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NBDC COMMUNICATIONS

STORIES, NEWS ARTICLES & PRESS RELEASES




Intro Page

Introduction

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:
s We will define the terms and vocabulary currently used.
m  Explore the current options for news-worthy content.

m  Review procedures so team members understand expectations.
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CHAPTER 01

Vocabulary

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

about.
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Chapter 1

Vocabulary

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.




CHAPTER 02

Client Stories

What are Client Stories?
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Chapter 2

Client Stories

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.
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CHAPTER 03

Program Highlight
Stories

What are Program Highlight Stories?
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Chapter 3

Program Highlight Stories

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.
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CHAPTER 04

News Articles

What are News Articles?
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Chapter 4

News Articles

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.

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

s News Articles added to the News section of the NBDC News Center
automatically display on the NBDC homepage in the News and Events

area.

nbdc



AL O ISP, AT Rl T

Mebrstka Bosinets Divilopmant Cénler

M = N Y e - v & Tehasiogy T ol s ek ® i

Hatbretka SEDC Armeances Hew BuySide Program

NO-COST BUSINESS VALUATION ; P T p—
FOR BUYERS Coimr e

Buy:ice

Densna Mol asks sy B : it x Mootn muls Faase b
" i i ' g .
2 o ¥ I F
.. ¥ . e = b [ i & - =
i i [ [ L wad
n [ - 1
e & P e Tha o - & . ¥ k. .

AT B 1By AL MW W O T T COOTE

v e e B s Ly

Canmech ssth us!

ooan

Webrazhs Honmens: Developmet Center

COMTATT UG ST

Hiuin main Bawwnn i Symetwri o Carafiend Ddwiory
R P s ToE e
e Ll [

o h 1S

nbdc



CHAPTER 05

Press Releases

What are press releases?
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Chapter 5

Press Releases

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. HEWS HELEASE

There is a certain format required for the copy

within the Press Release.

AN T2019 FOR IMMEDMATE RELEASE

cantast: Jen Decker
Press Release Format: phone: 402554 3616
amall: jeoniferdeckaafBunomana sdu

m  Contact information and “For Immediate mk to originad srticis: MRLL CTess Soteiea

Release” at the top NBDC and Nebraska Extension Launch University of

s Title and italicized subheading to Nebraska SourceLink® Resource Navigator

. Online tool will connect entrepreneurs with University of Nebraska
summarize the news resources.

i i i Omaha, NE - Mabraskn Busingss Develeamant Conder (MEDC ) ab e Uniarairy of
= News location and newspeg in opening kit e Cran fHHIOT A 15 Hatic it Eaanato o faie
. (G, recantly anstunced Me launch of tha University of Nebraska Sourcedins
line Resource Navigaior

. Cvar he past twa years. GV, NEDG and the Rural Fulans Instiut (RF1 hava

» 2-3 paragraphs to add Information collaboranea fo Sunpart Me LarsIy's e I he economic and communy Success
across Neoraska,

= 1-2 Quotes from key stakeholders Ay Sl with thr Kauffman Feundation says, “Entrapronaurial kil 5 unharsal bl

entrepreneulial coosysiams are noL” A powerlul way 10 stengthen the enviccament tor

s A“HH#H#" atthe end Dusiness development is easy access 10 avalabie resources and services Mhal
BRIEprANAUS nasd and wan, Menmaska Sourcalinks provides web-hased infrasinicoure

N thal Fitigs enirpreniws lcat (N gt resowrces al e right time accanding to Gen
s Company description at bottom - also Macke, Communy Vitaitly inflialive, Nebeaska Extension, UNL

H Sinca its rallout, masurcs pArnes Bsted on tha Linksearsity of Nebraska Sourcal ink®
ca | Ied th e BOI Ierplate Hesource Nivigaior hie slarod Seeing Mouines Mom entraprenaurs
am excived that the YWesniing Enpeprenewship Creg 5 par of Sowcelnk®, Ag a
provider of Al SLppe far enireprensurs, W depend an Menbfving opporuniess o
provide Uimay legal services.” said Brell Siohs, Direcier, Entreprenewnship Legal Chnic
UNL "Though the platform only recenlly rolied oll, we've already connéchad wilh an
anreprangur who found ws through the plathonm, amd we leok lorwand [0 asdressang har
nRAES I i near ot

. Calhering Lang, S1ate Dractor of the Nebraska Business Development Canor, &5 aucitad
for e CopoIUNiTy to deliver a resource 1004 that will help factitate the connections of
BRNERIERALS ANd businass develapment resalna providers.
“Thie Liniversity of Nebraska Nas many programs and senices b0 suppot
enrapreneurship, innovason @nd business developmean - inding thoss resources can be
& challEnge for 4 busy busineas paner The Unhenty of Nabraska Sourcalink®
Hesource Navigator and the cannecbions it wil faciitale wil supparn Mebwaskans as hay
bustdl the Nebraska economy,” Lang saed.

The kang-tarm gosl of e piol 15 5 add nonpralit MacUrces Sarners aulsiss af tha

*Media Outlet (the Press) includes Nebraska newspapers, radio, and tv news stations.
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HEWE RELEASE

ARERTASNA FL
ORVELO®BENT

WTI2019 FOR IMMEDIATE RELEASE
comtact; Jon Dackar

phomna: 402 55483618

emadl: pEnnilendeckerilmomans ey

link 10 original aricle; MBDC Press Release

Title and italicized subheading to
summarize the news

NBDC and Nebraska Extension Launch University of
Nebraska SourceLink® Resource Navigator

Contact information and “For Immediate
Release” at the top

Online tool will connect entrepreneurs with University of Nebraska
resources.

Canaha, ME - Nobrigks Blsingss Devilopmant Lentef (NBDG) i B LUnvarsity ol
Hobrmgki @ Gimahg (WHO) and e Noleaske Extension Gommanity Yilissy initigliye
(GVT), recently annalnoad the launch of the University of Netiraska SourceLink®
Rexsource Navsgalor

News location and newspeg in opening
line

Crer e parst owd years, OV, NBDC and the Rural Futunes Instumume (RFF) nave
caollaboraled 1o SupDot he Linvarsiny s fole in (e deanamic Snd SommLngy sLECARs
Bornas Neorasks

Andy Sioll wath the Kaufmen Foundation says, “Entrapranaunal @lend 1§ uneverssl but
b RONLTG) SCosYRIIMS are ol A powariu way 10 sirengmen 1 srvinormont fof
brsingss doviopmant IS UEEY access 10 avallaie resounces and services thal
entrapraneuns nied and wani. Nebraska Seurcelink® provedes wieb-Dased inliastnudiung
Ihal felps entreprenears Bcale e nghl fresources at the aghd limé acconding & Don
Macke, Gommunity Vilaéy nitatve. Nebraska Extension. LikL

2-3 paragraphs to add Information

Ance its roligut, resounce parmens Ested on the Uinkversity of Medraska SounceLink®
Resaurce Nnvigain: iave siarmad sasing inqumes rom sntepransurs

*| am axcibed thad the Weibng Entrepreneurship Chini is part of Sourcelink®, Az a
provider of kegal zuppor or enirepesnaws, we depend on klentilying opportunites fo
provide tmaoly logal sordices.” siud Brolt Sichs, Dimctor, Entrapronsurshen Legal Clinc
LINL. “Though tha platfonm coaly mecently ntied oul. ware already. comnscied with an
Enbraprariar witd 1oand us Ihnough e platitam, Nd wid feok Irwand 10 addrassand Ml
M5 i Ly M fudLang.”

Cathverrineg Lang, Stave Direcior of the Medracka Busingss Developrment Comer, i excied
for the pporuniTy (0 deliver 3 resource ool the will ielp Taciii@ie 1he Conneclions of
SNUERMERRLS ANd DEsiness davropmant Manurcs providens

The Uintversty of Nebroaaka has many programs and services 0 support
entrepmeneurship, inngvation and business developmen - finding those mesouces. can be
d challenge lor 8 busy Dusindss cemer. The Universily of Nabraska Seurcelines
Rescurce Navigalor and (e connecions o will Tacililals will suppert Noraskans as oy
Ll thi Mol aska econamy,  Lang sakl

1-2 Quotes from key stakeholders

The iong-berm goal of the pilod s o acd Ronprodil restarces parners ouside of e
university sysbam & include a people-powened Call canter, Nog postngs, and a calendar
for regionsl and sae avems. Connecing enneprantunal Pesourcas [ Communinas,
BENGOE, And BnIapraneLrs (8 the irmend of ha Nebraska EnrapransLrahip inieative,

To check o the lock, nnvigade [0 pebrasks edwe'sourcelink For questions fegardng the
tood or the above Inflingves, please contad Connie Hanoock wath CV

chancock ] Eunl edy or 305235 5442

g A “U##” at the end
About Nebraska Buslness Development Contor
The Habraska Busingss Devalopmend Centar (MEDC) heips Nebraska businisses star, Company descrlptlon at bottom - also
Qruw v devesap, by slungiiening Mebraska DUEsmEsses for @ hegiliy economy and .
prOspRIOuS communities, NBOG |s a Universty of Nebraska at Omaha cenber thal called the Bo:lerplate

provides confdenial consullng Dusiness developmean sanices aCcnoss Nebraska 1o
EOepEnaurs amd bisiness owners fof the Me cycle of thed Dusiness. NBDC parneds
with e Uneversity of Mebraska-Lincoin, Universay of Nebraska at Keamey, Liniversity of
Nebrasks Madical Center, Wayna Siae College, and Cnadran Sinde Collags bo daiver i
BANVICRS BERNSWIOA. Tha LS. Small Burinesa Agmanisration (SBA), tha U5 Datenes
Logistics dgancy (DLA) the L5 Bepariment of Commarce (EDWA), and olher laderal
stale and privade ceganizationx support NBDC. Visil phdc unomastn, sy bor moms
indoemalion

' Did you know: The News Articles that
are on the NBDC News Center follow this
® same format?
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CHAPTER 06

Procedures

How do we create and share this content?
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Chapter 6

Procedures

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

13 months

Publication
&
Presentation Identification NB
Month Prog G Client or topic due date | Meetir
January  [SBDC Aretha Enlighten 8-Dec-20| 11-le
PTAC Meghann Genesis
February |NBDC Cathy CARES Act 4-Jan-21| 8-Fe
SBDC Craig Client
Sourcelink Scott Program
March NBDC Cathy Awards B-Feb-21| 15-M
Qrtly
April PTAC Veronica Program (video) B-Mar-21| 12-A)
Sourcelink Scott Program
SBDC Aretha GA's [all GA's)
May SBDC Charlie Client 1-Apr-21| 10-Mm
FAST Laura Tech Transfer Day
NBOC 7 EEC/Partnerships
June SBDC Spencer Client 10-May-21 B-Ju
PTAC Quentin Client Qrtly
Sourcelink Scott Program
July PTAC Meghann Client F-Jun-21| 12-I
FAST Sara Ag Innovation

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:

nbdc

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

interviewed.

Consultant asks the Client to provide a high resolution image that



Chapter 6 continued. . .

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.

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

c. Order: newest story first.

d. Both Client and Program Highlight
Stories are available in a professionally nb C

]
NEBRASKA BUSINESS DEVELOPMENT CENTER

designed pdf format. Requests for those BUSINESS SUCCESS & ECONOMIC IMPACT

goto Ellen. Client Story: Callaway True Value

6. Jen creates NBDC Newsletter using email

NBDC client goes from employee to owner with the purchase of
Callaway True Value.

template in HubSpot. Each month, the new

stories are applied to the newsletter. READ MORE

7. Jen sends approved NBDC Newsletter

email to stakeholders and subscriber list in -

Program Highlight: Information and Technology
Program Presents Methodology Series to Further
Innovation

HubSpot per the editorial calendar.
8. Jen updates NBDC Homepage with new

Wendy Kennedy series "Sowhat? Who cares? Why yvou?"
methodology to explore the business value of new ideasina
peer-to-peer setting.

READ MORE

stories each month.
9. Consultant/Program presents their stories

at the staff meeting/quarterly meeting per

editorial calendar.
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Chapter 6 continued. . . @

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:

Who, what, where, when, why, how.

b. Suggested copy or summary. The NBDC Newsletter can incIuFle Client
Stories, Program Highlight Stories and

c. Quotes, links or files to help support the ® News Articles

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.

WS BE FASE

5. News Article URLS are shared via: nbd{\
a. NBDC Newsletters & transactional emails ey o

H 1 WANDR FOR (MEBPDAATE RELEASE
b. Social Media e s it
phona: 400 554 800
wmall; e ke T

¢. Maverick Daily (UNO Staff & Faculty Newsletter) Bk 12 celgat rich:

d. Partner Websites/Pa rtner Social Media MBODC and Mebraska Extension Launch University of
Nebraska SourceLink® Resource Navigator

Online faod will connact anfrapremsurs with Usiversiny of Nebrasia
Fegources.,

Press Release

Crvang, NE - Mebrasan sy '-ﬁl:-'rl DO LADDE (NBDG

Press Releases take the traditional web-based News

Art]CIQ a Step further. The COpy from the on“ne NeWS -::h'.l:-'.-'.'-::ﬂ-:-:-..r.fa-. s Liohvwrsing's ol b woosorTic. ard Seoamniy W

BoiThs Mirbrasin

il i W soffmaes Foondason ey, “Erinepeanoural talert rrarial bt
ol wm-h Wity I

Article is applied to the Press Release email template in

S NoEG I '\:1" N.‘Lrl :IMI '}lClu-r .EL Provioes wed- b-ﬂW SreETuGue

HubSpot to be emailed to our Media Outlet CONtact iSts. s rees smmricars sose o i smoiocns i g irs scconio 1 5o

Rhacke. Commgniy Vialey Initis, Neomsia Exjenson, UM

We've been advised to limit our Press Releases to h igh- SN L PR PO A ST R o I S
1 am emciisd Bal The Wbl Enfrepreneurship Canic i pant of Soohoelink® A5 2
Va I u e CO nte nt. -\'.1".1\. nher -\.l' Lars 'VA (LEL ] 'I\.I lr"-.'..'ialf"'u.r = -l\. I\.I:Ll"'ll\. -IF' \."7.::."\-- O (lll\.-l " '-lrl:-l':.: 3

_" LT Qllr"l'l Ao O L 6 DL, Wl W TR Y DOR DR WAL 3
AnDo L WD ard 55 RUgh T patoers, 050 e 0ok oraand 10 DOonEREe N
eedi N he N huture

1. Requests for Press Releases start with Jen.

e Dociod of e Pebrasich aineds: Devslopmens Coemer, & sacied
Selivér I nesnurce 100 that will help facillale e connections of

2. Media Contacts are grouped by city. Requests require

targeted cities.

3. Same instructions for a News Article applies. R gl il ik
H . . Wired: hosy-beemm ol o T piod WD 300 DOPRRoRN FROOGICEN DA DR -CII?: ':.r s
Jen will publish News Article on NBDC News Center | iimn i emsonsscn oo ospero, s o

NOFOSES, Y IFERETRTETR 06 T UL CF B3 Mkl ENecrinauraiv infa

and email Press Release to Media Contacts.

nbdc
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CHAPTER 07

Closing

Final Thoughts
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Chapter 7

Closing

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 O

the NBDC team.

Last Modified: March 16, 2021

Author: Jen Decker

nbdc



