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[COMPANY] trademarks are part of the company's intellectual property (IP) and, as such, are valuable assets of the company.  In order to protect these assets, it is necessary that [COMPANY] trademarks be used properly.  Please, therefore, employ the following guidelines in using [COMPANY] trademarks (and marks of other trademark holders) in internal and external communications, documentation, marketing collateral, on the company website, and on any product packaging.

Trademarks and their proper symbols:
1. The following are registered trademarks of [COMPANY]: [MARK1]®, [MARK2]®, and [MARK3]®.

2. The following are (not yet registered) trademarks of [COMPANY]: [MARK4]™, [MARK5]™, and [MARK6]™.


3. All other registered and unregistered trademarks are the property of their respective owners.

Always use [COMPANY] trademarks as adjectives.  Do not use trademarks as nouns.  Do not pluralize trademarks or make them possessive (which would be using them as a noun).  Do not join a trademark to other words, symbols, or numbers - either as one word or with a hyphen.  And do not abbreviate a trademark.  Examples of proper usage:
1. A [COMPANY]® product.


2. A [COMPANY]® service.
Always use the proper spelling and the proper trademark symbol.  For the (unregistered) trademark symbol, the superscript mode is preferred (i.e., [MARK4]™), but if it is not available, use parentheses:  (TM) for ™ or (R) for ®.  (The "® " symbol will be substituted for the "™" symbol once the registration process is complete with the U.S. Patent & Trademark Office.)  Check with [CONTACT] on proper trademark status if in doubt about the correct symbol.
Always use [COMPANY] trademarks and brand names in the ways they were intended to be used.   Do not use them for goods or services for which they are not intended.  Do not alter them in any way.  Do not make puns out of them or portray them in a negative light (all of which could damage the company's trademark status).
Exceptions to the guidelines.  These guidelines are intended as just that: guidelines, not hard-and-fast rules.  There are times when business requirements mean that we have to bend these rules, trading off business necessity or advantage for IP protection.  But this should not be done lightly, and it should not be done generally.  The guidelines may be bent in the following circumstances:
1. Since the registered trademark "[COMPANY]  is also a company name, there will be occasions where it is proper to use "[COMPANY]" as a noun, namely, when identifying the company itself as opposed to the products or services the company provides.  For example, "[COMPANY] issued a press release" is acceptable.

2. The "®" symbol puts others on notice that your mark is registered.  But there are other ways to accomplish the notice function short of putting the symbol on every registered trademark,  which may in some instances be awkward.  The common editorial practice (e.g., in press releases) is to put "®" after each trademarked word the first time each is used.  For logos, the "®" symbol is often omitted, but if this is the case, then it is important that a trademark statement exists in a conspicuous place elsewhere on the relevant publication (e.g., the back cover of booklets, the copyright page of websites, he "about [COMPANY]" paragraph of press releases).

Thank you for observing these guidelines as we work towards protecting the company's valuable IP.
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