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PowerPoint Templates — Corporate

Generic Information Slide

The generic information slide is to accomodate any topics
involving a large volume of body copy.

Note: The 4:3 format allows for a two column layout only.
The 16:9 format allows for two and three columns of body copy.

Feature Slide

The feature slide is used to feature any new products
or events.

Bio Slide
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PowerPoint Templates — Corporate

Infographic Example 1
WORLDWIDE DEVELOPMENT

Target Business
Development

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh
euismed tincidunt ut lacreet dolore
magna aliguam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobartis
nisl ut aliguip ex ea commaodo consequat.

B nerth America [ Asia Pacific
nostrud exerci tation ullamcarper suscipit W Latin America B eniea

Inbortis nis| ut aliquip ex ea commodo
consequat.

Westcon & Comstor q

Infographic Example 2

Creative Infographic

Lorem ipsum dolor sit amet

Lorem ipsum dalor sit amet, consectetuer
adipiscing elit, sed diam nonummy

Larem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy -

Lorem ipsum dolor sit amet, consectetuer
adipiscing elt, sed diam nanummy .

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nenummy .

Lorem ipsum dolor sit amet, consectetuer
adipiscing elft, sed diarn nonumry

Solutions at your
Fingertips

Lorem ipsurm dolar sit amet, consectetuer adipiscing elit, sed
diam nenummy nibh euismod tincidunt ut lacreet dolere magna
aliguam erat volutpat. Ut wisi enim ad minim veniam, qui

Statistics

Browsing m

Infographic Example 3

Training

_— 3

Buying
Westcon ° Comstor q
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PowerPoint Templates — Corporate

Infographic Example 4

Team Slide 1

This slide can be used to feature a team, including bios,
images and contact information.

Team Slide 2

This slide provides a more candid team shot without any
individual personalization.

© 2016 WestconGroup, Revised January 2016
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thivene

Lorem ipsum dolor sit amet

2012 2013 2014 2015

o Facebook o @twitter

Social Media Chart

Lorem ipsum dalor sit
amet, consectetuer
adipiscing elit, sed diam
nonummy nibh eulsmad
tincidunt ut laoreet dolore
magna aliquam erat
volutpat.

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed diam
nonummy nibh euismod
tincidun.

70% 60%

Lorem ipsum dolor sit amet

Lynn Smurthwaite-Murphy

EVP, North America

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
sed diam nonumm.

Qs Qo

Meet Our Best Team

Lorem ipsum dolor sit amet

Wendy O'Keeffe Jeremy Butt Otavio Lazarini
EVP, Asia Pacific EVP, EMEA EVP, Latin America

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
sed diam nonumm.

Qs Qo

m

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit,
sed diam nonumm

0 Q-

Lorem ipsum dalor sit amet,
consectetuer adipiscing elit,
sed diam nonumm

Qs Qo

Westcon &¢ Comstor

Our Executive Leadership Team

Lorem ipsum dolor sit amet

Westcon &¢ Comstor




PowerPoint Templates — Corporate

Break Slide 1

Use this slide for a short 30-minute break.

Break Slide 2

Use this slide for a longer 60-minute break.

Closing Slide

The closing slide concludes the presentation. It allows an
opportunity to thank the guests, make a final statement
and display the brand one last time.

© 2016 WestconGroup, Revised January 2016

30 Minutes

Westcon & Comstor

Westcon & Comstor

Wesltcon Q Comstor

m

i i3

WCloud WGlobal Deployment %Services
WSecurity WUCC WNetworking WData Center

88



PowerPoint Templates — Practice Intro Pages

The Practice introduction pages are used for presentations regarding a particular Practice. Each of the seven Practices have
their own templates to create a cohesive look and feel. They can be used along with the corporate templates but MUST be
used as a ‘section’ rather than sporadically spread throughout the corporate slides.

2 Columns text page

Lorem ipsum dolor sit amet

Security

Safeguarding Information
and Reputations

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismaed
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commode consequat
Ut wisi enirn ad minim veniam, quis nastrud
exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commeda consequat. Ut wisi enim
ad minim veniam, quis nostrud exerdi tation.

Westcon & Comstor

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commeodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismad
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon & Comstor

Unified Communications
and Collaboration

Creating Seamless Interaction
Anytime, Anywhere

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diarn nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
labortis nis! ut aliquip ex ea commodo consequat.
Ut wisi enim ad minirm veniam, quis nostrud
exerdi tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat. Ut wisi enim
ad minim veniarn, quis nostrud exerci tation.

2 Columns text page

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commeodo consequat.

Lorem ipsum dolor sit amet, consectetuer
ipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismad
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer
ipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon &¥ Comstor Westcon &% Comstor
2 Columns text page
Lorem ipsum dolor sit amet
. Lorem ipsum dolor sit amet, consectetuer Lorem ipsum dolor sit amet, consectetuer
Net WO rk]ng adipiscing elit, sed diam nonummy nibh euismod adipiscing elit, sed diam nonummy nibh euismad

Accelerating Global Connectivity

Lorem ipsum doler sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismed
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
Iobortis nisl ut aliquip ex ea commede consequat.
Ut wisi enim ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat. Ut wisi enim
ad minim veniam, quis nostrud exerdi tation.

Westcon & Comstor

tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerei tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commeodo consequat.

Lorem ipsum dolor sit amet, consectetuer

adi ing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliguip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerei tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer

adi ing elit, sed diam nenummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon & Comstor

© 2016 WestconGroup, Revised January 2016




PowerPoint Templates — Practice Intro Pages

Cloud
Transforming Your Digital Business

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonurmmy nibh evismod
tincidunt ut lacreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo consequat
Ut wisi enim ad rinim veniam, quis nostrud
exerd tation ullamcerper suscipit lobortis nisl ut
aliquip ex ea commode consequat. Ut wisi enim
ad minim veniam, quis nostrud exerci tation.

Westcon & Comstor

2 Columns text page

Lorem ipsum doler sit amet

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo c:msequat,

Lorem ipsum dolor sit amet, consectetuer

ing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo cnnsequat,

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wi im ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat

i enim ad minim veniam, quis
ation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon &¥ Comstor

Global Deployment
Expanding Your Global Reach

Lerem ipsum dolar sit amet, consectetuer
adipiscing elt, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
wolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamecorper suscipit
lobortis nisl ut aliquip ex ea commodo consequat
Ut wisi enim ad minim veniam, quis nostrud
exerci tation ullamcarper suscipit lobortis nisl ut
aliquip ex ea commado consequat. Ut wisi enim
ad minim veniam, quis nostrud exerci tation

Westcon & Comstor

2 Columns text page

Lorem ipsum doler sit amet

Lorem ipsum dolor sit amet, consectetuer

ing elit, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer

iscing elit, sed diam nenummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Lorem ipsum dolor sit amet, consectetuer

scing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon &¥ Comstor

Data Center
Advancing Information Management

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut lacreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commaodo consequat.
Ut wisi enim ad minim veniam, quis nostrud
exeri tation ullamcorper suscipit lobartis nisl ut
aliquip ex ea commedo consequat. Ut wisi enim
ad rinim veniam, quis nostrud exerci tation.

Westcon &* Comstor

2 Columns text page

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobartis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer

ing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobartis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon &¢ Comstor
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PowerPoint Templates — Practice Intro Pages

Services

Extending Your Capabilities, Capacity
and Coverage

Lorem ipsumn dolor sit amet, consectetuer
adipiscing elit, sed diam nonurnmy nibh euismod
tincidunt ut laoreet dolore magna aliguam erat
wolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit
lobortis nisl ut aliquip ex ea commodo consequat
Ut wisi nirn ad minim veniam, quis nostrud
exerci tation ullamcorper suscipit lobortis nisl ut
aliquip ex ea commodo consequat. Ut wisi enim
ad minim veniam, quis nostrud exerdi tation,

Westcon £ Comstor

[

2 Columns text page

Lorem ipsum dolor sit amet

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis.
nostrud exerci tation ullamcorper suscipit lobartis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exeri tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exeri tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

Westcon ¥ Comstor

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
wvolutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper suscipit lobartis
nisl ut aliquip ex ea commodo consequat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea
commeodo consequat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper nibh euismod
tincidunt ut laoreet dolore magna aliquam erat
volutpat. Ut wisi enim ad minim veniam, quis
nostrud exerci tation ullamcorper Ut wisi enim ad
minim veniam, quis nostrud exerci tation ullamco.

[

PowerPoint Templates — Practice Title Pages

The Practice title pages are designed as an introduction page to presentations featuring a particular Practice. These slides will
be used to introduce the name and title of the presenter along with the title and date of the presentation.

Cloud

Transforming Your Digital Business

Name of Presenter
~Title

Presentation Title
Subtitle or Date

Westcon ¢ Comstor

Delivering Results Together

Global Deployment
Expanding Your Global Reach

Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon c Comstor

Delivering Results Together

© 2016 WestconGroup, Revised January 2016




PowerPoint Templates — Practice Title Pages

Services
Extending Your Capabilities, Capacity and Coverage

Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon ﬁ Comstor
- B ek ot

Unified Cormmunications
and Collaboration

Creating Seamless Interaction
Anytime, Anywhere

Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon # Coms!

Delwering Results Together

Security

Safeguarding Information and Reputations
Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon ¢ Comstor

Deiivering Results Together

Networking
Accelerating Global Connectivity

Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon # Comstor

Delivering Results Together

\ 2

Data Center

Advancing Information Management

Name of Presenter
Title

Presentation Title
Subtitle or Date

Westcon Q Comstor

Deliwering Resulis Together

© 2016 WestconGroup, Revised January 2016
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Our Message Map

More Specific

More Specific

Cownat
How How
"
y
How How
R

A message map is the foundation for all communications relating to an organization, a specific project or an initiative.
It is a commonly used management tool to develop the core concepts behind a specific topic, before trying to populate
messages into a variety of tactics.

The Westcon—-Comstor Message Map asks these questions:

Why should our target market pay attention Westcon—-Comstor?

How does Westcon—-Comstor help to ensure its target market realizes this outcome and result?

What unique attributes does Westcon—Comstor bring to the table to ensure the outcome and results are achieved?

These questions really opened our eyes and got us thinking.

Why should channel resellers and vendors not only pay attention to us, but do business with us? Our answer was clear,
because we are committed to keeping our promise of delivering the results our partners want by creating a powerful,
inspiring and profitable relationship that benefits not only Westcon—-Comstor, but especially our partners.

How are we going to do that? What do we do that is so unique?
We took stock of our strengths and our weaknesses, and focused on three qualities that set us apart from other
distributors in the channel:

We are transforming IT distribution by enabling our partners to meet customer needs now and pursue new
opportunities with physical, digital and hybrid IT platforms, products and solutions.

We are investing in the future, providing access to market knowledge and technical expertise that will uncover new
business opportunities, as well as through enablement and engagement programs to maximize business performance for
the long term.

We are creating an exceptional partner experience that encourages innovation, creativity and fun through a
collaborative, channel-centric approach that is committed to excellence every step of the way.

Using the answers to these questions, we can now provide a consistent message every time we tell the
Westcon—-Comstor story.

© 2016 WestconGroup, Revised January 2016



Our Tone of Voice

“People will forget what you said, people will forget what you did, but people will never forget how you
made them feel.” — Maya Angelou, author and poet

Like our logo, we speak clearly in a confident, intelligent tone of voice. Through this tone of voice, we evoke emotions in
everyone who hears our message.

The emotions our messaging evoke are:

«  Trust — Our partners want to do business with us, because they know they can trust us.

- Confidence — Not only are we confident in our abilities, but our partners can feel confident in their
relationship with us.

«  Knowledgeable — \We know what we're doing, we understand the channel and we understand the global
needs of our customers.

- Partner Focused — Our success is based on the success of our customers and vendor partners, making us
committed to doing what’s best for their business.

- Collaborative — It's only through working together with our customers and vendors that we can achieve
the success we deserve.

- Longevity — Westcon-Comstor has been around for 30 years and we are just hitting our stride, with great
expectations for the future.

« Humble — We know we aren’t all things to all people, but we are the best at what we do and we are
always striving to be better.

The personality of how we say what we say is just as important as the words themselves. Westcon—Comstor messaging has a
unigue personality that fits with who we are as a company and how we want others to see us. We are professional, but we
are also human with a heartfelt sense of humor that isn't degrading. The personality of our messaging conveys our confidence
in our abilities and strengths without being arrogant and belittling toward our competition. We are bold and enthusiastic,
active and alert, but not aggressive or manipulating.

What Do We Have to Say?

There are so many wonderful things to say about Westcon-Comstor that we may confuse what we're trying to say. To remain
on point with our messaging, we go back to the Message Map and focus on the content themes that emphasize our brand.

We are continuously focused on and invested in the future.

We are committed to keeping the promises we make to our partners.

We have an enthusiastic passion for putting our partners first.

We are focused on operational excellence and transforming the way business is done in the channel.

We have an extensive awareness of market trends and innovations.

We have a proven ability to deliver value to all parts of the supply chain extending our partners’ opportunities.
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And How Do We Say It?

Consistent language style provides a seamless essence to the messaging, making it impossible to delineate who wrote it
and when.

Like other aspects of our brand, the Westcon-Comstor language style is crafted using short statements of strong, dominant
and dynamic words. We are a company that's constantly moving forward, so we use active verbs instead of passive tense.
Our messaging is clear and concise, articulating our value so everyone in our audience can hear what we have to say.

Since we are a global company, we avoid colloquial, dialectic and slang language. However, regional teams may include
phrases that are unique to their audience for materials that are regionally specific.

Template Copy

“Say what you mean, mean what you say and preferably in as few well-chosen words as possible.”
— Sir Richard Branson, founder of Virgin Group

The template copy below ensures that whether it's a public relations release, an event bio or a brief for a news story, we
always say what we mean about Westcon-Comstor and we mean what we say.

110-word Westcon-Comstor Boilerplate
About Westcon-Comstor

Westcon-Comstor (WestconGroup Inc.) is a value—-added technology distributor of category—-leading solutions in Security,
Collaboration, Networking and Data Center. The company is transforming the technology supply chain through its global
capabilities in Cloud, Global Deployment and Services. Through a unique physical and digital distribution network, Westcon-
Comstor extends its partners’ global reach while providing the local expertise needed to successfully navigate worldwide
opportunities. The company combines expert technical and market knowledge with industry—-leading partner enablement
programs. Collaborating with its partners in a unique engagement model, Westcon-Comstor strives to provide an exceptional
partner experience in delivering results together. The company goes to market under the Westcon and Comstor brands.

Get Connected
WestconGroup.com | LinkedIn | Twitter | Facebook

75-word Westcon-Comstor Boilerplate
About Westcon-Comstor

Westcon-Comstor (WestconGroup Inc.) is a value—added technology distributor of category—-leading solutions in Security,
Collaboration, Networking and Data Center. The company is transforming the technology supply chain through its global
capabilities in Cloud, Global Deployment and Services. Westcon-Comstor combines expert technical and market knowledge
with industry—-leading partner enablement programs. Collaborating with its partners in a unique engagement model,
Westcon—-Comstor strives to provide an exceptional partner experience in delivering results together. The company goes to
market under the Westcon and Comstor brands.

Get Connected
WestconGroup.com | LinkedIn | Twitter | Facebook

© 2016 WestconGroup, Revised January 2016



Template Copy (continued)

50-word Westcon-Comstor Boilerplate
About Westcon-Comstor

Westcon-Comstor (WestconGroup Inc.) is a value-added technology distributor of category-leading solutions, transforming
the technology supply chain through its global capabilities. The company combines expert technical and market knowledge
with industry-leading partner enablement programs. Collaborating with its partners in a unique engagement model,
Westcon—-Comstor strives to provide an exceptional partner experience in delivering results together.

Get Connected
WestconGroup.com | LinkedIn | Twitter | Facebook

25-word Westcon-Comstor Boilerplate
About Westcon-Comstor

Westcon—-Comstor is a specialized distributor of category-leading solutions and global capabilities. Combining technology
expertise, partner enablement and a unique engagement model, Westcon-Comstor collaborates with partners to deliver
results together.

Get Connected
WestconGroup.com | LinkedIn | Twitter | Facebook

Our Seven Practices

Technologies
Offered through either Westcon or Comstor, our Technology Practices provide our partners with a strong portfolio of

technology-leading and emerging vendors with the most innovative solutions.

Security
The Westcon—-Comstor Security Practice offers solution providers the portfolio, tools and support they need to safeguard their

clients” information and reputations. Our Security team tailors solutions to meet the unique security needs of your customers
and expand your sales efforts to lock—in greater revenue.

Unified Communications and Collaboration

The Westcon-Comstor Unified Communications and Collaboration Practice enables solution providers to deliver and create
seamless interactions anytime, anywhere. With our strong portfolio of technology-leading and emerging vendors, we provide
you with the solutions your customers need to connect, create and evolve.

Networking
The Westcon—-Comstor Networking Practice helps you accelerate global connectivity through our connection with

technology-leading and emerging networking vendors, making your success our business.

Data Center

The Westcon-Comstor Data Center Practice enables solution providers to advance information management on a global
scale. Our portfolio of industry—leading data center solutions includes server, network and storage consolidation, desktop
virtualization and virtualized unified communications solutions help you boost your profits.

Capabilities
Offered through the combined Westcon—-Comstor brand, our capabilities enhance our partners’ potential, extend their global
reach, expand their opportunities and enable their businesses to thrive worldwide.

Cloud

The Westcon-Comstor Cloud Practice transforms your cloud opportunities by combining cloud services, enablement programs
and the BlueSky cloud management platform. With powerful real-time analytics providing visibility into all aspects of the
customer lifecycle, you can expand your service options, increase your profitability and enhance customer satisfaction.
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Our Seven Practices (continued)

Global Deployment

The Westcon-Comstor Global Deployment Services Practice helps you navigate international trade regulations so you can
successfully execute on a global scale. Through our specialized distribution network, we provide the expertise you need to
partner with multinational companies in countries where you currently don’t have a presence. By leveraging the strength of
our local relationships, you can benefit from a single point of contact for in—country fulfillment and local currency invoicing.

Services

The Westcon-Comstor Services Practice enables solution providers to grow their businesses globally by helping them discover
and develop their greatest potential. Our Services Practice provides vendor-focused education services, professional services,
support services and supply chain services that provide end-to—-end support and integration capabilities. Along with a highly
skilled and field—experienced in—house staff, we complement every corner of your business so you can focus on success.
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2477
Use with slash without spaces before or after. Denotes continuous availability, 24—-hours—a-day, 7-days-a-week.

and, &
Always use and rather than an ampersand (&) unless the content appears in a title, table, part of a proper name or needs a
short—hand representation for space-saving purposes.

accent marks
Use accent marks, such as d, ¢, é, sparingly. In electronic form, accent marks can become garbled and cause the copy to
become misinterpreted.

add-on
Started out life as an adjective. It was an add-on sale. But now this phrase can be used as a noun with the hyphen intact. The
SCSI drive was an add-on.

advisor
While both advisor and adviser are correct, use the more aesthetically pleasing advisor.

afterparty, After Party
One word in reference to any party after another party. Capitalized and two words when referring to the Comstor After Party.

afterward, afterwards, afterword, afterwords
AP suggests without the s. The inclusion of an s is preferred in British English. The first means /ater. The second means
an epilogue.

all right
Two words.

a.m., p.m.
Always use lowercase; always use periods. Use a space between the number and the a.m. or p.m.

anti-virus, anti-malware, anti-spam, anti-spyware
Lowercase with hyphens.

audio conference
Two words.

B2B
Business to business (n) or business-to-business (adj). It's acceptable to use the acronym on first reference.

baccalaureate
Bachelor's degree is preferred over the more formal version. Use lowercase.

back office, back-office
Two words as a noun; hyphenated as adjective.

backward, backwards
AP suggests without the s. The inclusion of an s is preferred in British English.

bar code
Two words.

bi, semi

Bi means two. Semi means half. Although semi always means half, the prefix bi can mean either every other or twice. Thus,
bimonthly can mean either every two months or twice a month. When using the prefix bi, give the reader clues about which
meaning you intend. And when you are the reader, you should make sure you know which meaning the writer intends. When
you mean twice (as in twice a week or twice a month), you can avoid ambiguity by using the prefix semi (as in semiweekly
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for twice a week and semimonthly for twice a month) even though technically you could use the prefix bi. There is a special
word that means every two years. It is biennial. The word biannual has only one meaning: occurring twice a year. Biannual is
interchangeable with semiannual, although biannual is less preferable since you should avoid any chance of misleading those
who are not thoroughly familiar with these definitions. Never use a hyphen with either of these prefixes unless the root word
begins with the letter j, as in semi-independent, semi-invalid and semi-infinite.

board of directors/board of trustees
Lowercase.

Burst
When referring to the colorful icon between Westcon and Comstor in our logo, capitalize the B.

capital, capitol

The word capitol is the building in which a state legislative body meets, or in which the functions of state government are
carried out. When capitalized, the word Capitol refers only to the Washington, D.C. building in which U.S. Congress meets.
When used as a noun, the word capital may be the city in which a government’s capitol is located, or any city that is the
center of a specific activity or industry (the financial capital of the world). Capital also refers to money, to the uppermost
part of a supporting column and to an uppercase letter. If the word capital is used as an adjective, it may relate to something
of high quality (a capital idea) or importance (a capital mistake) or to something involving the death penalty (capital
punishment).

catalog, catalogue
Catalog is the preferred AP spelling. Catalogue is the preferred British English spelling.

chachka
Common and accepted spelling for tchotchke, a Yiddish word meaning toy, small plaything, bauble, trinket or little knickknack.

check in (n/v)/check-in (adj.)
Verb: To register at a hotel. Noun: The action of checking in. Adjective: Check-in time, requires a hyphen.

check out (n/v)/check-out (adj.)
Verb: To vacate and pay for lodging. Noun: The action of checking out. Adjective: Check-out time, requires a hyphen.

client / server
Not Client/Server or client-server.

co-locate, co-location
Hyphenate because co is a prefix.

committee
Capitalize when part of the formal title of a committee.

companywide
One word.

compliment, complement
To compliment is to give flattery or praise. It also means a free offer. To complement is to complete or bring to perfection.

Comstor
Part of our go—to—-market brand, Westcon-Comstor. Stands alone only when referring to one of our four technologies.
Comstor Networking Practice. The Comstor brand is Cisco—-centric.

continued
When a continued line is called for and space is at a premium, abbreviate as cont'd. Otherwise spell out.

cost-effective, cost-effectiveness
Always use hyphen.
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co-worker
Hyphenated

cut and paste, copy and paste
Because cut and paste is a familiar phrase, many people use it when, in fact, they mean copy and paste. This can lead to
disastrous results if followed literally. If you tell someone to duplicate something rather than move it, tell them to copy it.

cyberspace
One word.

data
Data is a collective noun and, therefore, it should be used with a singular verb, e.g., data is vs. data are.

database
One word.

data center
Two words. When referencing our Data Center Practice always spelled Data Center. British spelling can be data centre.

Datatec
WestconGroup's parent company. Headquartered in Johannesburg, South Africa, Datatec is a publicly traded company on the
Johannesburg Stock Exchange and the Alternative Investment Market of the London Stock Exchange.

dates

Always use Arabic figures, without st, nd, rd or th (Example of what not to do: 3rd Annual). Capitalize months. When a month
is used with a specific day, abbreviate the following months: Jan., Feb., Mar., Apr., Aug., Sept., Oct., Nov. and Dec. Spell out
May, June and July. When a phrase refers to a month, day and year, spell out the month and set off the year with commas.
The event is July 5, 2015, at the Hilton.

AP suggests month, day, year styling August 5, 2015, however, global dates can be written day, month, year 5 August, 2015.

dedicated
When used to indicate exclusive assignment to a particular vendor or service, style as follows: Call Comstor’s dedicated Cisco
systems engineers.

degree
Use an apostrophe in bachelor’s degree or master’s degree, but not in Bachelor of Arts or Master of Science. Abbreviate with
periods all except MBA: B.S., M.A., Ph.D.

desktop
One word.

dialog, dialogue
Dialog is the preferred AP spelling. Dialogue is the preferred British English spelling.

dimensions
When referring to one dimension, spell out the dimensional measure (15-inch monitor, 20-inch footprint); When referring to
length and width combined, use inch mark (4" x 6").

disc, disk
Use disk when referring to hard disk drives, floppy disk drives. Use disc in proper names and when referring to compact discs
and CD-ROM .

download
One word.
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down time
Two words.

drop-shipped, drop-shipping, drop shipping

Use a hyphen when it becomes a transitive verb: We drop-shipped the products yesterday. Use a hyphen when it becomes a
compound adjective: Westcon-Comstor Services offers a drop-shipping service. Use no hyphen when used as a noun. We offer
drop shipping.

e-book, e-business, e-commerce, e-marketing, e-reader
Use lowercase with a hyphen for most e- terms. Exception: email and emoji are lowercase without a hyphen. Email can be
used as a noun or a verb.

e.g.,i.e,etal

In Latin e.q. is exempli gratia and means for example; in Latin i.e. is id est and means that is; in Latin et al. is ‘et alia and
means and others or and elsewhere. The English equivalents are preferable in formal prose, although sometimes two-letter
abbreviations make them desirable. Always put commas after e.g. and i.e.

end user, end-user
Hyphenate only when used as an adjective. The end user requires end-user documentation.

enterprise
The entire organization. Only capitalize when used as a proper noun or title for a business unit, otherwise it is lowercase.
Cisco Enterprise Network solutions enable your enterprise to accelerate innovation.

enterprise networking
The networking infrastructure in a large enterprise with multiple computer systems and networks of different types.

enterprisewide
One word.

etc.

This is the abbreviated form of et cetera (and other things); it should never be used in reference to people. Etc. implies that

a list of things is too extensive to recite. But often writers seem to run out of thoughts and tack on etc. for no real purpose.
Also, two redundancies appear with this abbreviation: (1) and etc., which is poor style because et means and, and (2) etc. at
the end of a list that begins with e.g., which properly introduces a short list of examples.

Ethernet
Always capitalize.

extranet

Refers to an intranet that is partially accessible to authorized outsiders. Whereas an intranet resides behind a firewall and

is accessible only to people who are members of the same company or organization, an extranet provides various levels of
accessibility to outsiders. You can access an extranet only if you have a valid username and password; your identity determines
which parts of the extranet you can view.

federal

Lowercase when used as an adjective to distinguish something from state, county, city, town or private entities; use a capital
letter for the architectural style and for corporate or governmental bodies that use the word in their name (Federal Trade
Commission, Federal Express).

fiber optic
Lowercase both words. Note the spelling of fiber.

Fibre Channel
Always capitalize both words. Note the spelling of “Fibre.”

© 2016 WestconGroup, Revised January 2016



Usage Section

fiscal year
Abbreviate as FYXX. Datatec, WestconGroup’s parent company’s fiscal year is March 1 — Feb. 28.

flat screen monitor
No hyphen.

Flier
When referring to a handbill. Not flyer.

floor planning

Two words. A form of inventory financing involving the use of trust receipts; also known as trust receipt financing. Under floor
planning, the borrower gets funds with which to pay for goods purchased. The borrower holds the goods in trust for the bank
by issuing the bank a trust receipt. As the borrower sells the goods, the borrower sends the proceeds to the bank.

foreign words and quotations
Those that are accepted universally, like bon voyage and versus are clear in context. Those not understood should be placed in
guotation marks and explained.

forward, forwards
AP suggests without the s. The inclusion of an s is preferred in British English.

Full time (adv.), full-time (adj.)
Hyphenated only when used as an adjective. She works full time. She is a full-time employee.

frame relay
Lowercase.

GbE
The acronym for Gigabit Ethernet.

Gbps
The acryonym for Gigabits per second. 2Gbps (no space between figure and abbreviation).

GIF

The acronym for Graphics Interchange Format. Pronounced giff, with a hard “g”. A popular bitmapped graphics file format
that supports 8-bit color and is widely used on the Web because the files compress well. GIFs have a color table that
includes the most representative 256 colors used. Unlike the JPEG format, a GIF image will not deteriorate when an image is
compressed and resaved.

Gigabit
One billion bits. Abbreviate as Gb. 1Gb (no space between figure and abbreviation).

Gigabit Ethernet
Always capitalize both words.

Gigabyte

One billion bytes. Abbreviate as GB. Refers to amount of memory (DRAM, EDO, SRAM, et al.), storage capacity (hard drive,
drive array, tape backup, et Al.), or amount of storage space used by a file. A 1GB virtual drive (no space between figure and
abbreviation).

GPL

The acronym for General Public License, a copyright alternative designed by The Free Software Foundation that gives the
general public complete rights to copy, use and modify software code as long as they provide the same permissions to all
others. GPL also can be applied to printed materials, thus eliminating the need for users to obtain reproduction rights.
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handheld
One word as a noun or as an adjective.

hard drive
Two words.

he or she

To avoid sexist language, many writers use this alternative phrasing (in place of the generic he). Use it sparingly — preferably
after exhausting all less obtrusive methods of achieving gender neutrality. But he or she is preferable to he/she, s/he, (s)he and
the like.

healthcare
One word.

help desk, help-desk
Two words when referring to the entity; hyphenate when using as an adjective.

hertz
Abbreviate as Hz.

hi-def
High definition. No caps. Hyphenated.

high quality, high-quality
Hyphenate when used as an adjective.

home page
Two words. According to Merriam-Webster, it is incorrect to use the one-word version (homepage) at this time, but
dictionaries have been known to change to reflect modern usage. We will update this entry as common usage dictates.

hotline
One word.

HTML
The acronym for HyperText Markup Language: The document format used on the World Wide Web. Always uppercase. Use
acronym on first reference.

hyperlink
One word.

hypertext
A system of linking electronic documents.

in house, in-house
Style as two words unless it is used as an adjective, e.g., in-house counsel.

inbox
Lowercase.

inch
Spell out as 76-inch, not 76" unless a short—hand abbreviation is necessary for inclusion in a table cell or equation or when
referring to length and width combined (4" x 6”).

inkjet

One word.
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instant rebate
Lowercase.

Internet
Capitalize.

intranet
Intranet is a common noun (like network, for instance) and should be capitalized only when its placement in a sentence
demands it.

iPad, iPhone, iPod
Small /, capital P.

IT
The acronym for Information Technology. Acceptable on first reference.

JPEG
The acronym for Joint Photographic Experts Group pronounced jay-peg. A popular standard for compressing still images.
Acceptable on first reference.

job titles

If the title precedes the individual’s name, it should be capitalized; if it follows the individual’s name, it should be lowercase.
Capitalize a department name that’s included in a title if it's the full department name, regardless of whether it comes before
or after the name. (See more on style for titles in the Grammar and Punctuation section.)

Kickoff, kick off
One word as a noun. The Sales Kickoff in Denver was a huge success. Two words as a verb. It's time to kick off the event.

kilobyte
One thousand bytes. Abbreviate as KB. Refers to amount of memory (DRAM, EDO, SRAM, et al.), storage capacity (floppy
drive) or amount of storage space used by a file. Style as 640KB (no space between figure and abbreviation).

Kbps

Kilobits per second (Kbps). When referring to the movement or transfer of data, -bits is generally the appropriate suffix.
However, the use of -bytes is becoming more frequent as newer technologies increase transfer speeds beyond -bits. Typically
used when referring to data across a computer bus, along a telephone line and across a network. Style as 72Kbps (no space
between figure and abbreviation).

LAN
The acronym for Local Area Network. Acceptable on first reference.

login, logon, logoff, logout
One word in noun form. Use two words in verb form: / log in to my computer. We prefer login and logout.

market share
Two words. Hyphenate when used as an adjective.

Mbps
The acronym for Megabits per second. Style as 100Mbps with no space between the figure and abbreviation.

MBps
The acronym for Megabytes per second. Double-check the use of this abbreviation, since -bits is generally the appropriate
suffix. However, the use of -bytes is becoming more frequent as newer technologies increase transfer speeds beyond -bits.

megabit
One million bits. Abbreviate as Mb. Style as 7TMb with no space between the figure and abbreviation.
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megabyte

One million bytes. Abbreviate as MB. Refers to amount of memory (DRAM, EDO, SCRAM, et al.), storage capacity (hard drive,
CD-ROM, tape backup, et al.), or amount of storage space used by a file. Style as 128MB EDO RAM with no space between
figure and abbreviation.

megahertz
Abbreviate as MHz, not Mhz. Style as 733MHz with no space between figure and abbreviation.

megapixel
Lowercase. Spell out whenever possible. In tabular materials and where space is extremely tight, Mpixel can be used.

megawaltts
Abbreviate as MW. There is not a space between figure and abbreviation: SOMW.

mid
No hyphen unless a capitalized word or number follows. Mid-America, mid-Atlantic, mid-30s.

midmarket
One word.

midsize, midsized
One word, both versions are correct; hyphenate if being used as an adjective, e.qg., mid-sized business.

millimeter
When abbreviated, it is styled without space between the number and abbreviation: 4mm.

millisecond
The acronym for millisecond(s) is ms. It is one thousandth of a second, is a measure of a storage device's read or write time. It
also is used to measure data packet travel time on a network.

milliwatts
Abbreviate as mW. No space between figure and abbreviation: 720mW.

mind share
Two words.

money

Use numbers for amounts up to $1 million. $70, $700, $500,000. For amounts greater than $1 million, spell out and use up to
two decimal places. Do not use a hyphen. $5.35 million. In headlines and tables, it's acceptable to use capital K for thousands,
M for millions and B for billions instead of spelling out the amount. Use without a space between the number and the letter.
$5.35M

more than, over
More than is preferred on first reference with over used on next reference so as not to be redundant. WestconGroup has more
than 100 offices with over 3,000 employees.

multimedia, multitasking, multiprocessing, multifunctional, multivendor
When muiltiis the prefix, style as one word.

names
On first reference, use the person’s full name (first and last) and title. On second reference, use only the last name, without
the title.

Network Application Support

Digital implementation of open systems, which provides standards—based software, allowing a variety of workstations (VMS,
ULTRIX, Sun, DOS, Windows, OS/2, Mac, etc.) to interface via VAX and ULTRIX servers. Do NOT use as an acronym.
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new year
Only capitalize when referencing the actual holiday.

No.
Use as the abbreviation for number in conjunction with a figure, position or rank.

nonbranded
One word.

nonprofit
One word.

off-site, off site
Hyphenate when used as an adjective (off-site meeting) but otherwise style as two words (the meeting occurred off site).

offline
One word.

on board
You're almost always going to use on board (two words) unless it's being used as an adjective, e.g., onboard computers.

on-site, on site
As an adjective, hyphenate the words (on-site inspection) but otherwise style as two words (the staff is on site).

one-stop
Hyphenate as an adjective. Your one-stop source for all your networking needs.

online
Always style as one word.

operating system
After first reference, use acronym OS except in the plural form.

over, more than
More than is preferred on first reference with over used on next reference so as not to be redundant. WestconGroup has more
than 100 offices with over 3,000 employees.

p-m., a.m.
Always use lower case; always use periods. Use a space between the number and the a.m. or p.m.

page
Spell out, not p. or pg. Capitalize when used with figures, e.g., Page 10.

part time, part-time
Hyphenate when used as an adjective or compound modifier.

partner

Partner can be used to refer to either a vendor or a reseller. When referring to Westcon—Comstor partners, meaning both
vendors and resellers, use the term partner alone or business partner. When referring to either a vendor or a reseller, use
vendor partner, business partner or reseller partner.

PDF file
The acronym for Portable Document Format file, which is the file format used by the Acrobat document exchange system.
Acceptable on first reference.

percent
Always spell out, except in headlines or tables.
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phone numbers

Phone numbers should be written as follows: country code, area code, phone number with no dashes, periods or commas in
the phone number and a space between the first three digits and the last four Abbreviate extension ext., and option opt.
Example: Global Headquarters +7 9714 829 7000

plug and play
No hyphen as noun. Hyphenate as an adjective. Plug-and-play capabilities.

plug-in
Started out life as an adjective, but now works as a noun with the hyphen intact.

podcast
One word, lowercase.

postcard
One word.

Practices

When referring to Westcon—-Comstor Practices, capitalize. Westcon Security Practice. Westcon—Comstor Practices include
three capabilities: Cloud, Global Deployment and Services; and four technologies: Security, Unified Communications and
Collaboration, Networking and Data Center.

pre-sales, post-sales, pre- and post-sales
Hyphenate. Note that it's pre-sales, not pre-sale.

premier, premiere
Premier means best, premiere means first instance.

publication titles

Put book titles, TV shows, games and music titles in quotation marks. Do not use quotations around the Bible, software titles,
catalogs, handbooks, magazines, newspapers, newsletters and similar publications. Do not use quotes for websites or apps.
Also, do not capitalize the word “magazine” unless it is part of the proper title.

Q/Q,Y/Y
Quarter-over-quarter and year—-over-year typically styled with just the initial letters and are used to refer to revenue and
profit changes from one quarter or year to the next.

rackmount, rackmountable
Refers to servers that can be positioned in a rack. Style as one word.

RAID
The acronym meaning Redundant Array of Independent Disks. Acceptable on first reference.

RAM
The acronym for Random Access Memory. Acceptable on first reference.

read-only
Hyphenate.

realtime
One word.

reseller
Lowercase
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RFP, RFI, RFQ
Acronyms for Request for Proposal, Request for Information and Request for Quotation. Acceptable on first reference.

ROI
The acronym for Return On Investment. Acceptable on first reference.

rollout, roll out
One word as a noun. The product rollout was successful. Separate words as a verb. The vendor plans to roll out the revised
model next week.

rpm
The acronym for revolutions per minute. This is a rare exception where the acronym should be lower case: 7200 rom (noun),
7200-rpm (adjective).

resolution
Monitor resolutions should be indicated as follows: 800 x 600, not 800x600.

ROM
The acronym for Read Only Memory. Acceptable on first reference.

SAN
The acronym for Storage Area Network. Acceptable on first reference.

screen saver
Two words.

SCsI

The acronym for Small Computer System Interface pronounced “skuzzy.” SCSI is a hardware interface that allows the
connection of up to seven or 15 peripheral devices to a single expansion board that plugs into the computer called a SCSI host
adapter or SCSI controller. SCSI is widely used, from personal computers to mainframes.

SEO
The acronym for Search Engine Optimization. Acceptable on first reference.

Serial ATA
Abbreviate SATA. A serial protocol for storage devices that uses thinner cabling than comparable parallel IDE cables.
Acceptable on first reference.

service provider
Lowercase.

SKO
Sales Kickoff. Spell out on first reference then use the acronym.

SLA
This is the acronym for Service Level Agreement. No hyphenation, per industry standards. Acceptable on first reference.

smartphone
One word, lowercase.

SMB, SMBs
This is the acronym for small and medium businesses. It should be spelled out on first reference and then styled as
SMB thereafter.

SMoO
The acronym for Social Media Optimization. Write out on first reference.
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SOHO
The acronym for Small Office/Home Office. Acceptable on first reference.

solution provider
Lowercase.

SPIF
This is the acronym for Sales Promotion Incentive Fund. No need to spell out on first reference. This is often spelled SPIFF, but
we do not spell it that way since it doesn’t accurately reflect the phrase as an acronym; plural is SPIFs.

stand-alone
Hyphenate.

states
Use two-letter postal abbreviations (The Chicago Manual of Style). See Grammar and Style Section.

systems engineer
Always pluralize systems. Spell out on first reference. On subsequent references, use SE or SEs.

techno
As a prefix, hyphenate if following word begins with vowel; no hyphen if consonant. techno-universe, technoculture.

television/TV
Okay to use TV,

thin client
Two words as both noun and adjective.

through
Never thru. Available through Dec. 31.

TIFF
An acronym for Tagged Image File Format. This is a widely used bitmapped graphic file format developed by Aldus and
Microsoft that handles monochrome, gray scale, 8- and 24-bit color. Acceptable on first reference.

time

Use a colon to separate hours from minutes. It is not necessary to include zeros in full-hour times in narrative construction.
The webinaris at 11 a.m. Use a.m. and p.m. without capitals and with periods and a space after the number. Use an en dash
with a space on either side to depict spans of time. 70:00 — 10:30a.m., 11:00a.m. — 1:00 p.m.

time frame
Two words.

touchscreen
One word.

toward, towards
AP suggests without the s. The inclusion of an s is preferred in British English.

trade show
Two words.

ultra wide
Two words. Hyphenate as an adjective.

under way
Two words. The promotion is now under way. Underway is an adjective referring only to boating.
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Unified Communications and Collaboration
Spell out except when space is limited then use the acronym UCC.

United States, U.S.
Spell out when it stands alone; use U.S. when it is a modifier.

UNIX
Not Unix.

upload/download
One word. To transmit data from a computer to a bulletin board service, mainframe or network. In a communications session,
download means receive, upload means transmit.

upsell
One word. It means to add on associated products or upgrades, typically at point-of-sale.

URL
The acronym for Universal Resource Locator, the address of a website. It refers to an entire World Wide Web address.
Acceptable on first reference.

USB
The acronym for Universal Serial Bus. Acceptable on first reference.

value-added reseller (VAR)
Not Value-Added Reseller or value added reseller. The acronym VAR is acceptable on first reference. Even though it's an
acronym, it should be lowercase when spelled out.

vendor partner

Understood internally as those manufacturers and software publishers whose products Westcon-Comstor distributes. For
clarity in externally aimed copy, use manufacturer or software publisher as appropriate or place in a context that makes the
intended meaning precise.

videoconference
One word.

VoFR, VolP
The acronym for Voice over Frame Relay, Voice over Internet Protocol.

voice mail
Two words.

WAN
The acronym for Wide Area Network. Acceptable on first reference.

Web
Capitalize.

webcam
Lowercase.

webcast
Style similarly to broadcast, a webcast is a transmission over the Internet of an event such as a concert or conference. The
event is prerecorded. Use lowercase.

web conferencing
Two words both lowercase.
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webinar

This type of Internet-based seminar is offered live via teleconference or streaming over the Internet. Use lowercase.
(See webcast).

website

One word, lowercase.

Westcon
Part of our go—to—market brand, Westcon-Comstor. Stands alone only when referring to one of our four technologies.
Westcon Security Practice. The Westcon brand includes a variety of vendors offering these technologies.

Westcon-Comstor
Westcon hyphen Comstor, no spaces. This refers to our go—to—market brands.

Westcon-Comstor Capabilities
Three of the seven Westcon—Comstor Practices. Include: Westcon-Comstor Cloud, Westcon—Comstor Global Deployment and
Westcon—-Comstor Services.

Westcon-Comstor Practices

When referring to Westcon-Comstor Practices, capitalize. Westcon Security Practice. Westcon—-Comstor Practices include
three capabilities: Cloud, Global Deployment and Services; and four technologies: Security, Unified Communications and
Collaboration, Networking and Data Center.

Westcon-Comstor Technologies
Four of the seven Westcon—-Comstor Practices. Technologies are offered either through Westcon or Comstor not as
Westcon-Comstor. Include: Security, Unified Communications and Collaboration, Networking and Data Center.

WestconGroup
WestconGroup is our legal corporate name. It is used in the context of legal, compliance and financial matters.

Wi-Fi
Capitalize the W and the F. Hyphenated.

workflow
One word.

workplace, workstation
One word.

worldwide
One word, except as World Wide Web.

World Wide Web
Capitalized.

Y/Y, Q/Q
Year—-over-year and quarter-over—quarter typically styled with just the initial letters and are used to refer to revenue and
profit changes from one quarter or year to the next.

ZIP code

All cap ZIP but lowercase code. ZIP is an acronym for Zoning Improvement Plan. A comma is not necessary between the state
name and the ZIP code.
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abbreviations and acronyms

Acronyms are abbreviations pronounced as a word, such as NASA. Initialisms are abbreviations that are pronounced as a series
of letters, such as ATM and DNA. Uncommon acronyms should be spelled out on first reference with the first letter of each
word capitalized. After first reference, the acronym can be used. First reference: small and medium business; Second reference:
SMB.

For corporate titles, spell out the title on first reference and use acronym for every reference after. Exception: CEO does not
need to be spelled out on first reference. First reference: Chief Marketing Officer; second reference: CMO.

WestconGroup regions should be spelled out, except when used in tables, lists or headlines where space is limited. The
exception is the acronym EMEA for Europe, Middle East and Africa can be used throughout.

Spelled out: Asia Pacific; acronym: APAC

Spelled out: Latin America; acronym: LATAM

Spelled out: North America; acronym: NA

EU
As an abbreviation for European Union, do not use periods. Can use abbreviation on first reference.

Us.

As an abbreviation for United States, use periods for U.S. Can use abbreviation on first reference.

Exceptions: When used as part the Westcon or Comstor title: Westcon US, Comstor US. Also when used in a headline, do not
use periods.

USA
As an abbreviation for United States of America, do not use periods. Can use abbreviation on first reference.

bulleted lists
Use periods for bullets that are sentences. For bulleted statements, do not use bullets. Do not mix styles.

When using a bulleted list of statements without periods, do not include a period at the end of the last bullet.

capitalization of titles/departments

Capitalize position titles when they precede the person’s name, e.g., Chief Financial Officer Cathy Jessup. When the title
follows the individual’s name, it should be lower case, e.g., Cathy Jessup, chief financial officer.

Capitalize Practice names, e.qg., Security Practice, Cloud Practice.

Capitalize the names of Westcon—-Comstor teams, e.qg., The Digital Transformation team.

Capitalize the names of department, e.g., Global Marketing department, Human Resources department

comma, use of

When used with quotations, commas always go inside the quotation marks. Commas are used to separate elements in a
series but should not be placed before the conjunction in a simple series. Westcon inventories, distributes and supports many
products. However, you should use a comma before a conjunction in a series if it is followed by a subseries that also contains
a conjunction, e.g., Westcon-Comstor distribution regions include: North America, Latin America, Asia Pacific, and Europe, the

Middle East and Africa.

Use a comma in numerical figures larger than 999. The exceptions are product names, street addresses, broadcast frequencies,
room numbers, serial numbers, lumens, resolution, telephone numbers and years.

Use a comma to separate an introductory clause or phrase from the main clause. To give resellers a competitive edge,
Westcon-Comstor offers a variety of services to augment and expand our customers' offerings.

Use a comma to separate main clauses joined by a conjunction when the subjects of the clauses are different. The test was

© 2016 WestconGroup, Revised January 2016

112



113

Grammar and Punctuation Section

accurate, and the results were favorable. You may omit the comma if no confusion would result. Jack went up the hill and Jill
went down.

Do not use a comma between the name of the corporation and Inc. as well as Ltd.

dash, use of

Use an “em dash” to indicate a sudden break in thought that causes an abrupt change in sentence structure. Her entire family
— even her dog — speaks with a Southern accent. Em dashes should contain spaces before and after. An “en dash” is used to
divide a date or time range. En dashes should have a space before and after the dash.

Note: If the sentence containing the em dash is split between two lines, the em dash should appear at the end of the line, as in
this example:

"Her entire family — even her dog —
speaks with a Southern accent.”

ellipsis (...)

An ellipsis has multiple uses. It can indicate that words have been left out in quoted material. It also can be used to indicate

a pause in speech, an unfinished thought or, at the end of a sentence, a trailing off into silence. Finally, an ellipsis can be used
for omissions between sentences (which requires a period and a space followed by three dots: . ...). An ellipsis at the end of a
sentence with no sentence following it should be followed by a period (for a total of four dots) (The Chicago Manual of Style).
Our style is to include a space before or after the ellipsis.

Avoid using ellipsis and instead rewrite to make the sentence meaning clearer to the reader.

headline and title styles

Use title case (initial caps) for headlines and use sentence case for subheads as well as for headlines that are complete
sentences with punctuation. Exceptions are generally based on typographical or graphical treatment. When using initial caps,
articles, conjunctions and prepositions of four or fewer letters should be lowercase, unless they‘re part of a proper name or
are the only lowercase word in the headline.

In titles and headings, capitalize words that form parts of hyphenated compounds without regard for hyphens.
Examples:

The Future Of Server-Based Computing

New Do-It-Yourself Guide

sentence case:
Only the first word is capitalized. (Email subject lines should be in sentence case.)

title case:

Every word is capitalized except articles (“a,” “an” and “the"), coordinating conjunctions (“and,” “or,” “but,” “so,” “yet”
and “nor”) and prepositions with four or fewer letters (such as “in”) unless it's the only lowercase word in the headline or
subhead. Also, the first and last words should always be capitalized, regardless of what they are.

"o

hyphen, use of

Hyphens are joiners. Use them to avoid ambiguity. She recovered the sales territory (Qained back the sales territory). She
re-covered the sales territory (went back out, perhaps calling on customers). Also, use hyphens to form a single idea from two
or more words. Our second-quarter earnings, a part-time job. In general, use a hyphen to form a compound adjective before a
noun, i.e., high-technology manufacturer.

months
When followed by a specific day or date range, abbreviate the following months:
Jan., Feb., Mar., Apr., Aug., Sept., Oct., Nov. and Dec. Spell out May, June and July.
When used with a year, spell out the month. For dates, always use Arabic numerals alone, never 1st, 2nd, 3rd or 4th
unless the number comes before the month e.g., 30th of June.
January 2015 was a cold month.
Offer good now through Aug. 31.
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When a phrase refers to a month, day or date range and a year, spell out the month and place a comma following the date(s).
If there's a date range, separate the range with an en dash and spaces before and after.

January 29, 2015, was a wonderful day. Or 29 January, 2015 was a wonderful day.

Join us Jan. 29 — 31. Or Join us 29 — 31 Jan.

Join us January 29 — 31, 2015. Or Join us 29 — 31 January.

When the month follows the day, spell out the month and follow the day with st, nd, rd or th as appropriate:
The 1st of April puts some people on edge.

numbers
Except as noted below, spell out numbers one through nine and use numerals for 10 and above.

Spell out numbers at the beginning of a sentence or rewrite the sentence. The only exception: a numeral that identifies a
calendar year.

Wrong: 30 vendors signed up for the Security Program last year.

Right: Last year, 30 vendors signed up for the Security Program.

Right: 2014 was a very good year for Westcon-Comstor.

Right: Seven account managers were promoted last year.

If a passage includes numbers that follow one another, one should be spelled and the other should be represented as a
numeral, particularly if it reflects a unit of measure.

Example:

We used ten 2-gallon cans of red paint on the garage.

Always spell out and hyphenate simple fractions.

Examples:

One-half of the pies have been eaten. A two-thirds majority is required for that bill to pass in Congress. Write decimals as
numerals. Put a zero in front of a decimal unless the decimal itself begins with a zero.

With numbers containing decimal points, use a comma only when the number has five or more digits before the decimal
point. Place the comma in front of the third digit to the left of the decimal point, e.g., 15,235.05.

The following examples apply when writing dates:
Examples:

The meeting is scheduled for June 30.

The meeting is scheduled for June 30, 2015.

The meeting is scheduled for the 30th of June.

We have had tricks played on us on Apr. 1.

The 1st of April puts some people on edge.

Hyphenate all compound numbers being written out from twenty-one through ninety-nine, e.q., if the compound number
begins a sentence.
Example: Twenty-nine people won an award for helping their communities.

Punctuation and usage examples:

. A five-year-old girl
three-year warranty
nine-pin connector
two-port printer
six-foot cable
two per customer
the 1990s (no apostrophe)
the '90s (place an apostrophe where there are omitted numbers, i.e., “19")
The board voted five to four
five cents
250-watt power supply
Number one distributor
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0.6 percent market share
18-percent increase

ratio of 2:1

five-user system

10Base-T, 10Base-TX or 100Base-T
75 Ohm cable

35mm film

4X read / 8X write

3X zoom lens

1024 x 768

1200 x 1200dpi

1200-dpi printer

1000 lumens

1000-lumen printer

8.5"x 11" (in a table)

8.5- by 11-inch (in narrative)
5-, 10-, 25- and 50-user packs
5.0 megapixels

5.0-megapixel sensor

parentheses
Place a period outside a closing parenthesis if the material inside is not a sentence (such as this fragment). (An independent
parenthetical sentence, such as this one, takes a period before the closing parenthesis.)

phone numbers

Phone numbers should be written as follows: country code, area code, phone number with no dashes, periods or commas in
the phone number and a space between the first three digits and the last four Abbreviate extension ext., and option opt.
Example: Global Headquarters +7 974 829 7000

possessives

The possessive case of single and plural common nouns that do not end in an s or z sound are formed by adding an
apostrophe plus “s” to the end of the word.

Examples:

the boy's mother

at her wit's end

The possessive case of singular nouns ending in an s or a z sound is usually formed by adding an apostrophe plus “s” to the
end of the word.

Examples:

the press's books

the boss's desk

the audience’s reaction

The possessive case of plural nouns ending in an s or a z sound is formed by adding only an apostrophe to the end of the
word. One exception to this rule is that one-syllable irregular plurals are usually formed by adding an apostrophe “s”.
Examples:

horses’ stalls

consumers' confidence

Do not use an apostrophe to show the plural form unless you are pluralizing a single letter as shown below:
Correct:
Mary received all A's in her MIBA courses.

The '90s were the IT industry's best growth years.
All SPIFs are valid through the end of the month.
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Incorrect:
Spring temperatures are in the 60's.
Our SE's are the best in the business.

quotation marks

Double quotation marks (“x”) surround the exact words of a speaker or writer. If a full paragraph of quoted material is
followed by a paragraph that continues the quotation, do not use close-quote marks at the end of the first paragraph.
Do, however, put open—quote marks at the start of the second paragraph. Use single quotation marks for quotes within
guotes. Use three marks together if two quoted elements end at the same time: She said, “He told me, ‘I love you."” When
using quotes for a word used ironically, use double quotes, i.e., The “debate” turned into a free-for-all. As a general rule,
punctuation is placed inside quotation marks unless the quoted content is a phrase at the end of a sentence and the
punctuation relates to the larger sentence overall.

semicolon

Use a semicolon between two main clauses not joined by and, but, or, nor, for. It is time to go, there won't be another
opportunity like this. Use semicolons between elements in a compound series. These machines are used by: Tom, the engineer;
Ralph, the administrator; and Bob, the janitor.

slash

This is a slash: /. Because it leans forward, it is sometimes called a forward slash. In body copy, do not include a space on either
side of the slash. In headlines or as design elements dictate, do include a space on either side of the slash for easier readability.

Trademarks and Copyrights

In Westcon-Comstor publications, do not use vendor or product trademarks, copyright or registered marks. Use the
following disclaimer:
All brand names in this publication are trademarks of their respective companies.

Corporate Copyright:
For all marketing materials published for external audiences by Westcon-Comstor, Westcon or Comstor, including pages for
the Web, newsletters, brochures, flyers, handbooks, publications and presentations, the following copyright statement is used:

© 2016 WestconGroup

Use of Citations

Always include a citation when using substantiated copy. Cite source either in the body copy or as a footnote. Industry
analysts at IDC forecast a 10-percent increase in the global IT Security Market for 2016.

© 2016 WestconGroup, Revised January 2016
116



Westcon &¢ Comstor

o EREGET T

Delivering Résults Together

powered by WestconGroup

© 2016 WestconGroup



