
S TO R I E S ,  N E W S A RT I C L E S & P R E S S R E L E A S E S

NBDC COMMUNICATIONS



In order to understand NBDC Communications and how the communications team can 

disseminate information, we first need to have a basic understanding of vocabulary, terms and 

procedures.

When the NBDC team uses the same terminology and understands the roles and expecations 

of the communications team, we can collaborate more effectively.

In this document:

 ■ We will define the terms and vocabulary currently used. 

 ■ Explore the current options for news-worthy content.

 ■ Review procedures so team members understand expectations.
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Vocabulary

CHAPTER 01

So many labels! Let’s break it down so we know what we’re talking 

about.
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Let’s start with identifying the frequently used terms and labels used at NBDC:

Homepage: The introductory page of a website, typically serving as a table of contents for the 

site and set as the default page on a browser. NBDC’s Homepage showcases links to other 

pages on our site. We also display teasers to current news or stories that link to those pages.

NBDC News Center: This is a page on the NBDC site that hosts all of our news-worthy 

information. It is currently categorized by Featured, News, Program Highlights and Media 

Mentions. The News section automatically populates to the NBDC Homepage.

Client Story: Previously known as Success Stories. Stories about NBDC clients who have worked 

with an NBDC program within the past year and can demonstrate business success as an 

outcome of using NBDC services. These stories are found in the Featured section of the NBDC 

News Center.

Program Highlight Story: Stories that showcase an NBDC program’s body of work, milestones, 

services or team member achievements (includes graduate assistants and student workers). 

These stories are currently found in the Program Highlights section of the NBDC News Center.

News Article: This is any news-worthy story that is featured in our News section of the NBDC 

News Center. By creating an article on our site, we can now share the link in an email, social 

media post on other websites or university pages. Ex. Maverick Daily.

Press Release: This is similar to a News Article, however, the intent is to share it via email to 

the Media Outlet* contacts. The goal is that the story will be picked up and shared by a Media 

Outlet. There is a certain format required for the copy. A Press Release will also exist as a News 

Article on the NBDC News Center in the News section. Media Outlets rarely pick up Press 

Releases. This news has to be high value.

*Media Outlet includes Nebraska newspapers, radio, and tv news stations.

Vocabulary
Chapter 1
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Client Stories

CHAPTER 02

What are Client Stories?



4

Client Stories provide social proof and establish trust. Client Stories are stories 

about NBDC clients who have worked with an NBDC program within the 

past year and can demonstrate business success as an outcome of using 

NBDC services. These stories are found in the Featured section of the NBDC 

News Center.

Client Stories
Chapter 2
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Program Highlight 
Stories

CHAPTER 03

What are Program Highlight Stories?
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Just like Client Stories, Program Highlight Stories provide social proof 

and establish trust. Program Highlight Stories (Program Stories for short) 

showcase an NBDC program’s body of work, milestones, services or team 

member achievements (includes graduate assistants and student workers). 

These stories are found in the Program Highlights section of the NBDC News 

Center.

Program Highlight Stories
Chapter 3
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News Articles

CHAPTER 04

What are News Articles?
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News Articles are time-sensitive, newsworthy stories that are featured in our 

News section of the NBDC News Center. These include announcements, 

service updates, new hires/promotions, award winners, etc. By creating an 

article on our site, we can now share the link in an email, social media post on 

other websites or university pages. UNO’s Maverick Daily, the daily email that 

goes out to faculty and staff, can access these pages and easily share in the 

email.

 ■ News Articles are displayed as a webpage on the NBDC News Center. 

 ■ News Articles added to the News section of the NBDC News Center 

automatically display on the NBDC homepage in the News and Events 

area.

News Articles
Chapter 4
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Press Releases

CHAPTER 05

What are press releases?



13

This is similar to a News Article, however, the intent is to share it via email 

to the Media Outlet* contacts. The goal is that the story will be picked up 

and shared by a Media Outlet to gain exposure and reach. A Press Release 

sent out via email will also exist as a News Article in the News section on the 

NBDC News Center. However, not all News Articles will be shared with Media 

Outlet Contacts. Media Outlets rarely pick up Press Releases. This news has to 

be high value.

There is a certain format required for the copy 

within the Press Release.

Press Release Format:

 ■ Contact information and “For Immediate 

Release” at the top 

 ■ Title and italicized subheading to 

summarize the news

 ■ News location and newspeg in opening 

line

 ■ 2-3 paragraphs to add Information

 ■ 1-2 Quotes from key stakeholders

 ■ A “###” at the end

 ■ Company description at bottom - also 

called the Boilerplate

Press Releases
Chapter 5

*Media Outlet (the Press) includes Nebraska newspapers, radio, and tv news stations.
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Contact information and “For Immediate 
Release” at the top 

Title and italicized subheading to 
summarize the news

News location and newspeg in opening 
line 

2-3 paragraphs to add Information

1-2 Quotes from key stakeholders

A “###” at the end

Company description at bottom - also 
called the Boilerplate

Did you know: The News Articles that 
are on the NBDC News Center follow this 
same format?!
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Procedures

CHAPTER 06

How do we create and share this content?
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In order to create content, we need to understand who does what and when. 

Let’s dive in to see what the current process is for obtaining and sharing 

NBDC news and stories with the public.

Digital Communications Team:

Ellen Lincoln: print design, website, contract writer 

coordination

Jen Decker: website, email, social media

Jerry Parriott: leadership, schedule management

Nick Schinker: contract writer

Client Story and Program Highlight Story

NBDC uses an editorial calendar to plan for stories 

a year in advance. This calendar/schedule is a 

guide for staff accountability and expectations. 

However, as events and new opportunities present 

themselves, it’s important to be flexible so we can 

share the most relevant stories as they happen. At 

minimum, we should have two new stories each 

month.

1. Leadership meets to assign Client Stories & Program Highlight Stories for 

the upcoming calendar year. Typically 2 stories/month. 

2. Initial Identification Due. This is the date Ellen contacts the Program/

Consultant to identify the Client (Client Story) or Topic (Program Highlight 

Story).

a. Client Stories: Consultant contacts their Client to obtain consent for 

story. With consent:

i. Client is informed they will be contacted by our Contract Writer and 

interviewed. 

ii. Consultant asks the Client to provide a high resolution image that 

Procedures
Chapter 6
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showcases their business, staff, signage, etc.
b. Consultant provides to Ellen: Client’s business 

name, point of contact, email, phone number and 
address. Ellen shares this with the Contract Writer.

3. Contract Writer will interview all parties involved: 
NBDC staff, clients or partners and draft the story for 
Ellen. Approximately 2 weeks for turnaround.

4. Ellen shares submitted story with NBDC staff and/or 
Client for approval.

a. Client Stories require a signed media release via 
Adobe Sign and Ellen files accordingly. 

b. Updates Client Stories spreadsheet.

5. Once story is approved, Jen creates a webpage for  
story using the News Article template to be displayed 
on the NBDC News Center. 

a. Client Stories are added to the Featured section.
b. Program Highlight Stories are added to 

the Program Highlights section.

c. Order: newest story first.

d. Both Client and Program Highlight 

Stories are available in a professionally 

designed pdf format. Requests for those 

go to Ellen.

6. Jen creates NBDC Newsletter using email 

template in HubSpot. Each month, the new 
stories are applied to the newsletter.

7. Jen sends approved NBDC Newsletter 

email to stakeholders and subscriber list in 

HubSpot per the editorial calendar.

8. Jen updates NBDC Homepage with new 

stories each month.

9. Consultant/Program presents their stories 

at the staff meeting/quarterly meeting per 

editorial calendar.

Chapter 6 continued.  .  .
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News Article

News is time sensitive. We strive to be very flexible with getting relevant and timely 
information out to the public. Below outlines the current procedures for News Articles.
1. Requests for News Articles go to Jen.

2. The Requester needs to provide to Jen the details:
a. Who, what, where, when, why, how.

b. Suggested copy or summary.

c. Quotes, links or files to help support the 

News Article.

3. Jen creates a webpage for the News Article 
using the News Article template. Images must be 1200x800 pixels per University 
Communications. 

4. Jen writes and formats article and publishes webpage to the News section of the NBDC 
News Center.

5. News Article URLS are shared via:

a. NBDC Newsletters & transactional emails
b. Social Media

c. Maverick Daily (UNO Staff & Faculty Newsletter)
d. Partner websites/Partner Social Media

Press Release

Press Releases take the traditional web-based News 
Article a step further. The copy from the online News 
Article is applied to the Press Release email template in 
HubSpot to be emailed to our Media Outlet Contact lists. 
We’ve been advised to limit our Press Releases to high-
value content. 

1. Requests for Press Releases start with Jen.
2. Media Contacts are grouped by city. Requests require 

targeted cities.

3. Same instructions for a News Article applies.
4. Jen will publish News Article on NBDC News Center 

and email Press Release to Media Contacts.

Chapter 6 continued.  .  .

The NBDC Newsletter can include Client 
Stories, Program Highlight Stories and 
News Articles!
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Closing

CHAPTER 07

Final Thoughts
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Having a unified communications guide will support our efforts to continue 

to promote NBDC programs, services, news and share our clients’ success 

with the public and our stakeholders.

With technology advancements, staff turnover, updated vocabulary, program 

changes, as well as, changes to NBDC objectives, it is advised this document 

be reviewed on an annual basis and if necessary, updated and shared with 

the NBDC team. 

Last Modified: March 16, 2021 

Author: Jen Decker

Closing
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