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NHI Contractor, 
 
The NHI Style and Standards Guide was developed to give our NHI contractors guidance in 
developing our training curriculum. This guide will provide detailed instructions for Instructor-
Led, Web-Based, and Web-Conferencing Training development. The NHI Style and Standards 
Guide is structured into four parts: a style guide and three sections of appendices.  
 
This style guide addresses: courseware types (ILT, WBT, and WCT), style, grammar, 
punctuation guidelines, numbers, as well as guidance to writing clear learning outcomes for 
course materials.  
 
The appendices are a set of standards that include courseware samples and it also provides 
detailed guidance for all phases of development for all courseware types. For example you will 
find for NHI Instructor-Led Training an: instructor guide, participant workbook, preliminary 
lesson plan, and various samples for other printed materials. The sample covers Lesson 7: Using 
Freight Planning-Freight Project Development which is part of NHI course, Advanced Freight 
Planning.  
 
The guidance in this document is to be adhered to when creating NHI training material. 
However, there is a process to deviate from the NHI Style and Standards Guide by doing the 
following:  
 

1. Document and forward your change request to your COTR identifying:  
 What to change 
 The training benefit 
 Associated cost, if any 

 
2. The COTR will either approve the change or disapprove it. 
3. If approved, please keep a file copy of approval. 
4. When it comes time to submit your final deliverables please include all approved 

changes.  
5. The COTR will then make the approved change requests a part of the course file. 

 
If you have any questions about the NHI Style and Standards Guide or the change request 
process, please consult your COTR.  
 
Thank you, 
NHI Training 


