CD70- ON - 003
Revi sion D
EFFECTI VE DATE: 05/ 15/ 03

ORGANI ZATI ONAL
| SSUANCE

CD/0

Pr ess
Conf erences/ Press
Brieflngs

APPROVI NG
AUTHORI TY

NANVE TI TLE ORG DATE
Dom nic A. Amatore Manager CD70 05/ 15/ 03

CHECK THE MASTER LI ST-
VERI FY THAT TH S | S THE CORRECT VERSI ON BEFORE USE



O gani zati onal |ssuance

CD70
Press Conferences/ Press CD70- OW - 003 Revi si on: D
Bri efings
Dat e: 05/ 15/ 03 Page 2 of 5
DOCUMENT HI STORY LOG
St at us
(Basel i ne/
Revi si on/ Docurnent Effective
Cancel ed) Revi si on Dat e Description
Basel i ne Basel i ne 09/ 07/ 99
Revi si on A 11/10/ 99 Rev. Applicabl e Docunents
Revi si on B 03/ 01/ 00 Rev. Applicabl e Docunents
Revi si on C 05/ 24/ 02 Rev. Applicabl e Docunents
Revi si on D 05/ 15/ 03 General Revi sions

CHECK THE MASTER LI ST-VERIFY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




O gani zati onal |ssuance

CD70
Press Conferences/ Press CD70- OW - 003 Revi sion: D
Bri efings
Dat e: 05/ 15/ 03 Page 3 of 5
1. PURPOSE

This ingruction establishes the procedures and responsibilities performed by the Media Relations
Department (CD70) that relate to planning, preparing for and executing press conferences conducted at
the Marshadl Space Fight Center, or elsawhereif intended to support MSFC activities.

The purpose of thisingtruction isto document the process by which the Media Rdations Department
conducts business, specificdly in the conduct of press conferences and media briefings.

2.

APPLICABILITY

The procedure applies to the following in-scope activities under the cognizance of the Media Rdations
Department: press conferences and media briefings conducted a the Marshdl Space Hight Center, or
elsawhereif intended to support MSFC activities.

3.

APPLICABLE DOCUMENTS
Use current revisions unless there is overriding authority.

CD70-OWI-001 Media Relations Department OWI Devel oping Information
Products

3.1 Reference Document List.

Use current revisons unless there is overriding authority.

MPD-1380.1 Release of Information to News and Information Media
CDO01-OWI-001 CaER Directorate Organizational Document Control
Process
DEFINITIONS

CaER - Customer and Employee Relations Directorate
MSFC - Marshal Space Flight Center

Responsible PAO — The Marshal Center within the Media Relations Department with assgned
respongibility for aprogram area or task.
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5. INSTRUCTIONS

5.1 DecisontoHold aPress Conference. Responsible PAO in consultation with project
management from affected subject area and Media Relations Department management, will:

5.1.1 Determine whether or not arequirement exists for public outreach and proactive
information activity; if answer is“yes” they next will:

a. Decide whether a press conference is the most effective means for fulfilling
the requirement and, if o, outline objective(s) for the conference;

b. Desgnate appropriate briefer(s) to participate in press conference;
c. Formulate primary messages to be conveyed via the conference.

52  Preparationsfor and Execution of Press Conference. Responsible PAQ, in consultation
with project management from affected subject area and the Department Manager will:

a. Determine the appropriate event location in;

b. Prepare or provide guidance for appropriate supporting visuas to be used
in the presentation;

c. Prepare presskits and other handout materia for media, as appropriate;

d. Coordinate and make necessary logistical arrangements with other NASA
Centersif briefing involves multi- Center participation;

e. Notify mediaof the press conference. If awritten product is needed to
provide the media with informeation about the conference and itstopic,
procedures for written information outlined in CD70-OWI-001 will be
followed,

f.  Arrange adry run opportunity for press conference participants,

0. Manage execution of the press conference.

6. NOTES:. None
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7. SAFETY PRECAUTIONS AND WARNING NOTES: None
8. APPENDICES, DATA, REPORTS, AND FORMS: None

9. RECORDS: None

10. TOOLS, EQUIPMENT, AND MATERIALS: None

11. PERSONNEL TRAINING AND CERTIFICATION: None

12. FLOW DIAGRAM: None
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