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ANNEX H

PUBLIC AFFAIRS GUIDANCE

ANNEX G
PUBLIC AFFAIRS
A. General:
The Conference public affairs operation includes media relations and credentialing, internal event coverage, and the NGAUS Awards Program.  It requires close coordination and an appropriate division of responsibilities between the NGAUS Communications Directorate and the Host State PAO before and during the Conference. The basic concept for interview requests shall be the Host State PAO takes local media and NGAUS handles national media and requests from all media related to NGAUS issues outside the Conference. 

B. NGAUS 
1. The NGAUS Communications Department shall take the lead in drafting pre-Conference press releases and serve as the point of contact for pre-Conference media inquiries outside the Host State or media inquiries related to NGAUS issues outside the Conference. 
2. The NGAUS Communications Department shall be the lead for any interview request during the Conference from non-Host State media organizations and those related to  NGAUS issues outside the Conference. 
3. The NGAUS Communications Department shall execute the presentation of all NGAUS Awards. 
4. The NGAUS Communications Department shall provide a list of required photographic assignments at least two weeks prior to the Conference. 
5.  The NGAUS Communications Department shall provide NGAUS materials for press packets at least two weeks prior to the Conference. 
B. Host State 
1. The Host State shall take develop a process to credential the media covering the Conference. This process will be subject to NGAUS approval at least two weeks prior to the Conference. 
2. The Host State shall issue pre-Conference press releases drafted by NGAUS to Host State Media. Localization of such releases is permitted. 
3. The Host State shall serve as the point of contact for pre-Conference inquiries from Host State media but defer to NGAUS those inquiries related to NGAUS issues outside the Conference. 
4. The Host State shall establish a Public Affairs Office with a working outside phone and a Media-Credentialing Area with working phone or radio the day before Conference’s First Business Session. 
5. The Host State shall create press packets with Host State and NGAUS-provided materials. Expected media coverage will dictate the number of packets.  
6. The Host State shall staff the Media-Credentialing Area during working hours with at least one qualified public affairs person. Additional staff may be necessary events generating significant media coverage (e.g., presidential candidates.) Conversely, hours may be adjusted if light coverage is expected.
7.  The Host State shall provide at least two (2) photographers at all times to cover Conference business and social events.
8. Photographers may work on a rotational basis as long as there are at least three photographers available from 0800 to 1700 the three days of the Conference and at least one to cover evening social events.  Additional photographers may be necessary if the Host State has multiple assignments of its own. 
9. The Host State shall provide one (1) photographer to support NGAUS-specific photographic requirements. This requirement may be waived NGAUS hires a contract photographer.  
 10. The Host State staff shall only use only high-resolution digital cameras. All images   shall be  provided to NGAUS as soon after the conference as possible. 
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