DIRECT MAILING
THE LIBRARY NEWSLETTER

Delivering printed newsletters to every resident within the county
using every door direct mail (EDDM) program
from the United States Postal Service
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HUMBLE BEGINNINGS

« All promotional material was produced by a librarian with a working
knowledge of Publisher. We produced adult and children’s calendars
separately and printed them in black and white. They were available
for the public to pick up in the library and, those who paid for a Friends
membership, received a copy of both calendars in the mail monthly.

* Quarterly newsletter was printfed and mailed to Friends members until
2013 when we began to publish a monthly newsletter sent via email.

« Eventually, we made the switch 1o printing the adult calendar in color!
The process was still the same. We would print, fold and mail them
in-house. Everything was still created in Publisher.



BIG SWITCH

Computer Workshops

All computer classes are completely free and typically for ages

A\'e We G\’OW\ng? 14 and up. Check our online calendar for more details.

Registration is required. Call 863-3566
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BIG SWITCH

Our director wanted the calendars printed professionally and mailed, so we
launched our first issue in August/September 2014. We made the switch to
creating our calendars in Indesign and worked with a local printer. We
obtained a permit number from the post office which allowed us to mail at a
discounted rate, close to 7¢ a piece - as long as we met the required mailed
piece minimum (200+). We still only mailed to the Friends Membership list and

added local businesses and legislators.

Q



FIVE YEAR STRATEGIC PLAN

MARKETING (YEAR 1) -2017/2018

* Improve the awareness within the community of library services
and increase the use of the library by creating a comprehensive
marketing plan

« Hired marketing manager with direct mail experience to mail
the newsletter to every resident and business in the county

« Updated the library logo and started marketing the library brand

« Setup internal processes to iImprove communications and
expectations
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REBRANDING THE LIBRARY
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A PLACE TO LEARN,
KNOW, GATHER
AND GROW

&6 What a wonderful resource for
Scott County people! #?

- Deborah Rankin, Georgetomn, KY
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Where the Past and Present Come Alive

Roots" session S |
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Feature Article
Kentucky Room

LIBRARY!\!‘ dOe

Visit our website at: m,m«ymnmg
and signup for our online newsletter

Feature Article
Art Gallery

UPCOMING

_ APRIL EXHIBIT

Community Artists Respond to a Call for Local Art

The physical expansioe of the lbary in 2016 added more square fotage,  Coé,
dedicated spaceddt eur Children's and Teen collections, and a new entrance to 3
large gallry space and Community Roomn.

The word s getling Butabaut the Gallery and shows, agklmefé people are calling wha want to soe about
shawing their work to the commumty"gai Bosto” Artists inerested in scheduling an exhibi can confact her
at the fibary. They need to submit a portioRo of atfeast 25-30 works that she can eview.

t6cal esident and artist Yolanda Poston foned the Chidren's Department to

faciitate expanding art programs for youth, and ta coondinate Gallery exhibits
Yo and displays. Attendance at the exhibits has been strong.

ey Conit

Recently, the Rbrary commissioned six rtsts to create art pieces or display

throughout the libcary. “It has been an hanar.” says Postan, “ta work with

the local art commundty, Tney span the spectrum from budding

artists to well-Anoiiyestabiished artists.”

New Exhibit - Photographing Freetowns:
Aican-American Keatocky Through the Lens
of Helen Batfoor Morrisan (1835-1946)
Al 3- 220

Helen Morrison was an artist well known
for her portraits and a series called *Great
Americans” during the 1940s. During
a¥isit to Kentuciy, she photographed
residents in Zion Hill, Sugar Hill and
Stringlown near Lexington and Midway.

Or. Luther Adams, Amanda Higgins and two
members from Scott County's Zion Hill
community discoered Morrison's Kentucky
photographs ater Chicago's Newberry
Library displayed them onfine. All agreed
the phatos were noteworthy, and the Mor-
rison-Shearer Foundation and Newberry
Library shared digitized photos for display
state-wide.

Because fittle is known about some of the
exact locations or identity of the
individuals and families in the photo-
@raphs, visitors who can identify them are
encouraged to contact the library.

. gl'/k,_

Erer e Galery fom the oot entrance o thenew entance
leading 0 the Commenity Room. Wit ey 4000 sguere ot

of soce, e Galery incldes the hllwey conecting the Main SCOTT COUNTY PUBLIC
Library with the Community Room. Stop by often to enjoy o N 1L|BRARYE\!‘. O0e
tating display of Items. o 38091 LEARM + KNOW - GATHER » GROW
Visit our website at: www.scottpublib.org
1 5029633568 | F 528509621 | satindharg | LEAEN  INOW » GUFER « GIOW FS0.95).3566 | FSOL8I9621 | seatyudin .u and signup for our onling newsletter
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CONTENT

* Find a variety of outlets

Remember content can be recycled for FB, local newspaper articles, print or
electronic newsletters, library blog, etfc.

* Review & Select Highlights
What is the highlight of the month, or centerpiece arficle of intereste

* Read & Research

Check the program descriptions submitted by staff. Often this content or material
requires additional tfime for you to research to obtain more detail.



CONTENT

« Answer the “So What?” Question

Before composing your draft, sift through the details or description and ask yourself,
“We're having a program. So what¢” What is exciting, new or valuable enough to
persuade someone to get off their couch, go to the library, and participatee
Answering that question often helps you write an engaging blurb that brings them
through your doors.

* Prepare the Blurb

At SCPL, departments often submit their own descriptions. However, staff may not
have time or are not comfortable writing. In this case, you can step into research,
interview and/or polish material. (Examples: Reinette Jones, Chautauquaq,
Madeleine Breckinridge)
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SPANISH NEWSLETTER

The Translation Process
« Translations don’t begin until AFTER the English version is complete
v" Online franslations tools are beneficial, but not fool-proof
« Starting with the front Cover and working through the 8-page spread, translations take approx. 8-10 hours
« Itis important to maintain consistency of language and tone for the infended audience
v' Adult vs. Children programming
* In-House printing saves money

Constraints to Consider
« Fluency in the language is essential for editorializing content
v Itis more important to convey the message accurately, than translating word-for-word
« Competence using software programs is necessary to manipulate objects (e.g. text boxes, images, etc.)
« Saying it in Spanish takesup more S P A C E






Sunday bookmobile stops bring Spanish newsletters into the Georgetown community
« Qutreach staff delivers copies to predominantly Spanish-speaking
neighborhoods
« Copies are hand-delivered to local church members following Spanish
services
« Copies of Newsletters are left outside the business office(s) at the mobile
home park

Partnerships with local vendors
« Spanish Newsletters are left at two “*Mexican food markets”
« Spanish newsletters are also available in the International area of SCPL



» To support the library brand

« Staying relevant in the community

« Shout your message and educate what your library is about and
how the library can help the patrons in your community

« Convenience to browse and in their face (visible advertising)
« Creates added value in life long learning (sentimental favorite)
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Price — USPS Marketing Mail Flats up to 3.3 oz

* Mail spec: 8.5" X11" /100 lb. Text gloss paper / 8 pages / .625 oz. /
Total mailed in Georgetown 20,831 pieces

Standard mailing cost would cost you 16.2¢

Non profit mailing cost is 7.4¢...savings of 9¢

Example of savings: standard fotal cost of mailing P v W s

bl mumw-« iy

$3,374.62 vs. $1,541.49. Savings of $1833.13 " et e
Visit usps site: www.usps.com/business/every-door-direct-mail 25




* You must acquire postal permit to mail NONPROFIT ORG
iINn bulk over 5000 pieces. Post office will US.POSTAGF
assist in setting this up for you. PAID

GEORGETOWN, KY
PERMIT NO. 41

ECRWSSEDDM



USPS Website for EDDM Program

STEP 1: Sign in

© Back @ English + © Customer Service 0 USPS Mobile A Register

[==| UNITED STATES

Zlrosacserices  BUSINESS Customer Gateway

Sign In To Your Account

Already have an account?
New to USPS.com?

Enter Your Username and Password ©

 indicates a required field Create a USPS.com Account to...
e print shipping labels.
* Username
e request a Package Pickup.
¢ buy stamps and shop.
e manage PO boxes.
* Password

e print custom forms online.
e file domestic claims.

# set a preferred language.

Forgot your username? @
Faorgot your password? @




STEP 2: Type the Zip Code You want to mail in the Search Field (Scott County has total of 3:
Georgetown(40324), Stamping Ground(40379), and Sadieville(40370). You will need to do this for each zip code
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STEP 3:|After typing in the Zip Code, Check the Order Summary Pricing Option to be set at “NONPROFIT” and
Entry Type to be set at “local Post Office” (This should estimate at .074¢). Click Show Table on the map.

AT ~\ 2 "
() English ¢ _) Customer Service w Informed Delivery Hi, Minyoung v \._./ Shopping Cart (0)

= USPSCOM
Mail & Ship Track & Manage Postal Store Business International Help Q

Every Door Direct Mail®

Mailpi ~
Select Routes Saved Orders (0) Order History (3) Find an Expert Using EDDM® Size Checker » ﬂXi

‘ 40324 % (x ) n Order Summary

Pricing Option

ROUTE RESIDENTIAL BUSINESS TOTAL AGE 25-44 SIZE INCOME cosT
s - s - & S m l(‘
f ler

Entry Type

Show Table v

Non-Discounted - $0.137
Regional Plant (DNDC) - $0.097
Local Plant (DSCF) - $0.083
Local Post Office (DDU) - $0.074

o 0

"":/" N Post Office™ Drop-Offs »

0

{ . Total Delivery Addresses

. 0
4
N or Govs |
& qi T onn Ry LFrankforsRad. 420
X .
I,
ort f.\ «.,%"'

Qoc -
S RN Leesy, M A -
é e R PPN . wl

v Approximate Cost = #

Uhnt $0.00

[ Save



STEP 4: After clicking on “Show Table” you will get the list for all available Routes.
Click on “Select All (30 routes)”

English l’) Customer Service ﬂ{' Informed Delivery Hi, Minyoung ~ ./ Shopping Cart

=2 USPSCOM*
Mail & Ship Track & Manage Postal Store Business International Help i

Every Door Direct Mail®

Mail pi ~
Select Routes  Saved Orders (0)  Order History (3)  Find an Expert  Using EDDM® Wheiv el
40324 L n Order Summary
ROUTE RESIDENTIAL BUSINESS TOTAL AGE 2544 SIZE INCOME cosT Pricing Option
Select All (30 routes) ¥ L

40324-C001 507 65 572 242ppl.  $46.36k $42.33 Entry Type
40324-C002 654 34 688 250ppl.  $38.75k $50.91 Local Post Office (DD... | ~
40324-C003 569 a7 616 26% 23ppl.  $48.13k $45.58

Individual Routes Selected
40324-C004 396 110 506 16% $42.65k $37.44 0
40324-C005 844 74 918 28% 2.48 ppl. 6k $67.93

Post Office™ Drop-Offs »
40324-C006 524 33 557 28% 234ppl.  $50.20k $41.22 0
40324-C007 683 0 683 38% 273ppl.  $67.41k $50.54

Total Delivery Addresses
40324-C008 490 43 533 22% 225ppl.  $39.58k $39.44 0
40324-C009 704 5 709 33% 260ppl.  $56.66k §62.47

Approximate Cost = ¢
40324-C010 551 8 559 32% 243ppl.  $51.57k $41.37 $000
40324-PBOX = = 817 - - - $60.46
40324-R001 509 11 520 30% 265ppl.  $86.73k $38.48

Save

40324-R002 562 6 568 26% 281ppl.  $103.35k $42.03

= M ER1 AL 7 BA nnl 28 sak <A1 B
¥ [1681] T S 71
Hide Table A F o | e, Cisteng
& [ i/ Sxington




STEP 5: This table will show the “Total Delivery Addresses” and “Approximate Cost”.
This is the amount that is needed to mail just to the Georgetown. Click Continue.

N " s
() English ™ ¢ ) Customer Service w Informed Delivery Hi, Minyoung v \_! Shopping Cart (0)

= USPSCOM
Mail & Ship Track & Manage Postal Store Business International Help Q

Every Door Direct Mail®

" " i Mailpiece f
Select Routes Saved Orders (0) Order History (3) Find an Expert Using EDDM® Size Checker> 1 haad
[ 40324 %) n Order Summary
ROUTE RESIDENTIAL BUSINESS TOTAL AGE 25-44 SiZE INCOME cosT Pricing Option
Deselect All (30 routes) ¥ ey
40324-C001 242ppl.  $46.36k $42.33 Entry Type
40324-C002 2.50 ppl. $38.75k $50.91 Local Post Office (DD... = ~

40324-C003 C 2.23 ppl. $48.13k $45.58
Individual Routes Selected

40324-C004 2.14 ppl. $42.65k $37.44 30

40324-C005 2.48 ppl. $36.86k $67.93
Post Office™ Drop-Offs »

40324-C006 2.34 ppl. $50.20k $41.22 1
40324-C007 2.73 ppl. $67.41k $50.54
Total Delivery Addresses ~ Clear

40324-C008 225ppl.  $39.58k $39.44 20183

40324-C009 2.60 ppl. $56.66k $52.47

Approximate Cost &

40324-C010 243ppl.  $51.57k $41.37 $1 493.54

40324-PBOX = = o = = $60.46

h
40324-R001 2.65 ppl. $86.73k $38.48

Save

40324-R002 2.81 ppl. $103.35k $42.03
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Hide Table &




STEP 6: Choose the Mail In-Home Date to be delivered. (Try to have the newsletter to post office on beginning of
the 4th week of the month. It will take anywhere from 1-3 days). Click the finalze order and you’re done.

T ~\ " .
k) English “ Customer Service & Informed Delivery Hi, Minyoung v \___/ Shopping Cart (0)

2 USPSCOM"
Mail & Ship Track & Manage Postal Store Business International Help Q

Every Door Direct Mail®

Mailpi ~
Select Routes Saved Orders (0) Order History (3) Find an Expert Using EDDM® Size ;2;?” ..P.'A

Order Summary Select Drop-Off Date & Payment Options

Entry Type Company/Mailer Name
Local Post Office (DDU) < January 20 1 8 [SCOTT COUNTY PUBLIC LIBRARY (CRID 3481836)]
Permit Number

Individual Routes Selected SUN MON TUE WED THU FRI SAT 203088 - PI - 41

30 2 2 4 5 & X I have read, understand and agree to the
i Terms & Conditions.

Post Office™ Drop-Offs »
8 | & | 10 | 14 | 12 | 18
1 Take order to Post Office(s)™: sl

16 g7 18 19 20
Total Delivery Addresses Total Cost $--.—

20183
22 23 24 25 —

< Back to Map




Browse Online Experts

Printing For Less

Sponsored Link

2 PFL

Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more

« Shop around for printers that

See More \/

have experience in printing

Every Door Direct Mail - Taradel

Sponsored Link

for ED DM progrO m . €very Door Di‘ret:t Mail

com
Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more
Online

See More \/

AMPIlified Mail

Sponsored Link

dMplified mail*

Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more

Online

See More \/

—

PRINTERS FOR EDDM

Amazingmail

Sponsored Link

. -

fé'mazmgmazl
Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more
Online

See More v/

GrowMail

Sponsored Link

Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more

Online
See More v/
Click2Mail
Sponsored Link
ClickgaMail
.com

Printing, Graphic design, Direct Mail, Every Door Direct Mail® +2 more

Online

See More \/



FORMS TO PRINTER

EVERY DOOR DIRECT MAIL® EVERY DOOR DIRECT MAIL®

FACING SLIP DOCUMENTATION FOR PS FORM 3602-N
5-Digit ZIP Code (Required): Route Number (Required): Toetivery Type:
. —5:Digit ZIP Code | | _# of Mailpieces |
40324 C001 Business & Py i a8 i
H = 40324 €002 675 40324
Residential
40324 C003 607 40324 RO17 870
Date: Total # of Mallpleces per Bundie: Total # of Bundles®:
40324 €004 526 40324 RO18 618
. 40324 C005 929 40324 RO19 666
. | ' S p rO V I e W O O rI I l S 40324 €006 632 40324 R020 498
L]
of 40324 €007 704 40324 RO41 226
40324 €008 549
Do Not Deliver Address Do Not Deliver Address
40324 C009 633
40324 co10 463
. L[] 40324 PBOX 782
* Facing Slip and
40324 R002 534
40324 R003 490
40324 R004 928
40324 R0O05 579
orm 3602-n e —
40324 R0O07 624
40324 R008 889
40324 R009 721
40324 RO10 664
40324 RO11 755
40324 RO12 677
40324 RO13 745
40324 RO14 571
Saturation Mail Description Mailer Information
Permit Holder Name:
Saturation il Description Mailer Information SCOTT COUNTY PUBLIC LIBRARY
L Tolal # of Bundles Total # of Mallpleces. Permit Number lm»mm Type
Permit Holder Name: a1 Pormit Imprint
SCOTT COUNTY PUBLIC LIBRARY Dellvery Type: Post Office of Mailling
Permit Number: [Permit Type: |Posl Office of Mailing: Business & Hesldential 02/06/2019
41 Permit IMH

* Madtors must propare bundies 1o comply with * Mailors must prepare bundies to comply with standards

standards
Gonorated by USPS — Evory Door Direct Mail® Facing Slip Generated by USPS - Every Door Direct Mall Documentation for PS Form 3602-N Page 1011




 Each box will be labeled with
Zip code and route #

e There can be more than one
box for some route #
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SORTING THE NEWSLETTER

* Each postal bin must
contain only one route.
You could have multiple
bins from one route




THANKYOU
Q&A

Minyoung Bowling minyoung@scottpublib.org
Rachel Toews rachel@scoittpublib.org
Lissette De la Cruz lissette@scottpublib.org

Q&A


mailto:minyoung@scottpublib.org
mailto:rachel@scottpublib.org
mailto:lissette@scottpublib.org

*eo93e . oINSTITUTE of

o225, Museum.niLibrary
o .‘: SERVICES

Thank you to the
Institute of Museum and Library Services (IMLS)
for sponsorship of this webinar.
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FOLLOW KDLA ON SOCIAL MEDIA!

@KDLALibDev KDLALibDev



https://twitter.com/KDLALibDev
https://www.facebook.com/KDLALibDev

SAVE THE DATE - Register on the KDLA CE Events Calendar

Library Link Up: DNA in Genealogy Research
Thursday, October 3, 1:00-2:00 pm ET (12:00-1:00 CT)
Dolly Parton Imagination Library: Best Practices from KY Libraries
Wednesday, October 9, 2:00-3:00 pm ET (1:00-2:00 pm CT)
How to Fill Your Library Board Vacancy
Tuesday, October 15, 10:00-11:00 am ET (9:00-10:00 am CT)
Birth and Death Records
Wednesday, October 16, 10:00-11:00 am ET (9:00-10:00 am CT)

More webinars are available on our Archived Webinars page:
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx



https://kdla.ky.gov/librarians/staffdevelopment/Pages/ContinuingEducationCalendar.aspx
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx

—

THANK YOU FOR ATTENDING!

- Minyoung Bowling KDLA CE Events Calendar
minyoung@scottpublib.org

KDLA Archived Webinars

* Rachel Toews S
rachel@scottpublib.org Certification Program

KDLA.Certification@ky.qov

e Lissette De la Cruz
lissette@scottpublib.org



mailto:minyoung@scottpublib.org
mailto:rachel@scottpublib.org
mailto:lissette@scottpublib.org
https://kdla.ky.gov/librarians/staffdevelopment/Pages/ContinuingEducationCalendar.aspx
https://kdla.ky.gov/librarians/staffdevelopment/kdlaarchivedwebinars/Pages/default.aspx
https://kdla.ky.gov/librarians/staffdevelopment/Pages/certification.aspx
mailto:KDLA.Certification@ky.gov

