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1. PURPOSE

This instruction establishes the procedures and
responsibilities perfornmed by the Media Rel ati ons Depart nent
(CD70) that relate to the planning, set-up and operation of
news centers in support of Marshall -mnaged projects and

m ssions. This instruction extends information fromthe

Mar shal | Managenment System (MVS) as defined by the Mrshal
Managenment Manual MPD-1280. 1.

The purpose of this instruction is to docunent the process by
whi ch the Media Rel ati ons Departnent conducts business,
specifically in the establishnment and operati on of news
centers.

2. APPLICABI LITY

The procedure applies to the followi ng in-scope activities
under the cognizance of the Media Rel ations Departnent:
establ i shnmrent and operation of news centers in support of

Mar shal | - managed projects and m ssions.

3. APPLI CABLE DOCUMENTS

Use current revisions unless there is overriding
aut hority.

MPD 1280.1 Mar shal | Managenent Manua
3.1 Reference Docunent List.

Use current revisions unless there is overriding
aut hority.

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

4. DEFI NI TI ONS

CaER — Custonmer and Enpl oyee Rel ations Directorate
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Responsi bl e PAO — The Marshall Center Public Affairs

O ficer

within the Media Relations Departnment with

assigned responsibility for a program area or task.

5. I NSTRUCTI ONS

5.1 Planning for News Center.

5.

2

5.1.1 The responsible PAO in consultation with the

Est abl

5.

5.

5.

1.

2.

2.

2.

1

2

3

team | eader or Departnment manager, determ nes
the need for establishing a news center.

Responsi bl e PAO, in consultation wth project
managenent fromthe particul ar subject area and
Medi a Rel ati ons Departnent nanagenent, devel ops
pl ans and requirenents for the news center,
considering factors such as | ocation, size,
capabilities, staffing and periods of operation.

i shment of News Center.

Responsi bl e PAO arranges for and oversees
creation of news center, ensuring that it nmeets
pl anned requirements of providing adequate work
space, office equipnment, conmmunications support,
and facility arrangements (for instance, parking
spaces) for the nunber of nedia to be
accommodat ed, and the size of Media Relations
Department news center staff to be assigned.

During establishnent of news center, it is
stocked with appropriate informational materials
(such as fact sheets, brochures and phot ographs)
and ot her supplies as needed.

Speci al requirenments to be addressed in pl anning
and establishnent of the news center includes

t he possible need to: acconmodate interaction
with off-site nmedia;, accommpdate nedia vi ew ng
and/ or photography of tests, |aunches or other
special activities; and to provide
accommodati ons for conducting media briefings.
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10.

11.

12.

5.3 Operation of News Center.
5.3.1 Responsi bl e PAO oversees the operation of the

Medi a Rel ati ons Departnent news center to ensure
pl anned schedul es of operations and staffing are
mai nt ai ned.

NOTES: None

SAFETY PRECAUTI ONS AND WARNI NG NOTES: None

APPENDI CES, DATA, REPORTS, AND FORMS: None

RECORDS: None

TOOLS, EQUI PMENT, AND MATERI ALS: None

PERSONNEL TRAI NI NG AND CERTI FI CATI ON: None

FLOW DI AGRAM  None
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