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Introduction

Overview of a CD XE "CD"  Release

This document is an internal procedure manual for the staff at Backcountry Music XE "Backcountry Music"  to follow in releasing a CD XE "CD" . Certainly, the more resources and dollars a label has, the more it can do in supporting a CD release (we still call it a CD release, but in fact, nowadays it’s more accurately a “music release” because of digital downloads). This manual is specific to Backcountry Music, a small do-it-yourself music label. 

In a CD XE "CD"  release we need to service two major groups: distributors and gatekeepers. Distributors XE "Distributors"  include traditional and online stores, but this group also includes digital releases via our own website and the many digital sites on the Internet. Luckily, we can go through one broker for this, cdbaby XE "cdbaby" .com, who handles getting the digital files to over forty digital download sites. Gatekeepers XE "Gatekeepers"  are those people who can influence others in the sale of the music release. These include reviewers, DJs, print and online media and music associations.

This document will not go into the changing state of the music industry (needless to say, the times they are a changin’), but focuses, rather, on the current state of the music industry in 2008 and the immediate release of one CD XE "CD" . 

The following sections will go through each procedure that the staff needs to accomplish. A brief timeline is included below for staff to follow. Synchronization is important in a music release. If the band has a big concert, the record label needs to have product in the stores and available online, reviews have to appear in the papers, and there needs to be a “buzz” created before the gig. 

Who: In our small record label, just one person will handle all these procedures, which include contacting the distributors, DJs, media, organizations, booking agent XE "booking agent" , band, etc. The entire job will take about six weeks to complete. We’ll assume that the person reading this document is the person responsible for these duties, so it will be addressed in a personal tone. In other words, we’ll be speaking to “you.”

What: You’ll be dealing with physical CDs and shipping close to 1,000. You’ll also be handling digital files in the form of mp3s, as well as digital media kits that need to be sent by email, and one-sheets (see glossary for music business definitions) need to be sent out with each CD XE "CD"  and to the different media outlets.

Where: We assume you’ll be working in the Backcountry Music XE "Backcountry Music"  offices, but much of this work can be done from anywhere that you have access to the Internet and to the digital files. Physical CDs are located in the storeroom at the Backcountry Music offices.

When: Over a six week period, you’ll be compiling lists, making labels, stuffing envelopes, mailing packages, setting up distribution, coordinating schedules with the band, and following up with just about everyone that you sent the music to. It’s an extremely busy time, but it pays off in greater sales, if done correctly—and timed correctly.

Why: Today, when just about anybody can record a CD XE "CD"  and put it out on the market, the job of a record label is to create a buzz, or a story, behind the release of a CD. You’ll be given that story and the materials that need to be sent out, but your job is not just to stuff envelopes. You’ll be overseeing the whole unfolding of the CD release and making sure that each link in the chain is served and that the record label builds an excitement around and interest in the band’s XE "band"  release.

How: The rest of this document concerns how a music release is accomplished successfully.

Timeline:

	Gather materials and lists
	August 1

	Receive CDs and booking info
	August 8

	Mail CDs and one-sheets to lists
	August 10

	Follow up with select Gatekeepers XE "Gatekeepers" 
	August 24

	Coordinate street teams with band
	August 31


Materials and Lists

By the CD XE "CD"  delivery date, you need to have address lists for DJs, print media, reviewers and CD distribution points. As you compile these lists, check them off the checklists below. You’ll import the lists (which come as digital data files) into our FileMaker database from which you’ll print out labels to place on the mailers and stamps as well. All this should be done by the CD delivery date so that you are ready to ship as soon as the CDs show up. You’ll be sending out approximately 1,000 CDs to distribution points and gatekeepers, and another 1,000 CDs to the band.

	(
	Materials

	
	1,000 CD XE "CD"  mailers

	
	1,000 labels printed

	
	1,000 one-sheets

	
	1,000 75-cent stamps

	
	2,000 CDs

	
	Digital Files – mp3s of songs

	
	Digital Files – digital press kit

	
	Shipping XE "Shipping"  boxes for 30 CDs and 100 CDs

	
	Packing tape, Scissors, Sharpies


	(
	DJ Address Lists

	
	International Bluegrass Music Association DJ list

	
	Americana Music Association DJ list

	
	Folk Alliance DJ list

	
	Folkdj-L DJ list

	
	Bluegrass Unlimited DJ list


	(
	Print Media Address List

	
	Bluegrass Unlimited Magazine

	
	Bluegrass Now Magazine

	
	Bluegrass Blog 

	
	Sing Out! Magazine

	
	Dirty Linen Magazine

	
	IBMA Newsletter

	
	Performing Songwriter Magazine

	
	Folk Alliance Newsletter


	(
	Organizations and Associations

	
	International Bluegrass Music Association (IBMA)

	
	Americana Music Association (AMA)

	
	Folk Alliance (FA)

	
	California Bluegrass Music Association (CBA)

	
	San Diego Bluegrass Society


	(
	CD XE "CD"  Distribution

	
	Band

	
	Amazon.com XE "Amazon.com" 

	
	Cdbaby.com (for digital distribution)

	
	Elderly Instruments

	
	County Sales


Procedures

Setting Up Distribution

Distribution is perhaps the most important part of the CD XE "CD"  release. Simply put, unless the CD is available in stores and online, then we can’t make money. We currently deal with four national stores: Amazon.com XE "Amazon.com" , cdbaby XE "cdbaby" .com, Elderly Instruments and County Sales. With the demise of Tower Records and other brick-and-mortar stores, we only sell to stores that take orders online. It’s not worth dealing with shipping to the small mom-and-pop stores that are still in operation—although we still have relationships with a few and will stock them as they request CDs, but it’s not part of our CD release procedures.

Sending CDs to the distribution points varies from sending individual CDs out to DJs and media. You’ll be sending 30 CDs to each of the physical CD XE "CD"  distributors. You’ll also need to follow a separate procedure for cdbaby XE "cdbaby" .com as outlined below since it is the company that will set up digital downloads through all the online sites.

Also, you need to go online at amazon.com through our vendor account and set up the CD XE "CD"  online for their distribution.

You’ll also need to ship 1,000 CDs to the band immediately so they have them for their upcoming tour. They are responsible for getting a few CDs to their booking agent XE "booking agent"  and manager.

Procedure for Shipping XE "Shipping"  to Band:

1) Print out mailing label for band leader

2) Pack 1000 CDs, 100 to a box and mail

3) Print out invoice for band leader and send separately

Procedure for Shipping XE "Shipping"  to Elderly Instruments and County Sales:

1) Print out two mailing labels for each destination

2) Load 30 CDs to a box, one for each destination

3) Print out invoice for each and place in box with CDs

4) Print out two one-sheets and place in box with CDs

5) Take to post office and mail

Procedure for setting up cdbaby XE "cdbaby" .com:

1) Go to cdbaby" http://members.cdbaby.com
 and log in to our record label account.
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2) Enter username and password information and click on “Log In”:
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3) Click on “Your Items”:
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4) Click on “ADD a NEW Album”:
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5) Click on “start with BASIC Info” and you’ll go to this page:
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6) Fill out the information on this screen and click on the button that says, “Yes that looks good to me!”

7) We’ll need to send the $35 to cdbaby XE "cdbaby" .com, so let the accountant know that you’ve added the project and she’ll send the money to cdbaby.com.

8) Send 30 CDs to cdbaby XE "cdbaby"  by packing box, putting on label and postage and mailing.

That’s it for setting up cdbaby XE "cdbaby" .com!

Procedure for setting up Amazon.com XE "Amazon.com" :

1) Go to www.amazon.com/advantage
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2) Click on “Log In” under “Member Sign-in”:
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3) Click on “Add an Item” and you’ll go to this page:
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4) Follow the steps through the screens from this page an enter information on the CD XE "CD" . You’ll eventually upload JPGs of the album cover and of the band.

5) Fill a box with 30 CDs and send to amazon.com with a one-sheet.

Mailing to Gatekeepers XE "Gatekeepers" 
In this procedure you’ll be sending CDs to approximately 800 people and organizations. We rely on the gatekeepers to get the word out about the CDs. The more effective gatekeepers are the ones who not only like the music and the band, but who have a positive experience in dealing with the record label. You’ll start with about 800 addresses, but you’ll also be following up with a lot of the DJs and magazine reviewers.

Procedure for Mailing to Gatekeepers XE "Gatekeepers" :

1) Import the mailing lists into the FileMaker database

2) Print out mailing labels

3) Place labels and postage on mailers

4) Stuff mailers with CD XE "CD"  and one-sheet

5) Deliver to post office

6) Follow-up phone calls to a select list of gatekeepers 

Coordinating with the Band 

You’ll need to coordinate the band’s XE "band"  concert dates and online activities (contests, street-teams) with the CD XE "CD"  release. The main principle is making sure that the band has media awareness and distribution in those places where they are playing, and also able to sell directly at their gigs and online to fans.

Procedure for coordinating with the Band:

1) Contact booking agent XE "booking agent"  and get tour schedule before CD XE "CD"  release date

2) Contact band manager and find out dates of street-team activity

3) Post schedules on record label website

4) Coordinate getting more product to booking agent XE "booking agent"  and manager to supply street teams and web contest winners

Appendix

Glossary

CD – Physical formatted disc of music, shrink-wrapped.

Distributors XE "Distributors"  – Retailers and wholesalers who purchase CDs and digital files from us for re-sale from their stores, either brick-and-mortar or online stores.

Gatekeepers XE "Gatekeepers"  – People of influence in the music industry who can help (or hurt) sales of CD with their reviews, airplay, and buzz. Usually includes DJs, reviewers, print and online media, and music association bigwigs.

One-page – One standard sized page with band bios and information about the new CD on it, sent to Distributors XE "Distributors"  and Gatekeepers XE "Gatekeepers"  to give them information about the release.

Troubleshooting

1) In case of problems with mailing lists and contacts, please call President of Backcountry music at (555) 234-4567.

2) For problems with computer or software contact techsupport at tech@backcountry music or (555) 234-8291.

3) For band-related problems, call band manager at (555) 234-0192 or booking agent XE "booking agent"  at (555) 819-1235.
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