
Press or Media Kit  

***This is the second article in a series covering the elements of effective public relations. 

When attempting to garner attention for your book, it is important to market your title in a way that 
is relevant to the audience.  Many audiences will request that you send a media kit (often referred 
to as a press kit).  Media kits are collections of material about you and your book which you 
package and send to representatives of the media. The media kit should promote both you and 
your book by including news, marketing materials, and background information. A typical media 
kit might include: 

• A cover letter, personalized for the recipient. Your cover letter should introduce you and 
your book and very briefly explain the purpose of this contact; you might be writing to ask 
for a book review or to arrange for an interview, for example. Your cover letter should 
specifically highlight the unique benefit of your book for readers and for the audience of 
the media outlet you’re contacting. You can supplement this with a personalized Post-it 
note with a short, personal message to the recipient, stuck in a conspicuous place in or 
on the kit. 

• Relevant press releases and press clippings about you and your book. If you’ve 
published articles or interviews, be certain to include copies of those as well. 

• An author bio sheet that contains interesting and engaging information about your 
background and experiences; again, you can customize this information to appeal to 
specific markets.  

• Sample questions and answers, particularly if you’re writing to request an interview 
about your book. 

• A fact sheet about your book that lists its basic information, including the book’s title, 
publisher, ISBN number, page count, publication date, and price. 

• Flyers, bookmarks, clipsheets of artwork from the book, or other marketing materials 
used to promote your book. 

• A schedule of appearances, book signings, and events. 

• Author portrait photo or photos taken of you during appearances at events. 

• Review copy of your book, when appropriate; otherwise, a sample chapter or excerpt, 
along with cover art. Only send review copies to contacts that can result in news stories 
or other media coverage. Sending review copies to bookstores, libraries, schools, and 
other non-media sources won’t generate media coverage, and therefore isn’t an efficient 
use of your marketing resources. 

• If you aren’t certain the recipient will be interested in a review copy of your book, you 
instead can include a review copy request card; recipients can return the card to you or 
call the number on the card to request a review copy of your book. 

 
As you collect news clippings and quotes about your book, you can copy these and include them 
in your media kit. Put your kit in a simple but nice folder, and pack the information in a way that 
makes the material easy to look through and the smaller marketing pieces easy to find. And 



again, be prepared to customize the contents of your media kit to match the market into which 
you’re sending it. 

***Adapted from Your Voice in Demand: The AuthorHouse Guide to Marketing and Promoting 
Your Book  (AuthorHouse, 2005 
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PERFORMANCE CONVERSATIONS 
In Action 

 

 
 





Christopher D. Lee, Ph.D., SPHR 
Biography 

 
     Chris Lee is a human resources practitioner, lecturer, researcher, and author.  He is the 
Associate Vice Chancellor for Human Resource Services with the Virginia Community 
College System, a system of 23 colleges that serves nearly 400,000 credit and non-credit 
students.  His background includes having served as the chief human resources officer for 
three different colleges or universities.  
 
     Formerly a question writer for the PHR and SPHR examinations administered by the 
Human Resources Certification Institute (HRCI), he is currently a member of its Exam 
Review Panel. His areas of expertise are employment, training, and performance 
management—or, in his words, "finding, developing, and managing talent in 
organizations."  He is the author a recently released book entitled Performance 
Conversations: An alternative to appraisals.  He is also the author of a book called 
Search Committees, which is a guide to the hiring process for colleges and universities 
and other HR related articles.  
 

     He is a frequent presenter at national, regional, and local conferences for the College 
and University Professional Association for Human Resources (CUPA-HR) and the 
Society for Human Resource Management (SHRM).  Christopher holds a master's degree 
in human resource management, a doctor of philosophy degree in human resource 
development, and he is also certified as a Senior Professional in Human Resources.  He 
can be reached at chris@performanceconversations.com.  
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Fact Sheet 
 
Title: PERFORMANCE CONVERSATIONS: An alternative to appraisals 

ISBN: 1-58736-605-3 

Publication Date: June 15, 2006 

Publisher: Fenestra Books  

Publisher Contact: Hayley Love, Bookstore Coordinator 

  610 E. Delano St. STE 104, Tucson, AZ, 85705                                                         

  (520) 798-0888 x100 

  hlove@wheatmark.com 

Price: $19.95 

Paperback: 260 Pages 

Language: English 

Product Dimensions: 9.0 x 6.0 x 0.6 inches 

Shipping Weight: 13.6 ounces 

“Performance Conversations is a breath of fresh air for leaders in all walks of life. Dr. Lee’s methods have 
an impact that goes far beyond performance appraisals – they will change the core of your workplace 
culture, and drive changes in morale, turnover and performance.”    

       -Richard S. Gallagher, author of The Soul of an Organization and Great Customer Connections 

 

“The book is thought provoking and very readable. It would be difficult for someone to read the book and 
not go away with some real ideas for improvement. Good "takeaways" especially in the area of how to 
manage people.                                                        -Scott Keenan, Global Director of HR, inCode Wireless. 

 

                                                 



SCHEDULED APPEARANCES 

 

Powerful Performance Conversations 

    Australia Higher Education Conference   
    Melbourne, Australia, November 27-29, 2006 
 
 Performance Conversations Instead of Performance Confrontations" 
     College and University Professional Association for Human Resources (CUPA-HR)  
     National Conference; San Diego, CA September 2006   
 

Performance Conversations Instead of Performance Confrontations" 

     Society for Human Resource Management (SHRM) National Conference 
    Washington, D.C. June 2006  
 

Finding, Developing, and Managing Talent in Organizations [Opening Keynote] 

Maine Human Resources Convention – Rockland Maine, May 9, 2006 
 

"Accountability and Responsibility: Performance Management for Volunteer Leaders" 

     Society for Human Resource Management (SHRM) National Leadership Conference 
    Alexandria, VA, November 2005  
     *Invited speaker 
 

Powerful Performance Conversations [Pre-Conference Workshop] 

    College and University Professional Association for Human Resources (CUPA-HR)  
     National Conference; Orlando, FL, September 2005  
 

Powerful Performance Conversations 

     Society for Human Resource Management (SHRM) National Conference 
    San Diego, CA, June 2005  
 

"The Fallacies of Performance Appraisals and How To Overcome Them"   

     Employment Management Association National Conference 
     Dallas, TX, April 2005  
     *Invited speaker  
 

"The Fallacies of Performance Appraisals and How To Overcome Them"   

     Society for Human Resource Management (SHRM) National Conference 
     New Orleans, LA, June 2004  
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