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Draft Communications Memorandum of Understanding 
Joint Communications and Outreach
In the interest of ensuring that all partners are accurately and appropriately positioned in communications with the media, The Nature Conservancy and (partners) will, unless otherwise agreed by all parties, adhere to the following procedures. 
Prior to completion of any conservation action, all partners shall as soon as possible develop and agree on a marketing and communications strategy and messages that will describe the goals of the project, as well as each partner’s respective roles and contributions to its success. Among other things, the marketing and communications strategy shall provide that all news releases, announcements, electronic messages and publicity relating to completion of the project, and any subsequent promotions or public communications related to the project, shall include all relevant parties as jointly agreed in the media relations strategy.   Further, the strategy should include a contingency plan should unsolicited inquiries come from the media prior to an official announcement date or event.  
Joint Representation
· All partners will be named in news releases, media advisories and other media materials. 
· All media materials will include contact information for each partner’s communications contact. The communications contact will be responsible for managing incoming media calls and, as they choose, directing reporters to their designated interviewee(s) as outlined in the public relations strategy.
· The date and timing of the release of announcements to the media shall be jointly agreed upon by the project partners. 
· News releases will be distributed to media, posted to Web sites and otherwise released externally on the same date. 
· Partners may not offer story advances or exclusives to reporters without prior approval from all communications representatives. 

· In the event of unsolicited media inquiries regarding this joint project, each liaison must be notified in a timely manner.

· Responses to unsolicited media calls will follow procedures outlined in the project’s public relations plan, using agreed-upon messages.  
Communications Process
One contact at each partner agency or organization will be designated to act as liaison to the other partners on communications matters. These liaisons, one from each partner entity, will constitute a core communications team. If someone other than a communications officer is to represent a partner entity, a communications officer or project manager from the partner entity should notify the Conservancy. 
· Each communications liaison will be responsible for coordinating information and approvals among your organization’s internal approvers. 
· Coordination of information will include, but may not be limited to:

· Identifying spokesperson(s) and securing quotes for news releases
· Gathering information needed for media materials and sharing with the other liaisons
· Circulating media materials internally for organizational input and approval
· Incorporating your organization’s edits into one document for return to the core communications team
· Scheduling an appropriate date for release of materials to the media
· Securing final sign-off from your organization’s approvers and providing written approvals to the core communications team. 
· Based on each partner’s involvement in the conservation action and available capacity, the core communications team will determine which liaison(s) will assume lead responsibilities in the development of communications materials. Such responsibilities may include, but are not limited to:

· Participate in development of a project public relations strategy and plan

· Write outline or first draft of news release

· Circulate media materials to designated liaisons for review
· Incorporate edits into final documents(s)

· Distribute materials and pitch to media   
· All liaisons will provide final, written approval on media materials to the core communications team before any materials are released to the media.






