint presentation is available on the VOC.

Primary/Headline Font
Ariel Bold – 12 point (if using color in the document, then the headers should be the CSI blue:  R:0  G:111  B:174)

Secondary Font (san serif)				Secondary Font (serif)
Ariel – 11 point						Cambria – 11 point
This is Arial 11 point.						This Cambria 11 point.
This is Arial 11 point, bold.					This is Cambria 11 point, bold.
This is Arial 11 point, italics.					This is Cambria 11 point, italics.

Calabri – 12 point
This is Calibri 12 point.
This is Calibri 12 point, bold. 
This is Calibri 12 point, italics.
[bookmark: _Toc239323658][bookmark: _Toc239323694][bookmark: _Toc366320936]Corporate Communications
[bookmark: _Toc239323659][bookmark: _Toc239323695][bookmark: _Toc366320937]Tone of Voice
A huge component of our brand’s personality is the copy. On the website, we tried to be direct with a slight bit of edge. Following are some guidelines for writing copy that goes out to many.
· Don’t over complicate. 
· Tell it like it is.
· Be direct and get to the point.
· Always look for the simplist way to say what you want.
· A message is better read when it’s simple to understand.
· Be direct and talk the language customers understand. Avoid jargon and acronymns. If you use acronymns make sure you spell them out.
[bookmark: _Toc239323660][bookmark: _Toc239323696][bookmark: _Toc366320938]Use of Photos/Images 
No Playful Clip Art 
Avoid the creation or use of animated characters or clip art that might be perceived as silly, playful or cute.
Instead use professional images that are in line with what we have on the website. Jennifer Papineau can be a resource for new images as needed. Approved Clip Art is also available on the VOC.
No Special Effects in PowerPoint Presentations
What does that mean? To a degree, it is a matter of taste. Our look is polished and professional. That means that we avoid splashy, razzle­dazzle graphics; abstract symbolism; animated text, and so on.
One of the worst offenders is the wipe, an optical effect used to transition from one scene to another. The wiping motion is often vertical, horizontal or angular; sometimes it’s expanding, spinning, or twisting; even shaped like stars, flames, lightning, keyholes, hearts, spades, diamonds, etc.

[bookmark: _Toc239323661][bookmark: _Toc239323697][bookmark: _Toc366320939]Numbers in Text
· For numbers one through nine, always use words. i.e. We offer three webinar times for your convenience.
· For numbers 10 and up, use figures.			

[bookmark: _Toc239323662][bookmark: _Toc239323698][bookmark: _Toc366320940]Spellings and Preferred Styles
· CSI (All caps – more focus on international capabilities)
· Workshop Name/Tool Names (CareerPower®, Career Action Inventory®) – Bold/Italic
· P’s and L’s (PERSON, etc – LISTEN, etc) – all Cap/Italic
· Language that is specific terminology to our intellectual property: Career Fit, Interest Sort, Skills, Savvy, Rough Edges, Polished, Continuous Improvement, etc. – Initial Cap/Italic
· Online (one word, no hyphen)
· Self Powered Careerist (no hyphen between “self” and “powered”)


[bookmark: _Toc239323663][bookmark: _Toc239323699][bookmark: _Toc366320941]Trademarks
Below is a list of CSI trademark and copyright notations. Please exercise adherence to below in all communications. 

[bookmark: _Toc239323664][bookmark: _Toc239323700][bookmark: _Toc366320942]Workshops:
· CareerPower®   
· CareerPower®  for Coaches
· Career Coaching for Managers™
· CareerPower® Classic
· CareerPower® Classic for Managers
· CareerPower 3.0® (magazine)
· CareerPower 3.0® for Coaches (magazine)
· Tools for 3.0 versions: GetCareerPower™ Game; CareerPower Connections™; Invest In Your Values®; Deal Me In®; CareerPower Feedback™; CareerPower Enrichment™ 
· Self Powered Careerist® Tool				
· Self Powered Career® (not plural)
· Self Powered Careerist® (not plural)
· Love ‘Em or ‘Lose Em®
· Satisfaction Power®
· PowerMentoring®  PowerMentoring® for Learners
· Partnering Power™
· Mentworking® or Mentworking, Building Relations for the 21st Century®
· TalentTalks®


MicroLearning solutions:

· The Brand Called You
		Developing and Managing Your Personal Brand
· Career Leverage Inventory®
		Uncovering Options for Career Development
· Feedback Finder™
		Strategies for Getting and Giving Feedback
· Feedback is a Gift
		Getting Valuable Feedback from Others
· Hello Stay Interviews
		Say Goodbye to Talent Loss
· Help Them Grow or Watch Them Go
		Career Conversations Employees Want
· Career Conversation Clinics (four sessions)
	Invest in Your Values®
		Guiding Conversations and Taking Action
· Owning Career Satisfaction
		Getting What YOU Want Out of Work
· Strategic Networking
		How Healthy is Your Network?
	

TOOLS:

· Career Action Inventory®
· Career Coaching Survey™
· Career Leverage Inventory®
· Continuing the Conversations
· Connections: A Networking Map®
· Conversation Cue Cards™
· Deal Me In® Card Deck  
· The Feedback Wheel®
· Invest In Your Values®
· Learning Zones™
· The Retention Deficit Disorder®
· Run the Numbers®
· Talent Focused Manager™
· Daily Dose®
· Engagement Edge®
· Habit Builder™


PORTALS:

· GROWhere®
· Love ‘Em or Lose ‘Em @ Work

[bookmark: _Toc239323665][bookmark: _Toc239323701][bookmark: _Toc366320943]Books:

If drawing content from a Beverly Kaye book, cite as follows:

· Adapted from Love ‘Em or Lose ‘Em: Getting Good People to Stay (Berrett-Koehler, 2008) with permission.
· Adapted from Love It Don’t Leave It: 26 Ways to Get What You Want at Work (Berrett-Koehler, 2003) with permission.
· Adapted from Help Them Grow or Watch Them Go (Berrett-Koehler, 2012) with permission.
· Adapted from HELLO Stay Interviews, GOODBYE Talent Loss (Berrett-Koehler, 2015) with permission.
· Adapted from UP Is Not the Only Way: A Guide to Developing Workforce Talent (Davis-Black, 1997) with permission.

If content is CSI created, a derivative of a CSI created work, and based on a work by Beverly Kaye and a joint author, cite as follows:

· © Beverly Kaye, Sharon Jordan-Evans and Career Systems International
· © Beverly Kaye, Julie Winkle Giulioni and Career Systems International
· © Beverly Kaye and Career Systems International

When in doubt, err on the side of caution and cite the book and/or authors as stated above.
[bookmark: _Toc239323666][bookmark: _Toc239323702][bookmark: _Toc366320944]Trademark Usage Reminders
· Always use the appropriate trademark (™ vs ®).
· Anything not listed here should get a ™. 
· Use of bold/italic/caps is flexible and can change from one workshop to another. 
· Trademarks and registrations need to be used on every occurrence of the offering. 
· Spell out our offerings EACH time they are used on the website.
· In print, spell out our offerings the first time and put the abbreviation after the offering name in parentheses. i.e. CareerPower® Classic for Managers (CPCM)
Signature Block
Below is the approved CSI signature for outgoing CSI email messages. For Outlook, copy and paste below into your signature block.

			[image: Career Systems International][image: http://www.careersystemsintl.org/images/CSIwebicons-T.png][image: http://www.careersystemsintl.org/images/CSIwebicons-LI37.png][image: http://www.careersystemsintl.org/images/CSIwebicons-F.png]
	Name |  Title
T: 555.555.5555 |  C: 333.333.3333
Website: CareerSystemsIntl.com










For Google mail, click on the below link. Copy and paste the signature block into Gmail into your Signature settings.

http://www.careersystemsintl.org/signature.html
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For internal use only. Do not distribute outside the organization. 
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