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1. PURPOSE

This instruction establishes the procedures and
responsibilities perforned by the Media Rel ati ons Depart nent
(CD70) that relate to Media Visits to the Center including
products or services supplied by MSFC to TV/ Motion Picture
Producti on Conpani es.

2. APPLI CABILITY
The procedure applies to Media visits to the Center by any
news or entertai nnent nedia representatives.

3. APPLI CABLE DOCUMENTS

Use current revisions unless there is overriding
aut hority.

NPG 1371. 2 Procedures and Gui delines for
Processi ng Requests for Access to NASA
I nstallations or Facilities by Foreign
National and U S. Citizens who are
representatives of foreign Entities

3.1 Reference Docunent List.

Use current revisions unless there is overriding
aut hority.

MSFC Form 4336 Foreign National/Foreign
Representative Visit Request

MPD- 1380. 1 Rel ease of Information to News and
| nformati on Medi a

CDO1- OW - 001 CaER Directorate Organi zati onal
Docunent
Control Process

4. DEFI NI TI ONS
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Responsi bl e PAO or Information Specialist - The Marshal
Center Specialist within the Media Rel ati ons Depart nent

5.

with assigned responsibility for a program area or task.

IVC — International Visit Coordinator
| NSTRUCTI ONS
5.1 When news nedia propose a visit to the Center, the

request should include the follow ng information:
affiliation, purpose of visit, subject(s) to be
covered or researched, proposed dates, product
expected to result fromthe visit (i.e. educational
vi deo, news video, print article, audio broadcast,
etc.). Requests for visits may be verbal, by e-
mail, or faxed to the Center. Requests for
accreditation nust be in witing on affiliation

| etterhead. The Media Rel ations Departnent nanager
or designee will approve news nedia visit requests
and determine if accreditation is required as a
prerequisite to visit.

5.1.1 | f proposed visit focuses on one subject
area, the responsible PAOw || coordinate the
visit and enlist a representative of that
subject area to fulfill interview requests
and provide relevant visual or print materi al
in support of the interview

5.1.2 |If the proposed visit is to cover multiple
subj ects or focus on the Center in general,
the Information Specialist will coordinate
the visit, with assistance and/or inputs from
PAO and Center prograns and projects as
appropri ate.

The NASA HQ Public Affairs O fice Miltimedi a Manager

will be informed of requests made by entertai nment
(as opposed to news) nedia and will approve or

di sapprove the request. |[If approved and the
requestor has requirenments that woul d cause
significant cost inpact to the Center, HQw II | ead

in establishing a Menorandum of Under st andi ng
bet ween NASA and the production conpanies as to cost
i ncurred.
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5.3

5.2.1 After onsite filmng is approved,
coordination with the appropriate
institutional or program managenment will be
finalized, and Medi a Rel ati ons personnel will
facilitate interview opportunities or
requested filmng locations. A PAOw Il act
as interface with Center personnel and the
producti on conpany to ensure adherence with
all safety and security policies. Media
Rel ati ons Departnment personnel will act as
escorts at all times when production
conpani es are onsite.

Medi a Rel ati ons Departnment personnel wll clear
incom ng nmedia visitors through the Redstone Arsena
Gates by faxing the visit request to the Arny
Security guards 48 hours in advance of an event and
with a 2:.00 p.m cutoff each day. Media visitors to
the Center will be issued badges, either at the

Bl dg. 4200 reception desk or at Bldg. 4312. At this
poi nt the Media Rel ati ons Departnment is contacted
and begins the visit. Essential information about
media visitors will be entered in a Media Visitor

| ogbook (located in Suite 107), including visitors’
names, affiliation, date, purpose of visit and nane
of escort. Media visitors who are U. S. citizens
will be escorted as deenmed appropriate by the Media
Rel ati ons Departnent nanager or designee. The Medi a
Rel ations Departnment will collect all nedia visitor
badges daily (this includes visitors who are badged
for multiple days) before the visitor exits the
Center. Badges will be returned to visitors
arriving the follow ng day.

I f international nmedia have requested to visit the
Center, these requests will be reviewed by a PAO and
t hen coordinated with the NASA HQ PAO for the

| nternational Relations Ofice and other HQ PAO s as
appropriate. The visit will also be coordinated
with the IVC in the Centers Protective Services
Departnment prior to the visit as defined in NPG
1372. 2.
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6. NOTES: None

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES: None

8. APPENDI CES, DATA, REPORTS, AND FORMS:
Appendi x A - NASA O fice of Public Affairs Policy for
Accrediting Media Representatives.

9. RECORDS:
A Media Visitor Logbook is maintained and controlled in
4200/ Room 107 by the Medi a Rel ati ons Departnment Records
Cust odi an.

10. TOOLS, EQUI PMENT, AND MATERI ALS: None

11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON: None

12. FLOW DI AGRAM None
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APPENDI X A

NASA O'fice of Public Affairs
Policy for Accrediting Media Representatives

| . General Policy

As a publicly funded agency charged with di ssem nating
information about its prograns as wi dely as practicable, NASA
is commtted to maki ng access to its facilities and personnel
as free and open as possible. To that end, it is the policy
of NASA's O fice of Public Affairs and the public affairs
directorates at NASA field centers to provide press
accreditation to all bona fide nedia representatives, along
with necessary access to NASA facilities and officials.

1. Requirenents for Accreditation

To obtain press accreditation, a nedia representative nust be:

a) employed by a legitimate news-gathering organizati on,
i ncluding, but not Ilimted to, newspapers, nagazi nes, trade
newsl etters, television or radio stations, independent
producti on conpani es or Internet news sites;

or

b) a free-lance witer or producer on assignnment froma
| egiti mat e newsgat heri ng organi zati on.

Requests for accreditation nust be submtted in witing

(whet her delivered in person or transmtted by fax) on the

| etterhead of the requesting nedia organi zati on. These
requests should be sent to the News Chief of the NASA facility
where accreditation is being sought. For coverage of Space
Shuttle m ssions requiring access to nmore than facility, NASA
will issue one credential permtting access to nultiple
facilities.

At its discretion, NASA also issues |long-term nedi a
credentials (typically valid for one year) to nedi a whose
assignnents require frequent access to a NASA facility.

I11. "Legitinate News- Gat hering Organi zati ons”
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A legitimte newsgat hering organi zation is defined as an
organi zation that neets these four criteria:

a) it publishes or broadcasts on a regul ar basis,

b) represents a collective, organizational editorial voice,
not sinply the offerings of a single individual,

c) engages in first-hand reporting on NASA-rel ated news
events, AND

d) its enployee(s) or representative(s) requesting
accreditation devote their chief attention to -- or derive
nore than one half their earned inconme from-- the gathering
and reporting of news.

V. Privileges of Accreditation

Once accredited, a nedia representative will be afforded all
privileges offered to all other accredited representatives,
including entry to NASA briefings, opportunities to interview
NASA officials and access to NASA facilities open to the
press.

V. Ternms of Accreditation

Access to working space: NASA centers will try to provide
access to working space for all accredited nedia. However,
wor ki ng space and other resources are limted. During high-
visibility events, NASA centers may not be able to acconmpdate
all requests for working space and will allocate those
resources at their discretion.

Access to facilities: For safety and progranmati c reasons,
NASA centers may |imt reporters' access to specific sites.
The Ofice of Public Affairs will work with nedia
representatives to gain appropriate access to those facilities
when news events warrant.

I n general, NASA strives to provide ready access to people and
facilities on a non-interference basis. Safety and the
successful conpletion of its mssions are NASA' s first
priorities. At the same tinme, fair and open access to NASA
personnel and activities is an extremely high priority.

Where conflicts arise between these goals, the O fice of
Public Affairs will strive to reach accommodati on as qui ckly
and fairly as possible. For exanple, in high interest events
or contingencies, NASA nmay choose, at its discretion, to form
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a nedia pool to allow access for the press while creating
m ninmuminterference with programmtic needs.

Access to NASA personnel: The O fice of Public Affairs wl|l
make every reasonable effort to obtain interview opportunities
for reporters with any NASA official. However, the
availability of specific personnel will always be subject to

t he needs of NASA's prograns. In cases where a specifically
requested individual is unavailable, the Ofice of Public
Affairs will endeavor to find a suitable substitute.

Cccasionally events occur that are of wide nmedia interest, for
which there are a very small nunber of qualified NASA
spokespersons. In that event, the Ofice of Public Affairs

wi ||l endeavor to create opportunities, such as press
conferences, that will give the |argest nunber of nmedia a
chance for interviews. In these cases, requests for individual
interviews may not be able to be accommmbdat ed.

Distribution of materials: Because NASA is conmtted to
spendi ng taxpayers' noney as efficiently as possible, Public
Affairs materials will be distributed in formats that naeke the
best use of those funds. For exanple, during an event of w de
media interest, printed materi als and photographs nmay be
distributed in electronic formats only, as the cost of
produci ng paper copies and col or photographic prints would be
prohi bitive.

VI . Suspensi on or Revocation of Accreditation

Whil e working at NASA facilities, accredited nmedia
representatives will respect and abi de by NASA policies,
including the Terns of Accreditation in Section V above.
Failure to do so may result in tenporary suspension or
per manent revocation of NASA press accreditation.

VI1. Enmergency Situations

The Ofice of Public Affairs recognizes that emergency
situations are often inherently newsworthy and will try to
work with nedia representatives so they can cover these
stories when they happen. However, when these situations
arise, the safety of NASA personnel, nmedia representatives and
civilians will be the highest priority, and nedi a
representatives will follow instructions fromPublic Affairs
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personnel and NASA security officials. Failure to do so nay
result in tenporary suspension or permanent revocation of NASA
press credentials.
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