CITY OF LOS ANGELES

CAROLYN M. HULL
GENERAL MANAGER

Los ANGELES, CA 90071

KAREN BASS

MAYOR
DATE: June 20, 2024
TO: All Economic Development Division Service Providers
FROM: Rosa H. Penaloza, Assistant Chief Grgnts Administrator
Economic Development Division

SUBJECT: EDD DIRECTIVE NO. 24-06
ECONOMIC DEVELOPMENT DIVISION SERVICE PROVIDER SUCCESS
STORY AND WEBINAR/TRAINING CALENDARS

EFFECTIVE DATE
This directive is effective on the date of issue.

PURPOSE

The purpose of the directive is to provide the Economic Development Division Service Providers
(Providers) Success Story and Webinar/Trainings Submission Calendars for the period July 1,
2024 — June 30, 2025; outline the marketing materials approval process; and establish a
centralized information repository for all appropriate business-related event information collected
and made readily via the Economic and Workforce Development Division (EWDD) website.

BACKGROUND

Flyers and other public-facing marketing materials must provide clear, well-written, and
professionally formatted information to promote all programs and services funded by EWDD. The
EWDD Style Guide provides guidance to Contractors and Subrecipients to help EWDD maintain
a professional image while promoting EWDD's programs and services to Angelenos. The Style
Guide provides examples of success stories highlighting the services provided by EWDD and our
partner agencies, to be utilized in EWDD social media accounts, newsletter, website postings,
and for inclusion in EWDD Updates, the General Manager's Weekly Report to the Mayor's Office.

REQUIRED ACTION

All EWDD Contractors and Subrecipients must refer to and follow the EWDD Style Guide when
preparing success stories, flyers, webinar announcements, and other public-facing marketing
materials promoting all programs and services funded by EWDD.

The style guides include specific requirements including (but not limited to):

* Logos

* CDBG language

* Flyers

* Translation Services

* Release/Consent Forms

* Photos - Requirements and dimensions, including for social media platforms
* URL/RSVP link

* QR codes and short link
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Links to the guides and media release forms are available here.

Refer to the Economic Development Division Service Providers Success Story Calendar
(Attachment 1) for the Success Story due dates by Provider. Stories should be current from 2023
to the present. Stories shall be submitted with all required attachments to the EDD Success
Stories Submission Google Form here.

Flyers should be emailed to labusinesssourceadmin@lacity.org for review. Providers will be
notified if any updates are needed. Note that all new flyers must be preapproved prior to
distribution. Previously approved flyers can be used if there is only a date, time, or venue
change. Any events taking place outside of the City of LA must first be evaluated by the EWDD
monitor.

In an effort to promote Provider trainings and events, the EDD Webinar/Training Event
Submission Google Form was created. Submissions must be for trainings and/or events
scheduled for the following month with an approved flyer. Submissions must follow the deadlines
listed in the Economic Development Division Service Providers Webinar and Training Calendar
(Attachment 2). All flyer submissions must be in 1080x1350px dimensions with all logos (City,
EWDD, General BSC, and provider logos) and if included QR code with a short link.

EDD CONTACT
Questions or concerns should be addressed to labusinesssourceadmin@lacity.org.

Attachments:

1. Economic Development Division Service Providers Success Story Calendar July 1, 2024 —
June 30, 2025

2. Economic Development Division Service Providers Webinar/Training Event Calendar July 1,
2024- June 30, 2025

3. EWDD Style Guide

4. Video 101 Style Guide

5. EWDD Release Form — English

6. EWDD Release Form — Spanish


https://ewdd.lacity.gov/index.php/press/guides-releases
https://docs.google.com/forms/d/e/1FAIpQLSeXy-igXaSS3TekIZmP_4a_rOnygH70nro360co_zk-sE4ZUw/viewform
mailto:labusinesssourceadmin@lacity.org
https://docs.google.com/forms/d/e/1FAIpQLSdEi49K-l4fOg4pzrlASEPzVvUTeeVMSrf9YoQ15hPDeOBzeg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdEi49K-l4fOg4pzrlASEPzVvUTeeVMSrf9YoQ15hPDeOBzeg/viewform

Economic Development Division Success Story Calendar
July 1, 2024 — June 30, 2025

Please submit the Success Story to https://forms.gle/oxt5QsYpQS7yNAB77.

Service Provider Due Date

SEE-LA Incubator Friday, July 5, 2024
Pico-Union / Westlake BSC Friday, July 12, 2024
Harbor BSC Friday, July 19, 2024
Southeast LA BSC Friday, July 26, 2024

North Valley BSC Friday, August 2, 2024

Los Angeles Cleantech Incubator Friday, August 9, 2024
West Valley BSC Friday, August 16, 2024
South L.A. BSC Friday, August 23, 2024
Grid110 Friday, August 30, 2024
Hollywood BSC Friday, September 6, 2024
South Valley BSC Friday, September 13, 2024
Health Neighborhood Market Program Friday, September 20, 2024
Watts BSC Friday, September 27, 2024
Braid Theory Friday, October 4 , 2024
East L.A. BSC Friday, October 11, 2024
SEE-LA Incubator Friday, October 18, 2024
Pico-Union / Westlake BSC Friday, October 25, 2024
Harbor BSC Friday, November 1, 2024
Southeast LA BSC Friday, November 8, 2024
North Valley BSC Friday, November 15, 2024
Los Angeles Cleantech Incubator Friday, November 22, 2024
West Valley BSC Friday, November 29, 2024
South L.A. BSC Friday, December 6, 2024
Grid110 Friday, December 13, 2024
Hollywood BSC Friday, December 20, 2024
South Valley BSC Friday, December 27, 2024
Health Neighborhood Market Program | Friday, January 3, 2025




Economic Development Division Success Story Calendar
July 1, 2024 — June 30, 2025

Please submit the Success Story to https://forms.gle/oxt5QsYpQS7yNAB77

Service Provider Due Date

Watts BSC Friday, January 10, 2025
Braid Theory Friday, January 17, 2025
East L.A. BSC Friday, January 24, 2025

SEE-LA Incubator

Friday, January 31, 2025

Pico-Union / Westlake BSC

Friday, February 7, 2025

Harbor BSC

Friday, February 14, 2025

Southeast LA BSC

Friday, February 21, 2025

North Valley BSC

Friday, February 28, 2025

Los Angeles Cleantech Incubator

Friday, March 7, 2025

West Valley BSC

Friday, March 14, 2025

South L.A. BSC

Friday, March 21, 2025

Grid110

Friday, March 28, 2025

Hollywood BSC

Friday, April 4, 2025

South Valley BSC

Friday, April 11, 2025

Health Neighborhood Market Program

Friday, April 18, 2025

Watts BSC

Friday, April 25, 2025

Braid Theory

Friday, May 2, 2025

East L.A. BSC

Friday, May 9, 2025

SEE-LA Incubator

Friday, May 16, 2025

Pico-Union / Westlake BSC

Friday, May 23, 2025

Harbor BSC

Friday, May 30, 2025

Southeast LA BSC

Friday, June 06, 2025

North Valley BSC

Friday, June 13, 2025

Los Angeles Cleantech Incubator

Friday, June 20, 2025

West Valley BSC

Friday, June 27, 2025

Refer to the EWDD Style Guide at https://www.ewddlacity.com/index.php/press/guides-releases
for additional information.




Economic Development Division Webinar and

Training Submission Calendar
July 1, 2024- June 30, 2025

The newsletter is distributed at the end of the month and will advertise webinars taking
place in the following month.

Please submit the Webinar and Training information to:

https://docs.google.com/forms/d/e/1FAIpQL SAEi49K-14fOg4pzrASEPzVvUTeeVMSIOYoQ15hPDeOBzeg/viewfo
m

Month Webinar(s) is Submission Due Date

Taking Place In

July 2024 Tuesday, June 25, 2024
August 2024 Friday, July 26, 2024
September 2024 Tuesday, August 27, 2024
October 2024 Wednesday, September 25, 2024
November 2024 Monday, October 28, 2024
December 2024 Tuesday, November 26, 2024
January 2025 Thursday, December 26, 2024
February 2025 Tuesday, January 28, 2025
March 2025 Tuesday, February 25, 2025
April 2025 Wednesday, March 26, 2025
May 2025 Friday, April 25, 2025

June 2025 Tuesday, May 27, 2025

Refer to the EWDD Style Guide at https://www.ewddlacity.com/index.php/press/quides-releases for
additional information.


https://docs.google.com/forms/d/e/1FAIpQLSdEi49K-l4fOg4pzrlASEPzVvUTeeVMSrf9YoQ15hPDeOBzeg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdEi49K-l4fOg4pzrlASEPzVvUTeeVMSrf9YoQ15hPDeOBzeg/viewform
http://www.ewddlacity.com/index.php/press/guides-releases












































































VIDEO CONTENT 101

A GUIDE FOR VIDEO CONTENT

Prepared by the City of Los Angeles
Economic & Workforce Development Department (EWDD)



How to tell the City's COVID-19 recovery stories?

COVID-19 Economic Recovery Grants

The COVID-19 global pandemic devastated small businesses in the City of Los Angeles,
resulting in a substantial economic decline, particularly in disadvantaged communities.

Since 2021, the City's Economic and Workforce Development Department (EWDD) has
administered more than $100 million in grants to help small businesses, families and
workers recover from the economic setbacks created by the pandemic.

This video storytelling guide provides instructions to EWDD's BusinessSource, WorkSource
and YouthSource Centers on how to film stories to share how COVID-19 grant funding is
helping Angelenos bounce back from the pandemic. The videos will be posted across
@LAEWDD social media accounts on Instagram, Facebook, Twitter and LinkedIn, along with
the EWDD website.

EWDD thanks you for your efforts. If you have any questions, please reach out to EWDD
Public Information Officer Jamie Francisco at jamie.francisco@lacity.org or (213) 276-9321.

Happy storytelling!

Last Revised: 3/01/2023



mailto:jamie.francisco@lacity.org

¢ Allow for enough headspace
between the top of the subject's
head and the top of the frame.

e Center the subject off to one side.
Do not place the subject directly in
the center of the frame.

e To meet film and video industry-
standards, the subject should be
looking at the interviewer, not at
the camera.

e Always get b-roll! The more b-roll,
the better! Follow up with the
interviewee if you need more b-roll
content (photos, etc)

e If you film horizontally, use
1920x1080, 24 frames per second

¢ If you film vertically, use
1080x1920, 24 frames per second

Examples of previous EWDD videos
filmed horizontally:

https://www.youtube.com/user/CDDCL
AVideos/videos

-

For examples of previous EWDD
videos filmed vertically, view
EWDD's Instagram (@laewdd)!

Our business name is
Ortiz Jr. Auto Repair.

Last Revised: 3/01/2023



Interview tips: What questions to ask?

What is the best way to structure interviews?

e Before you begin asking the questions, advise the subject to state the
question within their answers. For example: If you ask, "What are the reasons
as to why you started your small business?”" Have the subject respond with,
"The reasons as to why | started my small business are ...."

e The first question should be to ask the subject to state their name and title.
For example: "Hi my name is Alex Sanches and | am the owner of..."

e Avoid asking “yes” or “no” questions! Ask questions that will warrant longer,
detailed responses.

e |In between each question, allow for a pause.

e If your interviewee doesn't provide a concise answer to one of your
questions, go back and ask them to clarify further. Listen for interesting
sound bites.

e Towards the end of the interview, always ask "Is there anything you would
like to add?" Interviewees typically have more things to say and as the
interview closes, they are become relaxed in their responses. These
additional details tend to be the best responses!

Last Revised: 3/01/2023




In the era of COVID, you can also
record video interviews on Zoom! .
If you can't film the interview in-
person, here are some Zoom
filming tips:

e Advise the interviewee to be
in a quiet room when
conducting the interview.

e Advise interviewee to have
stable Wi-Fi. This allows for
the audio and video to be
clear and useable.

e Make sure the subject is
framed at a flattering
angle.

e Advise the subject to have
good lighting. Their face
should appear clear and
bright on the screen.

» Follow the interviewing
structure on page 3.

1 H '
Now you're all set to film! (Film horizontally)

Last Revised: 3/01/2023




M Business|SOUrce

City of Los Angeles

Motion Picture/Photograph Release Form

| hereby irrevocably agree and consent that City of Los Angeles Economic & Workforce
Development Department (“EWDD"), and its assigns, may use, reproduce, and/or publish
photographs, video, and/or other image capture that may pertain to me—including my
image, likeness and/or voice without compensation-- as well as any comments, written or
oral that | have made in connection with EWDD.

| hereby grant EWDD the right to use my picture, silhouette and other reproductions of my
likeness, voice in connection with any motion picture or television program in which my
participation may be incorporated, and in any publication, online media or advertising
material promoting EWDD, including any comments or remarks, written or oral, relative to
EWDD.

EWDD may edit my appearance as well as comments, remarks, etc., written or oral, as it
sees fit. EWDD shall have all right, title and interest in any and all results and proceeds
from said use or appearance.

The rights granted EWDD are perpetual, worldwide, and include the use of my participation
in any medium (all or part of the program may be shown, as applicable), now known or
hereafter devised, created or invented, including, but not limited to, broadcast and cable
television, online/website, CDs, DVDs and similar.

EWDD is not obliged to make any use of my participation or exercise any of the rights
granted by this release.

In connection with the foregoing, | hereby release and hold harmless EWDD and its
employees and agents from all liability.

| have read and understand the meaning of this release.

Signature Date

Print Name



M Business|SOUrce

City of Los Angeles

Formulario de Autorizacion de Uso de Videos y/o Fotos

Por el presente acepto y consiento irrevocablemente que el Departamento de Desarrollo
Econémico y la Fuerza Laboral de la Ciudad de los Angeles (EWDD) y sus asignados, puede usar,
reproducir y/o publicar fotografias, videos, y/u otra captura de imagen que estén relacionados a mi
- incluyendo mi imagen, semejanza y/0 voz sin compensacion - asi como cualquier comentario,
escrito u oral que haya hecho en conexién con EWDD.

Por la presente otorgo a EWDD el derecho de usar mi imagen, silueta y otras reproducciones de mi
imagen, voz en relacion con cualquier pelicula o programa de television en la cual mi participacion
puede ser incorporada, y en cualquier publicacion, medios en linea o material publicitario que
promocione a EWDD, incluyendo cualquier comentario o comentarios, escritos u orales, relativos a
EWDD.

EWDD puede editar mi apariencia, asi como los comentarios, observaciones, etc., escritos u orales,
segun lo crea conveniente. EWDD tendra todo el derecho, titulo e interés en todos y cada uno de
los resultados y ganancias de dicho uso o apariencia.

Los derechos concedidos a EWDD son perpetuos, en todo el mundo, e incluye el uso de mi
participacion en cualquier medio (se puede mostrar todo o parte del programa, segun
corresponda), ahora no conocida o en lo sucesivo ideada, creada o inventada, incluyendo, pero no
limitada a transmision y television por cable, en linea / sitio web y CD, DVD y similares.

EWDD no esta obligado a hacer ningin uso de mi participacion o ejercer cualquiera de los
derechos otorgados por este comunicado.

En relaciéon con lo anterior, por la presente libero y eximo a EWDD y a sus empleados y agentes de
toda responsabilidad

He leido y entiendo el significado de este comunicado.

Firma Fecha

Nombre en letra de imprenta
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