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Statement of Payment Preference 
 
Letterpress Communications is flexible and willing to work with clients to make all processes, 
including payment, as smooth as possible. Letterpress is able to accommodate either Option #1 
or Option #3 for payments as noted below. 
 
Option #1- Payment to be mailed in 10 days-Mason will make payment to the vendor under 
2%/10 Net 30 payment terms. Invoices should be submitted via email to the designated 
Accounts Payable email address which is acctpay@gmu.edu. The 10 day payment period 
begins the first business day after receipt of proper invoice or receipt of goods, whichever 
occurs last. A paper check will be mailed on or before the 10th day. 
 
Option#3- Net 30 Payment Terms. Vendor will enroll in Paymode-X where all payments will be 
made electronically to the vendor’s bank account. For additional information or to sign up for 
electronic payments, go to http://www.paymode.com/gmu. There is no charge to the vendor for 
enrolling in this service.  

Qualifications & Experience 

Describe your experience, qualifications and success in providing the services 
described in the Statement of Needs to include the following: a. Describe your 
experience in providing similar services described in the Statement of Needs. b. 
Names, qualifications and experience of personnel to be assigned to work with 
Mason. c. Resumes of personnel working with Mason.  

Firm History & Overview 

Founded in 2015, Letterpress Communications brings community powered marketing 
strategies and the latest digital storytelling techniques to businesses, nonprofits and 
government entities in Virginia. Founder Ilsa Loeser is an award-winning writer and 
former newspaper reporter who has spent years developing her craft of telling stories. 
She specializes in media relations and community engagement while Letterpress offers 
a full range of services, including website development, videography, social media 
strategies, brand journalism, PR and fundraising campaigns. 

The company retains six employees: the principal, an operations manager, a director of 
account services, an account executive, a writing specialist and an IT specialist. In 
addition, Letterpress has 20 subcontractors including account executives, writers/editors, 
designers, a social media manager, web developers, photographers and videographers. 
Each subcontractor has specific experience in his or her given field and is managed by 
Letterpress internally. As a boutique marketing firm, Letterpress is able to provide a 
customized level of service at a fair market rate, employing skilled contractors as needed 
on any given project. 
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Letterpress has a proven track record of delivering a high level of specialized service on 
large-scale projects such as the 2016 Vice Presidential Debate, as well as detailed, 
short-term projects such as website content and design. 
 

Agency Qualifications 

“Nobody cares what you have to sell." That is what Letterpress tells its clients. What 
people do care about are stories, faces, and making lives better. Letterpress specializes 
in content marketing and community engagement through word of mouth and network 
optimization. Instead of conventional dry press releases and outdated tactics, we tell 
compelling stories, feature faces and personalities and offer content that is useful. 

Letterpress Communications is firmly rooted in not only marketing but also public 
relations, making us especially suited for community engagement. We work with many 
clients who have multiple partner organizations and agencies with whom they must work 
on a regular basis. Our speciality is passionate and active rural partnerships and 
businesses that are seeking to use both traditional and digital means to tell their story 
well and engage their communities as advocates. 

 
Culture & Collaboration Style 

Letterpress describes its office culture as just the right blend of rigor and fun. We have a 
core of account executives who spend the time and energy needed to know our clients 
and their goals. These account executives are supported by a larger team of contractors 
in specialized fields such as videography, photography, web development, digital 
advertising, social media and graphic design.  

We are a consultancy. We get to know our clients and go beyond what a client may 
request in order to best meet the client’s goals. That could mean recommending best 
practices, a new process, adoption of a new technology or creating a brand guide to help 
the client tell their story in a way that is consistent and engaging.  

Letterpress is often on site at a client’s workplace and integrating with the client’s internal 
team. When not on site, they may be in close communication via email, project 
management software, phone calls, video calls and texts. “If the client is surprised, we’re 
doing it wrong” is a motto Letterpress lives by. We believe in open communication and 
frequent updates.  

Experience Providing Similar Services 

Letterpress is committed to meeting and exceeding expectations when working with our 
clients. We have a proven track record of delivering a high level of specialized services 
in the areas of creative design, web design, copywriting, videography projects, and 
graphic design. Letterpress has a strong reputation in the education sector, having 
worked with K-12 school systems and institutions of Higher Education. Our Account 
Executives excel in managing projects efficiently and effectively to ensure the scope of 
work gets completed according to timeline and with the utmost care. 
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Creative Design:​ Letterpress has worked to create, design, and produce a variety of 
branding and direct mail campaigns, collateral materials, and graphic illustrations. Some 
clients include Longwood University Small Business Development Center, Cumberland 
County Public Schools, and Longwood University College of Graduate and Professional 
Studies.  

Web Design and Production:​ ​Our company recently created, designed, and launched 
a website for the Virginia Children’s Book Festival. With 27 of the country’s most 
cherished and best-selling authors and illustrators, the 2020 VCBF unlocked worlds of 
science fiction, hip hop, illustration and more for the entire month of October. Total 
Registrations reached 28,116 with registrations coming from multiple states and an 
international reach to Canada and Australia. A total of 24 live sessions engaged 
students of every age, while archive footage was accessed more than 1000 times 
throughout the event. Software utilized included Streamyard, Constant Contact email 
software was integrated into the website as was the live stream through YouTube.  

Copywriting, Proofreading, and Copyediting:​ Letterpress has a dedicated Writing 
Specialist focused on technical, advertising, and marketing for print media and websites. 
Telling the story has always been a focus and we take pride in our writing. Longwood 
University’s Small Business Development Center client profiles have assisted the SBDC 
in sharing success stories of small businesses in the region. Green Front Furniture blog 
posts are crafted to highlight furniture vendors, styles, and the latest trends in home 
decor. We are always ready to share the next story.  

Videography and Motion Graphics/Animation:​ ​As part of Letterpress's overall 
marketing strategy for Longwood University's College of Graduate and Professional 
Studies, Letterpress highlights current students and alumni. The strategy is to use real 
program participants and graduates to showcase what makes each program stand out 
from competitors. In addition to writing graduate spotlight blog articles and including 
quotes and faces of students in printed collateral, Letterpress highlights student stories 
through videography. Typically, alumni (and students in some cases) are interviewed 
onsite at their workplace to show how they've been able to apply their degree and 
advance their career. The student is interviewed and b-roll footage is captured to show 
the student in action and interacting in their workplace. These videos are added to the 
web pages for individual graduate programs as well as shared out on social media. 
Videos are also shared at recruitment opportunities and information sessions and can be 
linked in the prospective student email campaigns.  

Letterpress Communications provides community outreach support and public relations 
services to the Longwood Small Business Development Center. The Longwood SBDC 
provides education, consulting and economic research to support potential and existing 
small business owners throughout Southern Virginia. Their goal is to help potential and 
existing small business owners start, analyze and grow their businesses. As a part of our 
work with Longwood SBDC, we create videos highlighting small businesses that have 
utilized Longwood SBDC’s services. We interview the business owner and capture b-roll 
footage of their small business in action to showcase the partnership between Longwood 
SBDC and small businesses throughout their service area. 
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Names, Qualifications, and Experience of Personnel 
 

Letterpress Communications Personnel 
 
Ilsa Loeser, Owner & Principal​ – director of creative development; strategic 
planning; director of design and development; organize and manage internal staff, 
including consultants, to ensure completion of deliverables. ​Farmville, VA 
 
Lyndsie Blakely, Operations Manager & Account Executive​ – assists in organizing 
and managing internal staff, including consultants, to ensure completion of 
deliverables. Virginia Professional Communicators award winner for her work on two 
different communications campaigns. ​Farmville, VA 
 
Krista Gargano, Graphic Designer  ​– graphic design work, including designing 
logos, printed, and collateral, infographics, maps and other media.​ Asheville, NC 
 
 
Xavier Harrison, Videographer ​– create storyboards, film projects, edit and mix 
video content, index b-roll, audio and video synchronization, and general quality 
control. ​Farmville, VA 
 
Kristina Kerton-Eisele, Account Executive ​– assists in organizing and managing 
internal staff, including consultants, to ensure completion of deliverables; public 
relations specialist. ​Staunton, VA 
 
Zachary Keys, Web Developer & Account Executive​ – website development from 
the ground up, including concept, navigation, layout and programming. ​Danville, VA 
 
 
Michael Lay, Graphic Designer ​– art direction, writing, editing, and design 
including logos, printed and collateral, infographics, maps and other media. 
Midlothian, VA 
 

 
Alyce Loeser, Writing Specialist​ – developing and writing content for websites and 
print media.​ Farmville, VA 
 
 
Julia McCann, Director of Account Services and PR Specialist​ – assists in 
organizing and managing internal staff, including consultants, to ensure completion of 
deliverables; public relations specialist; writer. Virginia Professional Communicators 
award winner in Public Relations Reports for her work  

    on the SVHEC Annual Report. ​Farmville, VA 
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Colin Werth, IT Specialist ​ ​– website development from the ground up, including 
concept, navigation, layout and programming. ​Hampden-Sydney, VA 
 
 

 
Please see resumes in Addendum - Resumes 
 
 
 
Specific Plan (Methodology) 
Explain your specific plans for providing the proposed services outlined in the 
Statement of Needs including: a. Your approach to providing the services 
described herein. b. What, when and how services will be performed. 

 

AGILE METHODOLOGY: 
Letterpress employs SCRUM or Agile project management methodology and Asana 
project management software to keep projects on time, to facilitate team member 
accountability and move projects forward. The word SCRUM is a rugby term referencing 
how the team moves the ball down the field together. When applied to marketing, the 
ball is the goal and the field is the project timeline. The specifics of SCRUM may adjust 
to project needs but it usually involves teamwork periods punctuated by moments to 
regroup and assess. Each work period is called a “sprint”. Sprint meetings are 
opportunities for project managers to remind the team of timelines and goals, provide 
encouragement and vision, and to remove roadblocks that are preventing team 
members from progressing in their work. There are also times set for “retrospectives” 
where the team identifies process improvements and activities that are slowing progress. 
This ensures the team constantly improves its processes and accelerates.  

ACCOUNTABILITY: 
Letterpress tracks all accomplished tasks each month and provides a “Done List” to the 
client. This outlines what individual projects and tasks have been completed to allow the 
client to view ongoing progress.  
 
STRATEGY PROCESS 
Letterpress abides by a four-phased strategy development process: 

Situation Analysis 
Letterpress will conduct an intake to understand the client’s initial goals and 
current state of affairs. This will be an opportunity to gather data and insights 
through intake discussions, review of existing marketing collateral, and learn 
what strategies have worked in the past, which haven’t, and uncover obstacles in 
the way of success. It is also an opportunity to research competitors with the goal 
of differentiating the client from others in their field.  
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Branding 
Some clients already have a strong brand presence, but others aren’t able to 
identify their visual identity (consistent company colors and fonts) nor quickly 
articulate what makes their organization unique. This includes gaining clarity on 
the particular audiences the organization sees as its primary clients or 
customers. As this is foundational to everything we do, we take the time to get 
clarity on the company’s brand before moving forward.  
 
Strategy 
In this phase, we map out what we’ve learned in a way that is clear and easy to 
digest for the client. This might include a list of communication channels, a list of 
important dates or events, and customer personas. It will also include a list of the 
finalized goals and the strategies and tactics necessary to make progress on 
each goal. A marketing plan will include details regarding timing and ownership. 
We also include a key performance indicator (KPI) dashboard with baseline 
measurements so success can be evaluated after performing the activities 
detailed in the marketing plan.  
 
Implementation 
This phase follows our implementation development process detailed below.  

 
IMPLEMENTATION PROCESS 
Letterpress abides by a four-phased implementation development process: 

Administration and Planning 
Letterpress will conduct an initial planning meeting with the client to review 
research results and to garner helpful background information and insight. 
Letterpress will conduct a project inventory assessment to assess the current 
webpages, social media platforms, other stakeholder communication channels 
and overall messaging. Planning phases may include client/stakeholder surveys, 
search engine optimization research/planning and creation of navigation plans, 
sitemaps or databases. Letterpress will produce, if needed, a Project Inventory 
Form, outlining content which needs to be provided by the client. 

Design/Creative 
Based on the planning phase, Letterpress will engage the creative team to 
propose initial designs for client review before building out the entire project. 

Constructive/Implementation 
After initial comprehensive plans are approved, Letterpress will develop the full 
project. The client may make two to four rounds (depending on scope of work) of 
changes prior to launch/publication/final version. The client must sign off on any 
work submitted for publication digitally or otherwise. 

Training/Review 
Letterpress specializes in providing staff training and implementation guidance 
and recommendations. We don’t just hand over the keys to shiny new videos and 
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disappear. We will spend time training your team on how to best utilize the videos 
for greatest impact across multiple channels. 

We believe strongly in an iterative process. Whenever possible, before large 
projects, Letterpress engages in small scale activities to gage success before 
launch of a full initiative. Key performance indicator (KPI) dashboards and ROI 
are calculated for all completed communications activities. 
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Creative Samples 
Provide samples for all sections of the Statement of Needs for which you are 
submitting a proposal.  
 
A - CREATIVE DESIGN 

1. SVHEC Annual Report: 
https://drive.google.com/file/d/1CBOb8z7rpTpdv4D4oBw-f4mjuVPMhfhY/view 

2. GO Virginia Region 3, Infographic 
https://govirginia3.org/wp-content/uploads/2018/09/GOVirginiaRegion3-Infographic.pdf 

3. Green Front Furniture Ad Design: 
https://letterpresscommunications.com/wp-content/uploads/2018/08/AugLifestyle_LuxeR
ework.jpg 
 

B - WEB DESIGN AND PRODUCTION 
1. Virginia Children’s Book Festival website: ​https://vachildrensbookfestival.org/ 
2. GO Virginia Region 3 website: ​https://govirginia3.org/ 
3. Heritage United Methodist Church website: ​https://www.humclynchburg.org/ 

 
C - COPYWRITING, PROOFREADING, AND COPYEDITING 

1. Longwood University SBDC Success Stories: (2015-present) 
https://sbdc-longwood.com/category/testimonials/ 

2. Green Front Furniture blog posts: ​https://www.greenfront.com/blog/ 
3. Virginia’s Growth Alliance: Mecklenburg High School: 

http://www.vagrowth.com/news/blog/entry/entrepreneurship-for-everyone-mecklenburg-s
tudents-learn-what-it-takes-to-start-a-business 

 
D - VIDEOGRAPHY AND MOTION GRAPHICS/ANIMATION 

1. Longwood University College of Graduate and Professional Studies, Health and Physical 
Education Graduate Program recruitment video: 
https://youtu.be/P0YSl3xVLs0 

2. Green Front Furniture Behind the Scenes: 
https://youtu.be/A0ARlY0NUWQ 

3. Downtown South Boston, Community Business Launch: 
https://youtu.be/WZRvpZC0j6s 

 
 
For additional Creative Samples please see the Letterpress 
Communications portfolio:​ ​https://letterpresscommunications.com/portfolio/ 
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References for Letterpress Communications 

No fewer than three (3) that demonstrates the Offeror’s qualifications, preferably 
from other comparable higher education institutions your company is/has 
provided services with and that are similar in size and scope to that which has 
been described herein. Include a contact name, contact title, phone number, and 
email for each reference and indicate the length of service 

 
Dr. Betty Adams 
Executive Director 
Southern Virginia Higher Education Center 
820 Bruce Street 
South Boston, VA 24592 
434-572-5551 
bettyadams@svhec.org  
Length of Service with Letterpress: Since August 2018 
 
Dr. Jeannine Perry 
Dean, College of Graduate & Professional Studies 
Longwood University 
201 High Street 
Farmville, VA 23901 
434-395-2069 
perryjr@longwood.edu 
Length of Service with Letterpress: Since April 2017 
 
Mrs. Sheri McGuire 
Associate Vice President for Community and Economic Development 
Longwood University Small Business Development Center 
315 West Third Street 
Farmville, VA 23901 
434-395-2360 
mcguiresr@longwood.edu  
Length of Service with Letterpress: Since May 2015 
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Proposed Pricing/Hourly Rates 

Provide hourly rates for any services proposed. Rates shall include all overhead costs.  
 
Zone 1 Pricing 

*Retainer must be at least $50,000 a year. 
 
Direct Costs: 
Direct costs are not included in the labor fee and will be billed separately. Direct costs 
include, but are not limited to: ad campaigns, stock photography, travel costs, etc. 
Estimates for all direct costs will be provided for review by Client for approval. 
 

Mileage: 
● Client partnership is critical to successful marketing. For this reason, one 

monthly onsite meeting is included for retainer contracts greater than 
$50,000 a year. Additional travel costs and mileage will be billed at cost 
and the current IRS mileage reimbursement rate. Estimates for all travel 
costs will be provided for review by Client for approval. 

 
Ad Spend: 

● If Letterpress purchases ad placement for a retainer client, a 15% fee 
is billed.  
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 Hourly Rate w/ Retainer Full Hourly Rate 

Strategic Planning & 
Branding, 
Media Planning, 
Negotiation, Buying 

135 150 

Implementation: Graphic 
Design, Copywriting, 
Social Media and Website 
Content Management & 
Coordination (Social 
media, email newsletters, 
etc.) 

120 135 

Video and Photography 
Production 

125 hour for shoot 
115 hour for editing  
 

140 hour for shoot 
130 hour for editing 
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