News Release Coordination

Attachment 1

Office of Science (SC)
News Release Coordination Guide and Checklist

When a proposed news release enters review, SC public affairs specialists will consider the following:

Is the news release newsworthy or otherwise necessary?

A news release may be issued for a number of reasons.  Ideally, it communicates an interesting and important new development or decision made by the organization issuing it.  However, it may also be intended to put the organization “on the record” about some development or issue.  It may also provide information people need to know to take advantage of agency programs or services.  These are good and reasonable justifications for a news release.    

Sometimes a news release is not a good idea.  This is true if the release is self-serving or inappropriately promotional, focused primarily on image-building, or is misleading in some important way.  

Is the news release clearly written and effective as a communication?
Poorly written news releases not only fail to communicate well, but reflect badly on the professionalism of the issuing organization.  This can include releases that are grammatically correct, but which fail because they are overly complicated and hard to understand by the intended audience.  Excessive use of acronyms can contribute to this problem.  All acronyms should be spelled out in their first reference.  Technical terms that cannot be avoided must be explained in plain English.

Beyond the mechanics, news releases should be lively and interesting to attract the attention of news media, and potentially, the public should all or part of a release be used verbatim by the media.  This is rare, but it does happen.

Has the draft news release been reviewed by appropriate management and technical levels in the originating organization?
A proposed news release should be technically accurate and appropriately reflect the originating organization’s management policies before it is sent to the U.S. Department of Energy (DOE) for coordination.  While a contractor public affairs officer may consult informally with the SC supporting public affairs officer for advice and input while a release in being drafted, under no circumstances should a release be sent to Headquarters (HQ) for coordination and/or approval before it has been approved by the originating organization.  

Ideally, HQ coordination should be managed by the supporting public affairs officer on behalf of the originating Site Offices and/or laboratories, although this does not always occur.  If draft news releases are transmitted directly to HQ for coordination, the supporting public affairs officer should be copied.

Does the news release contain classified, proprietary, procurement sensitive, or otherwise protected information?
If there is a possibility that the draft news release contains classified, proprietary, or otherwise protected information, it should be coordinated with Site Office and/or Integrated Support Center security, legal, intellectual property or other appropriate specialists.  Similarly, a contractor’s proposed release containing such information should be coordinated with appropriate elements within the contractor’s organization before it is sent to a SC supporting public affairs officer for coordination/approval.
Does the news release appropriate credit the Department and the funding program(s)?

This is frequently referred to as the “branding” issue.  Every news release about DOE programs and activities should identify the relationship of the activity to the Department, including the name of the facility involved.  For example, news releases should always identify, in first reference, DOE’s ownership of the laboratory or facility, as in: “The U.S. Department of Energy’s Argonne National Laboratory announced today…..”  The funding program and subprogram should also be credited, although this can be in the form of standard language at end of the release.

Additionally, individual programs sometimes provide specific guidance on the messages that are desirable in news releases on their programs.   This usually involves providing context on the importance of the overall program to society and/or the specific contributions that have been made.  

Is the topic of the news release important enough for a quote by a DOE official?
News releases on major new developments or important issues may call for a quote from DOE and other officials.  If the release is very newsworthy, a Secretarial or other DOE quote may be appropriate.  In this case the proposing organization will usually be asked to draft a proposed quote.  This approach saves time and avoids a comment cycle when a  proposed draft is sent to HQ for coordination.  The supporting public affairs officer should work with the contractor public affairs officer to assure that the proposed quote is appropriate before the draft release is sent to HQ.

Does the proposed news release need additional coordination and/or approval?
If a proposed news release does not call for a DOE quote, it may not be sufficiently newsworthy to generate significant national or regional news media coverage.  Such a release may still be valuable to local, trade press, or special interest media.  Assuming the release has been appropriately reviewed by the originating organization, and the supporting public affairs officer has identified no issues requiring additional review, it is usually appropriate for such releases to be sent to HQ public affairs and the SC or other sponsoring program offices for information only.  In such cases the cover note should include an assessment of news media interest potential (or lack of it), as well as information on the date the release will be issued.  The cover note should clearly indicate that the release is being provided “for your information.”  For the SC in particular, the funding Associate Director should also be copied on the email and attached release.  For such FYI coordination, it is advisable to work with the originating office to set the release date at least 48 hours later to allow for unexpected reaction or unanticipated issues with the draft release.
News Release Coordination Checklist

Site Office or ISC internal review:

______Is the news release newsworthy or otherwise necessary?

          
______Is the news release clearly written and effective as a communication?

_____ Has the draft news release been reviewed by appropriate management and technical levels in the originating organization?

______Does the news release contain classified, proprietary, procurement sensitive, or otherwise protected information?

______Does the news release appropriate credit the Department and the funding program(s)?

______Is the topic of the news release important enough for a quote by a DOE official?

______Does the proposed news release need additional coordination and/or approval?

______Coordinate with the Site Office Manager associated with the proposing laboratory, if appropriate, or ISC contracting officer/program manager for the activity involved.  

______Coordinate with other local elements, as necessary such as Legal, Intellectual Property Law, Security and Safeguards, etc. 
______Coordinate any needed changes or suggestions with the originating organization that need to be made before additional HQ or other external review takes place. 
______When draft news release is considered adequate, send by email to the Office of Public affairs contact for the activity involved, and the SC Communications Director or other funding program office communications contact, if any.  For news releases involving SC, include the funding Associate Director as a cc.  Email must clearly state whether the release is being sent “For Your Information” or for review and approval.  Especially for FYI releases, included a projected release date ideally at least 48 hours in the future to permit time for a reaction if a problem is identified.  

______When comments and corrections are received, communicate these as soon as possible to the originating laboratory or other organization. 

______In rare instances, HQ will request a review of the final draft. 

______For SC releases, once coordination is completed, supporting public affairs officers will coordinate with sponsoring SC program or other organization to develop targeted mailing list of media and stakeholders.  Distribute by email and fax, to the extent possible.  Provide distributed release to SC web site editor(s) for posting as appropriate.  
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