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DATE:			May 14, 2020
TO:			Pay It Forward Project Team
FROM:			City of Saint Paul COVID-19 Joint Information Center
SUBJECT:		Pay It Forward Communications Plan


Pay It Forward Communications Plan		                                                                                              May 12, 2020

[bookmark: _Hlk40165056]A     OVERVIEW
 
A1     BACKGROUND
 
· Pay It Forward is a collaboration among the City of Saint Paul, Ramsey County, Saint Paul Area Chamber of Commerce, SCORE Saint Paul, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Metropolitan Consortium of Community Developers, Neighborhood Development Center, and other partners to help Saint Paul and East Metro business owners navigate COVD-19 grant and loan relief opportunities. 
 
· Leveraging an existing business mentor model developed by SCORE Saint Paul, Pay It Forward will engage an array of volunteers with financial and business experience to support local business owners who need assistance in applying for financial help.  

A2     GOALS 
 
· Help Saint Paul and Ramsey County small businesses stay afloat during this critical time.
 
· Ensure Saint Paul and Ramsey County businesses secure their fair share of economic relief.
 
· Create lasting banking relationships for small businesses who are too often left out of traditional finance.

A3     PROJECT TEAM
 
· City of Saint Paul

· Ramsey County
 
· Saint Paul Area Chamber of Commerce
 
· SCORE Saint Paul 
 
· African Economic Development Solutions
 
· Hmong American Partnership
 
· Latino Economic Development Center

· Metropolitan Consortium of Community Developers

· Neighborhood Development Center
A4     AUDIENCE & VALUE PROPOSITIONS
      
	AUDIENCE
	VALUE PROPOSITION

	 
· Volunteers
 
	 
· Make a difference in our community as we move forward together during this public health and economic crisis. 

	 
· Affinity groups and organizations
	 
· Help us make a difference in our community as we move forward together during this public health and economic crisis. 

	 
· Business owners
 
	 
· We’re here to help make sure no one is left behind during this public health and economic crisis. 

	 
· Media
 
	 
· Our community is united in our response to ensure no one is left behind during this public health and economic crisis.

	 
· General public
 
 
	 
· Our community is united in our response to ensure no one is left behind during this public health and economic crisis.
 


 
A5     TIMELINE
 
· The public communications for Pay It Forward will consist of two phases:
 
· Phase 1 will be a public call for volunteers to apply to serve as a business mentor. 
 
· Phase 2 will be public invitation to businesses in need of assistance to apply for a business mentor. 
 
	PHASE 1: CALL FOR VOLUNTEERS

	START 
	END 
	ACTION
	VEHICLE(S)

	 
Wed,
May 13
	 
TBD
	 
· Distribution of communications materials by all PIF partners
 
· Direct request for amplification to partners’ networks
 
	 
· Media release
· Web page
· Social media posts
· PIF communications packet for digital communications such as email and newsletter

	PHASE 2: INVITATION TO APPLY

	 
Fri,
May 22
	 
TBD
	 
· Distribution of communications materials by all PIF partners
 
· Direct request for amplification to partners’ network 
	 
· Media release
· Web page
· Social media
· PIF communications packet
· Video


B	CONTENT
 
B1     KEY MESSAGES
 
· Get Help, Give Help: We’re doing all we can to support local businesses with Pay It Forward
 
· Our community is united in our response to ensure no one is left behind during this public health and economic crisis.
 
· Pay It Forward is a collaboration among the City of Saint Paul, Ramsey County, Saint Paul Area Chamber of Commerce, SCORE Saint Paul, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Metropolitan Consortium of Community Developers, Neighborhood Development Center, and other partners to help Saint Paul and East Metro business owners navigate COVD-19 grant and loan relief opportunities. 
 
· Leveraging an existing business mentor model developed by SCORE Saint Paul, Pay It Forward will engage an array of volunteers with financial and business experience to support local business owners who need assistance in applying for financial help.  
 
· Help us make a difference in our community as we move forward together during this public health and economic crisis. 
 
· Saint Paul and Ramsey County are fortunate to have a myriad of small and micro businesses who call our region home.  
 
· In the current crisis, our business owners need technical experience to apply for state and federal COVID-19 financial relief programs.
 
· Members of our community with business and financial experience can apply to become an economic first responder and help our community businesses navigate COVID-19 grant and loan relief opportunities. 
 
· To ensure Pay It Forward can reach everyone in our community, volunteers with ability to speak Hmong, Somali, Oromo, Spanish, Karen and other languages are strongly encouraged to apply. 
 
· To apply to be a Pay It Forward volunteer, go to:
 
· https://www.saintpaulchamber.com/payitforward.html
 
· We’re here to help make sure no one is left behind during this public health and economic crisis. 
 
· Businesses in our community can access free business and financial assistance to help them navigate COVID-19 grant and loan relief opportunities. 
 
· We have business mentors who can speak Hmong, Somali, Oromo, Spanish, and Karen to ensure everyone in our community can access this resource. 
 
· To connect with a Pay It Forward business mentor, go to:
 
· https://www.saintpaulchamber.com/payitforward.html
 
 B2     BRANDING & DESIGN
 
· These branding and design elements have been crafted for Pay It Forward. 
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B3     COMMUNICATIONS VEHICLES 

B3-1   WEBSITE PAGE: link 
            
        
WE'RE DOING ALL WE CAN TO SUPPORT LOCAL BUSINESSES: GET HELP, GIVE HELP
 
The Saint Paul Area Chamber of Commerce, SCORE Saint Paul, the City of Saint Paul, Ramsey County, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Metropolitan Consortium of Community Developers, Neighborhood Development Center, and other partners are joining together to help Saint Paul and East Metro business owners navigate the confusing array of COVID-19  grant and loan relief opportunities.

Saint Paul and Ramsey County are fortunate to have a myriad of small and micro businesses who call our region home.  In the current crisis, we are interested in ensuring our businesses succeed and get the financing they need.  Many of our business owners need technical experience to apply for state and federal COVID-19 financial relief programs.
 
Pay it Forward will address this issue by finding, training and matching experienced financial and business professionals with local business owners who need assistance in applying for financial help.  Volunteers with the ability to speak Hmong, Somali, Oromo, Spanish, Karen and other languages are strongly encouraged to apply. 
 
Volunteers will serve on the “front line” as economic first responders and help us achieve our goals:
· Help Saint Paul and Ramsey County small businesses stay afloat during this critical time.
· Ensure Saint Paul and Ramsey County businesses secure their fair share of economic relief.
· Create lasting banking relationships for small businesses who are too often left out of traditional finance.
 
For languages other than English, please utilize the City of Saint Paul Community Resources Line for assistance.  Please call 651-266-6000 or email LanguageResource@ci.stpaul.mn.us.  Translators are available Monday-Friday, 8:30 am to 5:00 pm to answer questions in Hmong, Karen, Oromo, Somali, and Spanish. 

3 WAYS TO ENSURE LOCAL BUSINESSES GET FINANCING
 
Volunteer to Help Business Owners Complete Financing Applications

Pay It Forward is seeking experienced financial and business professionals with the ability to assist small business owners in applying for state and federal grants and loans. Pay It Forward Volunteers will be screened and trained by SCORE Saint Paul, a nonprofit that provides business mentoring to help entrepreneurs and small businesses succeed. 
 
Based on skills, time availability and languages spoken, volunteers will be matched with a SCORE advisor.  Because the Pay It Forward program recognizes the many different cultures in our community, we have partnered with  community technical business service organizations to assist English as a second language business clients and those preferring to work with known partners in the community the small business person clients as described. Volunteers may take on one case or several, whatever works best for individual circumstances.
 
To volunteer, please fill out the form completely and it will be reviewed by SCORE Saint Paul. Within two business days, SCORE Saint Paul will reach out to you with additional information about the training process.  They will place you on a list of available volunteers and match you with a SCORE mentor and / or a community partner as needed. Volunteer Form
 
If questions about volunteering, please contact SCORE at stpaul@scorevolunteer.org.
 
Need assistance in applying for federal and state grants and loans?  Apply May 22, 2020!

 After we have gathered volunteers through our initial outreach, we will ask business owners to request mentors.   You will receive a response within 2-3 business days after May 22. If you need assistance before then, please contact stpaul@scorevolunteer.org.  We are excited about providing additional advisors to support you in seeking financing and want to be sure we have enough volunteers to meet the need.
 
 Request Form For Business Seeking Mentors
 
If questions about getting a business mentor, please contact stpaul@scorevolunteer.org.
 
Become a Pay It Forward Partner and promote to small businesses who may need help
 If you are an economic development and other nonprofit who works with small businesses, you can:
· Promote the initiative on your websites and social media, so we can reach volunteers and small businesses from all corners of our city (ADD link for graphics?? - feel free to use these social media promotional graphics)
· Provide additional support and volunteers to act as economic first responders, particularly organizations that are able to provide mentoring in languages other than English. 
 
If interested, please contact Channon Lemon at the Saint Paul Area Chamber of Commerce (channon@saintpaulchamber.com).
 
RESOURCES
· Ramsey County Means Business 
· City of Saint Paul COVID Resources - link
· SCORE Business Resources 

B3-2   VOLUNTEER SIGN-UP FORM WEBPAGE: link
 
PAY IT FORWARD - Volunteer Form
Pay It Forward is seeking experienced financial and business professionals with the ability to assist small business owners in applying for state and federal grants and loans. Pay It Forward Volunteers will be screened and trained by SCORE Saint Paul, a nonprofit that provides business mentoring to help entrepreneurs and small businesses succeed.
 
Based on skills, availability and language abilities, volunteers will be matched with a SCORE advisor and/or community partners and will be called on to assist business clients as needed.
 
Please fill out the form completely and it will be reviewed by SCORE Saint Paul. Within two business days, SCORE Saint Paul will reach out to you to provide you with additional information about the training process.
 
[RESPONSE FIELDS]
 
· Full Name *
· Phone Number *
· Email Address *
· Are you currently working? *
· Yes, full-time
· Yes, part-time
· No
· Describe your professional experience *
· Languages spoken fluently (check all that apply) *
· English
· Hmong
· Spanish
· Somali
· Oromo
· Karen
· Other: 
· Industry Experience (check all that apply) *
· Arts and entertainment
· Financial services and insurance
· Car repair and maintenance
· Construction, industrial
· Health care and services
· Nonprofit organizations
· Personal services and wellness
· Recreation and travel
· Restaurants and hospitality
· Retail and wholesale
· Technology and web-based services
· Transportation and warehousing
· Waste management
· Other:
· Do you have experience applying for bank loans or grants? *
· Yes
· No
· Other:
· Do you have experience preparing financials for creditor review? *
· Yes
· No
· Other
· Would you be willing to help people with bank loan processing? *
· Yes
· No
· Other:
· When can you start volunteering? *
· Date
· This program duration is not yet defined; to respect your time, please let us know how many hours per week and how many weeks you would commit. *
· Have you ever been convicted of a felony?
· No
· Yes
 

B3-3   MENTOR REQUEST SIGN-UP FORM WEBPAGE: link
            
PAY IT FORWARD - Mentor Request
The Saint Paul Area Chamber of Commerce, SCORE Saint Paul, the City of Saint Paul, Ramsey County, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Neighborhood Development Center, and other partners are joining together to help Saint Paul and East Metro business owners navigate the array of COVID-19 grant and loan relief opportunities.
 
Our goal is to help Saint Paul and Ramsey County small businesses stay afloat during this critical time, ensure these businesses secure their fair share of economic relief, and create lasting banking relationships for small businesses who are often left out of traditional finance. 

Pay It Forward will match up businesses with trained mentors to provide advice on applying for COVID-19 financing relief programs. Mentors are available at no cost. To obtain mentoring support, please provide your contact information. A mentor will reach out to you within 2-3 business days.
 
[RESPONSE FIELDS]
 
· First Name, Last Name *
· Company Name *
· Title in Company *
· Do you own the company? *
· Email *
· Phone *
· Address *
· City *
· Zip Code *
· Type of Business *
· Type of Assistance Requested (check all that apply) *
· Small business bank grant and loan processing
· Small Business Administration Paycheck Protection Program (PPP)
· Unemployment Insurance for Self-Employed and/or Contract Workers
· Return to Worksite Preparedness Planning
· Marketing & Sales (i.e. branding or re-branding, e-commerce development, sales strategy, social media messaging, inventory management)
· Technology (i.e. identifying software to support preparedness and new business strategies, software training and implementation, IT maintenance)
· Human Resources (i.e. return to work plans, employee handbook revisions, safety & incident reporting, reduced labor force, layoffs, crisis management planning)
· Legal (i.e. closing out business, restructuring business entities, bankruptcy, debt collection, loan repayment)
· Financials (i.e. cash flow projections and forecasting, financial scenario planning, applying for funds and financial support)
· Insurance (pandemic insurance, risk insurance)
· Other:
· Pay It Forward partners with several organizations to match businesses with mentors. Do you have a preference for being matched with a mentor from the following partner organizations? If yes, please select the organization (check all that apply). *
· African Economic Development Solutions (AEDS)
· Hmong American Partnership (HAP)
· Latino Economic Development Center (LEDC)
· Metropolitan Consortium of Community Developers
· Neighborhood Development Center (NDC)
· No preference
· Which language(s) do you prefer to use with your mentor? (check all that apply) *
· English
· Hmong
· Spanish
· Somali
· Oromo
· Karen
· Other:
· Date *

B3-4   MEDIA RELEASE
         
FOR IMMEDIATE RELEASE 
May 14, 2020 
  
[Contact] 
  
City of Saint Paul, Ramsey County, Saint Paul Area Chamber of Commerce, SCORE Saint Paul and Community Partners Launch New 
Pay It Forward Program With Call For Volunteers to 
Serve as Business Mentors 
Pay It Forward Business Mentors will provide free assistance as “Economic First Responders” to help local businesses navigate COVID-19 grant and loan relief opportunities 
  
Saint Paul, MN – Today, the City of Saint Paul, Ramsey County, Saint Paul Area Chamber of Commerce, SCORE Saint Paul, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Metropolitan Consortium of Community Developers, and Neighborhood Development Center launched a new program called Pay It Forward. The program will connect business and financial professionals with Saint Paul and East Metro small business owners who are seeking assistance in navigating COVID-19 grant and loan relief opportunities.  
 
“This is a moment of unprecedented challenges for workers and business owners in our community,” said Mayor Carter. “Pay It Forward presents a unique opportunity to help each other out and get through this crisis the only way we can - together.”
 
“All of us have a role to play in helping our community emerge stronger from this public health and economic crisis,” said Saint Paul City Council Member Rebecca Noecker. “Pay It Forward gives our financial professionals an opportunity to help small businesses in a way that will last far beyond the current emergency.” 
 
“Pay It Forward is a call to those who have the ability to be ‘Economic First Responders’ to mentor small businesses secure states and federal relief funds. There is no better time than now to serve and become a mentor,” urged Saint Paul Council Member Dai Thao. “Our city needs you.”  
 
“Business growth and success are vital to our economy and the smaller companies in our region not only employ many people but play an important role in building strong communities,” said Channon Lemon, vice president of economic development, Saint Paul Area Chamber of Commerce. “The Chamber is pleased to be part of this partnership to ensure resources get to those who need it the most.” 
 
“SCORE St. Paul is delighted to be working with the City of Saint Paul and the other development partners to support and build on the tremendous strength of our business community,” said Harry Miller of SCORE. “The vibrance of Saint Paul, driven by small business, is important to our team and we have a healthy infrastructure in place supporting this effort. This includes free business mentoring and a wide range of business learning and development tools.” 
 
ABOUT PAY IT FORWARD BUSINESS MENTOR VOLUNTEERS 
Pay it Forward Business Mentor volunteers are community members with business and financial expertise who are matched through SCORE St. Paul to help support local small business owners in need of assistance to navigate COVID-19 grant and loan relief opportunities.  
 
Pay It Forward is currently looking for a diverse group of experienced volunteers to serve as business mentors. Based on skills, availability, and language abilities, volunteers will be screened and trained by a SCORE advisor and/or community partners and then matched with local business owners to assist with their specific needs. 
 
To ensure all businesses in our community can access this new program, community members who can speak Hmong, Somali, Oromo, Spanish and Karen are strongly encouraged to apply.  Interested community members can apply to serve as a Business Mentor at saintpaulchamber.com/payitforward.
 
 
ABOUT PAY IT FORWARD ASSISTANCE FOR BUSINESSES 
Pay It Forward Business Mentor program helps businesses navigate COVID-19 grant and loan relief opportunities at no cost. Interested Saint Paul and East Metro businesses can learn more and apply at saintpaulchamber.com/payitforward. 
  
         ### 

B3-5   NEWSLETTER & EMAIL CONTENT
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[Your Organization] and Community Partners Launch Call For Volunteers to Serve as Business Mentors in New Pay It Forward Business Mentor Program
Today, the Saint Paul Area Chamber of Commerce, SCORE Saint Paul, the City of Saint Paul, Ramsey County, African Economic Development Solutions, Hmong American Partnership, Latino Economic Development Center, Metropolitan Consortium of Community Developers, Neighborhood Development Center, and other partners launched a call for volunteers to serve as business mentors for a new Pay It Forward Program.

Leveraging an existing business mentor model developed by SCORE Saint Paul, Pay It Forward will engage an array of volunteers with financial and business experience to support local business owners who need assistance in navigating COVID-19 grant and loan relief opportunities.
· Business Mentor Volunteers can apply through Friday, May 22. Pay it Forward Business Mentor Volunteers are community members with business and financial experience who can help support businesses who need assistance to navigate COVID-19 grant and loan relief opportunities. Community members who can speak Hmong, Somali, Oromo, Spanish, and Karen are encouraged to apply to ensure everyone in our community can access this resource. Those who are interested can apply now through Friday, May 22.
· Assistance for Businesses. Pay It Forward Business Mentor program helps businesses navigate COVID-19 grant and loan relief opportunities at no cost. Interested Saint Paul and East Metro businesses can learn more and apply at saintpaulchamber.com/payitforward.
Learn more and apply at saintpaulchamber.com/payitforward.

B3-6   SOCIAL CONTENT
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Facebook 
Today, the @SaintPaulAreaChamber, @SCOREStPaul, the @CityofSaintPaul, @RamseyCountyMinnesota, @AEDSofMN, @HmongAmericanPartnership, @Latinocdc, @MCCDmn, @NeighborhoodDevelopmentCenter, and other partners launched a call for volunteers to serve as business mentors for a new #PayIfForwardSTP program.
Leveraging an existing business mentor model developed by SCORE Saint Paul, Pay It Forward will engage an array of volunteers with financial and business experience to support local business owners who need assistance in navigating COVID-19 grant and loan relief opportunities.
Business Mentor Volunteers can apply through Friday, May 22. Pay it Forward Business Mentor Volunteers are community members with business and financial experience who can help support businesses who need assistance to navigate COVID-19 grant and loan relief opportunities. Community members who can speak Hmong, Somali, Oromo, Spanish, and Karen are encouraged to apply to ensure everyone in our community can access this resource. Those who are interested can apply now through Friday, May 22.

Assistance for Businesses. Pay It Forward Business Mentor program helps businesses navigate COVID-19 grant and loan relief opportunities at no cost. Interested Saint Paul and East Metro businesses can learn more and apply at saintpaulchamber.com/payitforward. Learn more and apply at saintpaulchamber.com/payitforward.

Twitter
· Today, the @SPACC, @SCOREStPaul, the @CityofSaintPaul, @RamseyCounty, @AfricanEDS, @HAP_MN, @Latinocdc, @MCCD_MN, @NDC_MN, and other partners launched a call for volunteers to serve as business mentors for a new #PayIfForwardSTP program. Learn more at saintpaulchamber.com/payitforward.
· Leveraging an existing business mentor model developed by SCORE Saint Paul, Pay It Forward will engage an array of volunteers with financial and business experience to support local business owners who need assistance in navigating COVID-19 grant and loan relief opportunities.
· Pay it Forward Business Mentor Volunteers are community members with business and financial experience who can help support businesses who need assistance to navigate COVID-19 grant and loan relief opportunities. Apply by FRIDAY, MAY 22 at https://www.saintpaulchamber.com/payitforward.
· The Pay It Forward Business Mentor program will launch in the coming weeks to help businesses navigate #COVID19 grant and loan relief opportunities.


[bookmark: _GoBack]Hashtag

#PayItForwardSTP

Partner Social Media Handles

City of Saint Paul
· Facebook: @CityofSaintPaul
· Twitter: @CityofSaintPaul
Ramsey County
· Facebook: @RamseyCountyMinnesota
· Twitter: @RamseyCounty
SPACC
· Facebook: @SaintPaulAreaChamber
· Twitter: @SPACC
Hmong American Partnership
· Facebook: @HmongAmericanPartnership
· Twitter: @HAP_MN
Score Saint Paul
· Facebook: @SCOREStPaul
· Twitter: @SCOREstpaul
African Economic Development Solutions
· Facebook: @AEDSofMN
· Twitter: @AfricanEDS
Latino Economic Development Center
· Facebook: @Latinocdc
· Twitter: @Latinocdc
Metropolitan Consortium of Community Developers
· Facebook: @MCCDmn
· Twitter: @MCCD_MN
Neighborhood Development Center
· Facebook: @NeighborhoodDevelopmentCenter
· Twitter: @NDC_MN
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