Exhibit Q
Success Client Story - Format Template for Annual Report

It is important that you follow the below template in order to maintain consistence in our Annual Report.  Please send your Star Client story in the format highlighted below.  This is what will be sent to the graphic designer when we begin production. Please do not send in PRESS RELEASE format.  

Purpose:  
Annual Report, NMSBDC Newsletter, SBA Requests, ASBDC Requests

Focus:  
To highlight clients success in their small business

Send to:  
Adriene.gallegos@sfcc.edu 
Joanne.oglesby@sfcc.edu


Length of Story: 
3 to 4 paragraphs / one page / 300 words

Include Photos of Client: 
· Three (3) total photo
· Candid action shot at business
· Group photo
· Close up of product/service
· Digital 300dpi High Resolution
· Include names of people in the photo left to right
· Be aware of background


Company
 (Insert Name of Company) 
Owner:________________________		Years in Business:______________						
Type of Business:________________		Number of Employees:__________

Community:____________________		SBDC:_______________________

Headline (Creative/Compelling line about the business)

1st paragraph - Introduces Business- (who, what, where, when)


2nd Paragraph - Highlight Business Success story-short version (How are they making a difference?   How are they unique?  What is their service & benefit to the customer?) 

3rd Paragraph - “Client Testimonial” in quotes & italics— - (How did SBDC help client?)
Direct Client Quote (20 words or less): "Our SBDC’s export expertise has been instrumental in the growth of our business.”- Harry Arnon, President - Hernon Manufacturing 

4th Paragraph - Wrap up statement about client’s success. (What are their future plans?  Will they be featured in any way else where?  Any awards? Etc…) 
### (indicates END of article)


PRESS RELEASE
Template

[bookmark: _GoBack]Purpose:  
To obtain media coverage for the NMSBDC client

Focus:  
To highlight client, NMSBDC services  

Send to:  
Your local media, include name of reporter
Please include a copy to the NMSBDC State Office of all news releases sent out for publication.
Adriene.gallegos@sfcc.edu

Length of Story: 
1 to 1 ½  pages 

Include Photo of Client: 
· Three (3) total photo
· Candid action shot at business
· Group photo
· Close up of product/service
· Digital 300dpi High Resolution
· Include names of people in the photo left to right
· Be aware of background

PRESS RELEASE

Contact:   Name-- SBDC Director - Phone number
Clients Name - Business Owner – phone number

For Immediate Release						
Date

Headline (Creative/Compelling line about the business)

1st Paragraph - Lead Sentence (about event- who, what where when why)

 2nd Paragraph - Introduces Business (their service, their mission or message, their market) 

3rd Paragraph - “Client Testimonial” in quotes & italics—their words- (How did SBDC help client?)

5th Paragraph - Highlight Business Success story- (How are they making   a difference?   How are they unique?   

6th Paragraph -“Client Testimonial” in quotes & italics—their words
 - (What  challenge in your business did the SBDC help you with? Or What is your biggest accomplishment? Etc… 

7th  Paragraph - Wrap up statement about client’s success (What are their future plans?  Will they be featured in any way else where?  Any awards? Etc…) 

NMSBDC approved boilerplate

### (indicates END of news release)



Attachments:

· Photo Included: (include names on photo indicate left to right)
· Brochure of client/ business cards
· Brochure of SBDC/ business cards
· Event agenda/ directions to event
· Samples (if applicable)
 
