April 28,  2003

TO:

Vickie Ledsworth
FROM:
Chip Holcombe

RE:

Investor Relations

In an effort to effectively launch the investor relations and communications program, I would make the following recommendations:

1. Establish a time line and schedule to deliver communications to selected investor groups.

2. Retain the services of a local PR firm to handle the development of communication pieces including e-mail templates, Newsletters, etc. and who can assemble and layout the articles and info from EDA staff and assure timely distribution of communication pieces.
3. Given how busy everyone is – it will ensure ongoing efficiency and due dates being met if an outside person can be responsible for managing the collection, editing, formatting and distribution of investor communications.

· Create and maintain a comprehensive investor database program which can be manipulated by category for informational distribution through e-mails, faxed and direct mail;

· Group A – EDA Board Members
· Group B – EDA Investors/members

· Group C – All Manufacturers

· Group D – All Governmental Officials

· Group E – All of the above plus key business & community leaders which are not currently EDA investors
E-mails for Investors (1 – 2 per month):

· Develop an attractive e-mail template

· Content can include:
· Monthly President’s Report (Sanitized/Condensed) 
· Program updates, news articles (links), MEDC updates 
· EDA accomplishments in Retention, Attraction, Government Procurement, Small Business support, Grants secured, local governmental projects, etc.
· News use can use for Manufacturers

 Quarterly Newsletter:
· Develop a template format which might include the following sections:

· President’s Message (Doug)

· Year to Date Scorecard (Doug)

· Retention & Expansion Services/updates/announcements (Vickie)

· Small Business and Govt. Relations Update (Sally)

· New Business Recruitment/Marketing Update (Tony)

· Upcoming Events (Sandy/Amy)

· Investor spotlight (Highlight 1-2 Investors per issue)
Vickie, I would envision the PR firm doing the following:

· Creating the various e-mail and newsletter templates

· Being the depository of all articles submitted by EDA staff

· Ensuring that articles/information is submitted by due dates

· Formatting, creating and editing the various communication pieces

· Coordinate the printing of mailers, newsletters (at EDA or at printers)

Optional:

· Maintaining e-mail database

· Sending out all monthly e-mails communications

· Printing of newsletters and annual report

· Ensuring the regular placement of “Good News” stories in local and regional newspapers, as well as spots for local radio stations.

