Publicity





Review copies


1. Write letters to book review editors (as needed)


2. Choose journals which will receive copies of medium/high attribute books (as needed)


3. Send pub announcements to appropriate associations that might have interest in a particular book (as 	needed)


4. Decide which unsolicited review requests we will honor (2x/month)


5. Review book reviews that we received and distribute to NAP and OU’s (1x/month)





Publicity campaigns





Galleys


1. Complete “Work Request Form” when bound galleys are needed (need to have M number assigned by 	Mona)


2. Complete back cover copy for quotes and front cover disclaimer (“Prepublication Copy...Uncorrected 	Proofs”) and communicate this to Pascal team


3. Identify notable experts and solicit quotes for back cover of the final book.





Publicists


1. Send “Request for Proposals” to publicists


2. Screen publicists to decide who should work on a particular campaign (as needed)


3. Work with OHP to obtain “Letter of Agreement” from publicist for each campaign *


4. Provide payment schedule to publicists and submit all IV’s for materials and publicity fees


5. Provide publicists with all information necessary to write press material **


6. Work with Academy units/authors/editors/BKP to approve press materials


7. Make and send press kits and materials ***


8. Provide publicists with necessary press materials (eg. some galleys, press kits, etc.) 


9. Serve as communication liaison among author/organization/publicist/NAP or JHP/ONPI (if 	necessary).  Includes distributing clips, interview schedules, etc. 


10. Make travel arrangements for author tours


11. Complete follow-up and evaluation of publicity campaign/publicist services





* Letter of agreement needed for every publicist but Rosie Dempsey.  IV for Rosie should be submitted under her name, not Dempsey Media.


**  Susan Bury sometimes writes press materials, especially when Rosie Dempsey is the publicist.


*** Occasionally the publicist will send mateials from his/her office.  Generally more expensive since most hire temporary staff  which is charged to us as “materials”.





Miscellaneous publicity 


1. Maintain relationships with publicists and media contacts (ongoing)


2. Complete product listing forms that will allow NAP/JHP books to be publicized (eg. American 	Bookseller, CHOICE, various associations, etc.)


3. Identify and complete forms for book awards


4. Keep publicity database (CPJ) as accurate as possible


5. Send seasonal catalogs to selected reviewers 





�
Team Duties





1. Attend all team meetings to represent marketing department.


2. Solicit marketing “blurbs” from OU’s for low attribute books (for marketing list)


3. Give Ann Merchant information about books for CPJ (est. list price, est. delivery date, author code)


4. Determine print quantities for low/medium/JHP books and set list price (with editor & BKP)


5. Communicate list price/delivery dates to Marketing, Ann Merchant, Latricia and OU


6.  Keep ONPI and NAP apprised of any changes in delivery dates


7. Determine print quantities for Compass Series books


8. Communicate with ONPI, OCGA, and Brooke about quantities they need for their offices


9. Complete special sales


10. Edit back cover copy for medium attribute books and send to OU for approval


11. Complete insert cards for medium attribute books


12. Complete delivery instructions for all books


13. Provide flier to OU for each publication (except Compass) from the team.


14. Provide internal customers with information that they request (e.g. provide general marketing plan, 	special fliers, etc)


15. Complete team projects on an as needed basis (e.g. coordinated Nut. Req. of Beef errata mailings, 	team Work In Progress notes, etc.)


16. Keep Access database updated


17. Special projects for JHP books (e.g. jacket copy for trade books, attend meetings about design/layout 	of books, etc.)








�
Exhibits





NAP “manned” exhibits


1. Determine with BKP if we should attend a particular meeting * or if we can do an unmanned 	table/combined 	book exhibit instead.  If it is manned, determine which NAP staff will attend.


2. Order booth space for the show (usually 10 x 10, BEA is 10 x 20).  


3. Make travel & hotel arrangements for NAP staff who will attend (in conjunction with staff).


4. Order furniture, carpet, material handling, etc. from the exposition service handling the show. **


5. Complete IV’s for #2 and #4 above.


6. Look for ways that we can promote the booth (advertising, publicity, etc.) and talk to BKP about 	budget.  Fill out any listings which promote the booth at no cost.


7. Choose books (with BKP) that we will send to the show.  Take into consideration any Academy staff 	that will be giving presentations or attending the meeting.


8. Create a flier that lists all of the books and offers a 20% show discount.


9. Choose a carrier (usually Yellow Freight) and make arrangements for them to pick up materials from 	the warehouse and deliver it to the show-site (be aware of deadlines to get our materials to site) 	and to bring materials back after the show.


10. Put together a supply box for the show (tape, business cards, mailing list sheets, stapler, staples, 	scissors, Windex, large envelopes for orders, pens, calculator, return labels with NAP address on 	them for shipping, etc.).  Don’t forget to send bookstands too!


11. Write and send memo to Warehouse staff about what needs to be sent to the show site, including the 	list of books that need to be packed and shipped (list should be in ISBN order).  Include labels 	with show site addresses--at least one label should be put on each box and the display wall in 	case the shipment is broken up for some reason.  Shipment should be shrink-wrapped on a skid 	so that the labels can be clearly read.***


12. Send e-mail to those staffing the booth about the details of the show (addresses, exhibit hours, info 	about transportation, hotels, etc.).


13. Call to make sure that shipment arrived at show site. 


14. FedEx any materials that might have come in late (e.g. if a book just came out, catalogs, etc.) to the 	hotel that staff is staying at.


15. Hand carry (or have someone hand carry ) all of the material that you have from #2 - 5 above to the 	show site. When you arrive at the show site, make sure that you’ve received everything that was 	ordered.


16. While taking orders, make sure that you indicate whether or not the individual took the books at that 	time or if NAP will send the customer his/her books after the show.


17. Before packing (if possible) make note of any books that have been taken (not sold).  This will make 	it easier to balance stock when you get back from the show.   


18. At the close of the show, pack everything that we want to send back.  Label each box (it’s easier later 	if you indicate the contents of each box), fill out the bill of lading, and turn it in to show 	management.  If you rented computer equipment, make sure that it is picked up before you leave 	the show site.  Hand carry all orders back to NAP.





After the show


1. Calculate the total number of $ made at the show, and determine how many copies of each book was 	sold.  Send these numbers to BKP so she can distribute. ****


2. Separate orders into 2 piles:  those that paid with cash and check, and those that paid by credit card.


	Calculate all checks and cash, making a xerox copy of each check, and hand carry the money to 	Accounting (wait to receive a receipt from them).


3. Go through the pile of those that paid by cash or check.  If any of them need to have books sent to 	them, send the order to Fulfillment with a note to process the order (include a note that they paid 	by cash or check and that the $ has already been deposited).  Keep the order form of customers 	who took the book.


4. From the pile of credit card orders, separate those that need book sent to them from those who took the 	book at 	the show.  Add the forms of those that took the book to your pile from #3 (who took 	books).  Send the rest to Fullfillment with a note to bill and send books.


5. Complete any follow-up from the show, making a master copy of all business cards/mailing list 	additions, etc. for the master exhibit file.  Split the rest up according to who should complete the 	follow-up activity.


6. When materials arrive in Receiving, separate items that need to go back to the warehouse and those 	that should stay at the NAP.  Call the warehouse to have them pick up these materials.


7. Balance the stock-- make sure that the number of books that didn’t come back match the orders of 	those that took books so that the inventory is correct.








*  NAP always attends the BookExpo America meeting (formerly ABA) and the American Public Health Meeting.  We have attended the following meetings in recent history:  AAAS, American Chemical Society, American Library Assn, International Food Technologists meeting, etc. according to the books that we are promoting at the time.  It is important to find out if we can sell books from the booth (sometimes this is prohibited) or if we can only collect orders.  





** We keep a folder for every show that we attend, and generally order the same furniture for each show.  Check the folder and with BKP before placing order.





*** Materials may differ according to the meeting (e.g. we send 4 bookshelves to the BEA meeting only).  





****  It’s not a bad idea to keep a copy of each order form for several purposes:  in case the orders are lost in transit to Fulfillment, or there are questions about orders, or if we want to add names to the mailing list or listserve.











Combined Exhibits


With Marketing Assistant, choose the exhibits to which we should send books.  Books chosen should be recent and the exhibit should have a decent number of attendees.  To be more proactive in this area, I have been sending Megan lists of associations to call for the medium/high attribute books.  Megan has been taking care of payment and making sure that books get to the exhibit.





 �
Textbook Adoption Program 





1. Look for opportunities to market books to professors.  Some OU’s have lists of professors/departments that might be interested in adopting their book as a textbook.  





2. If a book would be particularly useful as a text, we rent lists from College Marketing Group (CMG) and send a simple flier to offer interested profs a complimentary exam copy.  Choose the lists in conjunction with BKP, order lists from CMG through Bill Brown (lists are in a catalog), have the piece approved by BKP and sometimes the OU, and make arrangements to have it mailed through the mailhouse (PDI).  Monitor results.





3. Developed a revised “Exam Copy Request Form” for the NAP website.  Profs have been unable to submit the form due to a glitch, so it is currently not available on the site.    





4. Marketing Assistant takes care of the daily activities (sending “Request Forms”, ordering copies from Cat’s).  Check the log occasionally (n:\marketin\exam) to see if follow-up is needed with profs (especially those with large classes).


 


5. “Marketing Questionnaire” that is included with each exam copy should be modified, announcing our website and giving profs the URL for signing up on the listserve.





6.  Have been sending Mark Griskey a copy of “Marketing Questionnaires” that have profs e-mail addresses so he can let them know about the listserve.  Also send him copies of the “Exam copy order forms” (from the fliers we send out in #2 above) that include e-mail addresses.  Recommend continuing both of these practices until the questionnaire is revised.








