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OVERVIEW

Media SKkills for Industrial Companies
Lytra Inc. offers to industrial firms, a full range of coaching and skill building sessions on media-related topics.
The purpose is to help companies attract and retain customers through the effective use of media materials.

Why are these skills important?

Business marketing has changed dramatically in the past few years due to a shift from print publications to
online media. For example, instead of mailing brochures or selling goods from catalogs—many companies now
rely on the Internet to perform those tasks. Website and email promotion, along with online stores, are now the
primary means for many businesses to interact with millions of prospects and customers.

The transition started with large retailers. It has branched out far into other areas such as the government and

community activities. Most people now expect to conduct much of their business online in one way or another.
This is equally true for industrial firms. The challenge for these companies is to ensure that they effectively use

all types of media. The topics described in this package provide an excellent foundation to achieve that goal.

What do the sessions cover?
The next page lists web conference sessions in four categories. Together, the sessions cover issues that every
company should manage for its business marketing. Topics are presented as standalone modules or as part of a
series. The categories are:
e MEDIA for BUSINESS — to put in place the basic elements for cost-effective marketing efforts.
e MEDIA MANAGEMENT - to ensure the firm presents itself in the best possible way, in print and online.
e MEDIA PROJECTS - to create promotional campaigns that actually accomplish company goals.
o MEDIA PRODUCTION — to generate media materials that create new customers and more business.

How are the sessions conducted?
Brian Murphy is the presenter for all sessions. There are two different ways to participate. The concepts and
samples presented in either mode are the same.
e Web Conferences — use a one-on-one coaching format so participants can ask questions and view
samples specifically suited to their needs and interests.
Online sessions occur when participants connect directly from their own personal computers.
e On-site Training — is conducted in person, covering general concepts for larger groups.
Lectures use projected laptop images and slide shows, plus participant handouts.

How are sessions set up?

Web conference sessions are set up by sending requests to Info@Lytralnc.com. A downloadable sign-up form is
available to schedule sessions. Topics, dates, times and fees are confirmed by email. When appropriate, further
arrangements may occur by email or telephone. Web conference sessions are paid in advance by credit card. If a
participant is not satisfied within the first half hour session, he or she may cancel and receive a full refund.

In-person sessions are usually conducted for groups at a company location or public venue when appropriate.
Arrangements concerning topics, dates, locations and participant handouts are made with a designated contact
person. Events can range from a single-topic presentation at a chapter meeting to a full-day seminar covering
several topics. Participant fees and expenses for in-person sessions are established in advance. Provisions such
as refreshments may add to the overall cost. Volume discounts are available.
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MEDIA for BUSINESS

This set of topics ties business plans and resources to market opportunities.
e Reality Check — ensure the necessary ingredients are in place to market the firm.
e Absolute Essentials — maximize the consistency and impact of your message.

o Allocate Time and Money — logically decide exactly how much to invest, and where.

e Protect Your Interests — minimize risks and surprises in your marketing campaigns.

MEDIA MANAGEMENT

These topics emphasize how to ensure a dynamic and coherent media strategy.
e Common Sense Media Strategies — efficiently broadcast powerful messages.
e Optimize Your Media Resources — consolidate, refine and control media assets.
e What About Your Website? — discover what goes into a truly effective website.
e (Critique Your Website — examine the assets and limitations of your website.
e Preventing Website Mistakes — steer clear of the many missteps you can make.
e Media Gimmicks — avoid wasting resources on myths and dubious promises.

MEDIA PROJECTS
The topics below are geared to planning, guiding, controlling and distributing media.
o Specifying Media Requirements — define exactly the desired outcomes you want.
e Preparing Media Copy — master this critical aspect of any marketing strategy.
[ ]
e Producing Media — manage differences between print and online media materials.
e Scripts and Storyboards — apply media techniques used in ads and movies.

MEDIA PRODUCTION
Topi cs hevrteo "o fcfoenrc e*phtosw on proven medi a
to avoid amateurish productions.

e Control Your Images — stay in charge of the company’s intellectual property, always.

e DIY Business Photography — capitalize on digital photography to save money.

e Fixing Photographs ¢ discover what it takes to adjust, modify and rework images.
e Galleries and Tours — find out how to organize and quickly compile sets of images.
o Slide Shows — learn what it takes to create clear and captivating presentations.

e Flyers and Postcards — uncover the potential of these easy-to-produce materials.
e Videos: Promises and Pitfalls — tread carefully into the world of video programs.

NLYT

Working With Media Vendors — match goals and budgets to the best media vendor.
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MEDIA for BUSINESS

This set of topics ties business plans and resources to market opportunities.

Reality Check This topic is designed for business owners and managers.

Necessary Ingredients for Marketing

Ensure the necessary ingredients are in place to market the firm. This topic identifies the core elements that
spell success or failure of a company’s marketing efforts and ties them to decisions a business can make about
these factors. The session is interactive by posing questions for participants on issues that include the company’s
goals, sales capacity and the personal preferences of its owners and managers. In addition, it addresses the
messages the business has and does not have to communicate with the marketplace. The session concludes by
discussing the elements of an action plan that can effectively carry the marketing process forward.

Absolute Essentials This topic is designed for Business and General Managers

Maximize the Impact of Your Message and Senior Administrators.

Maximize the consistency and impact of your message. This topic reviews the numerous minor mistakes that can
appear in essential business documentation including industry listings. It highlights the problems associated with
inconsistent naming conventions as well as competitors that have the same or similar names. The session then
applies these factors to Internet searches to show how easy it is to confound and frustrate potential customers.
The session is interactive by exploring how these problems burden the company’s marketing efforts. The session
concludes with suggestions on an action plan to update and maintain this information.

Allocate Time and Money This topic is designed for Business Owners, Managers and
How much to Invesin Media, and Whee the Chief Financial Officer or Controller.

Logically decide exactly how much to invest in company marketing and promotion, and where. This topic
examines the range of internal external resources that are available to the company to produce materials in the
three primary media channels of online, in print and in person. The session is interactive as it poses the use of
time, money and skill to perform various media tasks. The discussion addresses methods to avoid or prevent
mistakes when companies confuse the benefits of the do-it-yourself strategy versus hiring various types of
media vendors. Several decision diagrams are presented to make this process logical and systematic.

Protect Your Interests This topic is designed for Business and General Managers

Minimize the Risks and Surprises and Senior Administrators.

Minimize risks and surprises in your marketing campaigns. This topic explores the practical issues associated
with intellectual property—how it is established, owned, preserved and defended. The focus of this interactive
session is on content used for marketing and promotion. It briefly touches on the very general aspects of
consent, deterrence and infringement (but not in the form of legal advice). In addition, participants learn about
several easily-accessible resources that can be used to assist a company in protecting its intangible intellectual
property interests such as copyrights and licenses. It also addresses how to manage tangible assets such as data
files, which are increasingly important for all forms of digital media.
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MEDIA MANAGEMENT

These topics emphasize how to ensure a dynamic and coherent media strategy.

Common Sense Media Strategies This topic is suitable for anyone who has direct or indirect
Show Up, Stan d Out responsibility for marketing or promotion.

Efficiently broadcast powerful messages. This topic explains in detail how managing the company’s media entails
the same types of business management methods applied to the company’s other resources. This includes
media goals, elements, strategies, stages and services. It also covers related matters such as common mistakes
and the cost benefit of alternate approaches. Push and pull methods are discussed, especially as they apply to
Internet marketing tactics. The session is interactive by using examples provided by participants. The session
concludes with a discussion of action plans.

Optimize Your Media Resources This topic is suitable for anyone who creates, produces and
Gather and Guard Valuable Files stores media materials including administrators.
Consolidate, refine and control media assets. This topic is based on the fact that virtually every bit of marketing
and promotional material is ultimately contained within digital files. This includes the words, pictures, artwork,
videos, slide shows and every other representation of the company. A workflow approach is used to explain how
promotional content can be converted (such as scans and “save as” files), organized, store, adapted and
processed from one source to many applications (such as print vs. online). The interactive aspect of the session
relates the company’s business messages and accomplishments (such as work products) to an action plan.

What about your website? This topic is suitable for anyone who manages, designs,
Standards for @m parison develops or maintains their company website.

Discover what goes into a truly effective website. This topic takes a hard look at websites and what goes into
them. The content surveys the entire implementation process for a website, especially the really important
factors. It explores what works and what does not work; it examines the essential ingredients for successful
sites; and it offers specific examples of good and not-so-good websites for companies that are similar to the
participants’ own organization. The interactive portion of the session presents a basis for comparison between
the participants’ website and pre-defined evaluation criteria.

Critique Your Website This topic is suitable for anyone who manages, designs,
Pass. Fail or N€omment? develops or maintains their company website.

Examine the assets and limitations of your website. This topic carries forward the concepts outlined in the
program called, “What about your website?” Most of the session is interactive where participants refer to
established evaluation criteria and apply them to their own website. Relative strengths and weaknesses are
identified for the existing implementation. They are then compared to the current marketing and promotion
needs of the company. Future modifications, enhancements and corrective measures are discussed while
considering the company’s resources to effect such changes.
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Preventing Website Mistakes This topic is suitable for anyone who manages, designs,
The Full Range dPotential Problems develops or maintains their company website.

Steer clear of the many missteps you can make. This topic is based on a systematic review of a 21 page
document called, “Preventing Website Mistakes” compiled by Lytra, Inc. from 22 independent website experts.
The discussion is organized according to the implementation factors covered in earlier sessions. The interactive
session includes reviews of basic technical and content issues as well as factors that are visible and invisible to
website visitors. Where appropriate, specific points identified by participants are discussed in further detail
including actual website examples from their own company as well as their competitors’ websites.

Media Gimmicks This topic is suitable for anyone who manages, designs,
Myths and False Promises develops or maintains their company website.

Avoid wasting resources on myths and dubious promises. This topic examines media gimmicks that come in
several forms, frequently from firms that specialize in Internet marketing, hosting, searching and website
development. Other sources of gimmicks are discussed as well, such as companies that promote software and
from so-called experts sharing their opinions—usually in blogs. The interactive aspect of this session is used to
advise participants of the differences between unrealistic promises and cold reality. It emphasizes simple steps
participants can take to protect their time and money.

MEDIA PROJECTS

The topics below are geared to planning, guiding, controlling and distributing media.

Specifying Media REquirements This topic is suit'ab/e"for ar{yone who manages, designs,
Prescribing the Results You Require develops or maintains their company website.

Define exactly the desired outcomes you want. The aim of this topic is to demonstrate how participants can
prepare written requirements for each aspect of a media project. This includes materials used online, in print
and in person. The discussion is organized around methods to prescribe technical requirements as well as
creative content. Special emphasis is devoted to specifications for online media, websites in particular. This
includes structure, copy, images, artwork and navigation. Other media materials also receive attention,
especially specifications for print design and publications.

Preparing Media COpy This topic is suit.able.for an.yone who manages, designs,

) 080 111 I AT OO 91 60 2 develops or maintains their company website.

Master this critical aspect of any marketing strategy. This topic covers the single most important element in any
effort to market and promote a company. It explains the crucial distinctions between writing about features
versus benefits. It stresses the differences in writing copy for print versus online media. The interactive aspect of
the session focuses on how participants can translate features into benefits for their own organization. Simple
composition and layout methods are explained to illustrate how to prepare copy that is interesting and easy to
read. In addition, suggestions are offered concerning the review and testing of promotional copy.
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Working With Media Vendors This topic is suitable for anyone who manages, designs,
Finding Sourcesfor Help and Advice develops or maintains their company website.

Match goals and budgets to the best media vendor. This topic offers a number of insights into the business of
selecting media vendors. The similarities and differences between various creative and technical specialties in
the media marketplace are covered. Participants learn about how the core expertise of a vendor impacts its
recommendations and overall costs. In a similar vein, the merits and shortcomings of multi-service vendors are
also discussed. This includes comparing the strategies of using multiple vendors or a “one stop” shop.
Participants have an opportunity to apply these factors to their own media projects.

Producing Media This topic is suitable for anyone who manages, designs,

Ins and Outs of On Paper or Online develops or maintains their company website.

Manage differences between print and online media materials. This topic addresses the enormous differences
between print and online media. The session first explores the common aspects of production such as software
tools and digital media. The discussion then considers the divergent methods typically used to produce printed
matter versus Internet-based media. Participants receive a basic introduction for working through the creative
process and then moving into the more technical aspects of media production. Differences in the overall cost
and quality of media production options are also discussed.

Scripts and StOI‘yboards This tf)pic is suitable for anyone w'ho rr.mnages or write.s
What will 1 s ay? What will th ey se e? website content or develops multiple-image presentations.
Apply media techniques used in ads and movies. This topic demonstrates how to develop ideas that are
designed to “tell a story” for multi-image media such as slide shows and videos. It shows several techniques for
sequencing images, describing action and transitions and preparing related copy. Participants learn the
importance of these techniques by comparing productions that are based on scripts and storyboards with
programs that are created “on-the-fly.” Examples of when and where to produce scripted versus unscripted
narrations are also discussed.

MEDIA PRODUCTION

Topi cs hevrteo "o fcfoenrc e‘phtosw on proven media tools and meif
amateurish productions.

Control Your Business Images This topic is suitable for anyone who manages, develops or
Rent or OWI’Z) 080 9100 #EIT EA maintains text and image files pertaining to the company.
Stay in charge of the company’s intellectual property, always. This topic extends the material discussed in the
“Optimize Your Media Resources.” First, it reviews typical types of business images and how to manage them.
Then, it focuses on how to make decisions about who will generate images and who will own them. Next, it
explores the costs associated with licensing and owning images, especially those created by professional
photographers. The merits and limitations of the do-it-yourself approach as well as the use of stock photography
are discussed. Participants are also introduced to stock photography resources.
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DIY Business Photography This topic is suitable for anyone who manages or produces
How to Produce Professional Results image files pertaining to the company.

Capitalize on digital photography to save money. This topic is organized around a detailed, 43 slide presentation
that thoroughly explores the world of digital photography and its impact on producing business images. It covers
the full range of options from consumer to professional photography. Participants learn how to make decisions
in five key areas: photographic equipment, imaging software, printing equipment, skill strategy and ownership
strategy. Specific examples are discussed to explain how a company can produce professional quality images
with the right combination of software and hardware resources.

Fixing Photographs This topic is suitable for anyone who manages or produces

Technology to the Rescue image files pertaining to the company.

Discover what it takes to adjust, modify and rework images. This topic demonstrates the three levels of fixing
photographs. Adjust: correct problems in digital images by editing and enhancing their existing attributes.
Modify: improve the appearance of images by altering deficiencies in their basic features. Rework: revive and
strengthen images and prints by rebuilding flawed and undesirable elements. Participants explore the use of
software to understand the potential for correcting images. In addition, they review several resources to learn
more about software tools and techniques to help them decide where they can and will not—do-it-yourself.

Galleries and Tours This topic is suitable for anyone who manages, develops or

Packaging and TeIIing Your Story maintains text and image files pertaining to the company.
Find out how to organize and quickly compile sets of images. This topic concentrates on media that is produced
using a series of static images. This includes web galleries and onscreen video streams that are sometimes used
to fully control the viewing experience. Participants learn about manual and automated ways to assemble
galleries as well as techniques to prepare them for viewing on websites and removable media such as CDs.
Hosting options are also discussed ranging from the company website to various services dedicated to hosting
photographs. Options such as captions and incorporating narration are reviewed as well.

Slide Shows This topic is suitable for anyone who manages, develops or

Making Strong and Powerful Points maintains text and image files pertaining to the company.
Learn what it takes to create clear and captivating presentations. This topic emphasizes the obvious choice when
it comes to producing slideshows, Microsoft PowerPoint®. Participants learn how to best organize and format
content to keep shows interesting and easy to understand. In addition, they see how images are imported plus
methods for constructing diagrams. Other capabilities such as transitions, animation and narration are briefly
reviewed as well. Techniques for distributing shows are also discussed—including printed, projected and hosted
programs. Alternative production methods using Photoshop® are highlighted to conclude the session.
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Flyers and Postcards This topic is suitable for anyone who manages, develops or

Convenient HardworkingStandbys maintains text and image files pertaining to the company.
Uncover the potential of these easy-to-produce materials. This topic focuses on basic techniques to design,
develop, publish and distribute simple printed pieces. Participants learn about different ways to create pleasing
designs using templates and comparable pieces. They also see examples of easy-to-use software such as
Microsoft Word® and Publisher® that can be used to generate professional-looking brochures, handouts, and
mailers. The effective use of fonts, colors and images is briefly discussed by using examples to illustrate various
design concepts. The session then ends with a discussion on distribution methods including PDFs.

Videos: Promises and Pitfalls This topic is suitable for anyone who manages, develops or
Plain Talk About a Powerful Medium maintains text and image files pertaining to the company.
Tread carefully into the world of video programs. This topic carefully approaches the subject of business videos,
especially in terms of cost, quality and viewer impact. First, the session explains the differences between “off-
hand” videos and programs produced with conventional tools and methods. Then, participants explore
examples from both venues to assess the relative impact they have on relevance, viewer impact and credibility.
Next, the session discusses the cost-benefit of videos based on their production methods. The session concludes
with a brief overview of distribution methods, especially on websites and public forums such as YouTube.

\ v ] 703.538.0980 = Info@Lytralnc.com = updated 10-25-08 = Page 8
[3»» “JINCORPORATED



