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1.0 Purpose

The purpose of this system level procedure (SLP) is to establish the roles and responsibilities of the Public Affairs Group as it functions within the Strategic Communication Office to support the NASA IV&V Program.
The mission of the NASA IV&V Public Affairs Group is to provide for the widest practicable and appropriate dissemination of information to news media and the general public concerning the objectives, methods, and results of the NASA IV&V Program.  
This SLP has been written in accordance with NASA Procedural Document (NPD) 1000.3, The NASA Organization.
2.0 Scope

This SLP is applicable to NASA IV&V civil service and contract employees in their internal and external communications, including relations with the media and promotions of special events. 

3.0 Definitions and Acronyms

Official NASA IV&V roles and terms are defined in the Quality Manual.  Specialized definitions identified in this SLP are defined below.

3.1 Acronyms
GSFC

Goddard Space Flight Center

HQ

NASA Headquarters

IMS

NASA IV&V Management System

NPD

NASA Procedural Document

NPR

NASA Procedural Requirement

POC

Point of Contact
QM 

Quality Manual

SLP

System Level Procedure

STEM

Science, Technology, Engineering, and Mathematics
4.0 Process

A process flow diagram does not apply to this SLP.  However, the following illustration depicts subject matter described in later sections of this SLP.  

4.1 Public Affairs Group Duties

While the Public Affairs Group may not be responsible to manage a given activity, the group shall be engaged to develop and maintain the highest level of overall awareness and specific information about the NASA IV&V Program and its leadership to effectively support and enhance increased knowledge about, positive reputation of, and effective relationships with NASA IV&V leadership and group members.
The Public Affairs Group shall act as the primary Point of Contact (POC) to the media and community and business customers for general and/or specific information and involvement in appropriate and approved mutually beneficial activities.  The Public Affairs Group shall ensure that all communications or activities are managed to provide accurate information, to engage the public in NASA’s vision and mission, and to successfully support increased awareness about the NASA IV&V Program.
Specifically, the Public Affairs Group will:
· Develop and implement plans that will address creating awareness of the NASA IV&V Program’s goals, objectives, metrics, and actions that serve to execute the strategic goals and outcomes in the NASA Strategic Plan 
· Establish a NASA IV&V-wide policy on public affairs, with oversight responsibility for communication to the news media and general public from all NASA IV&V functional organizations
· Define NASA IV&V communications objectives and requirements and develop and oversee Program-wide media communications policies, strategies, and processes 

· Receive notification of all matters and activities that offer opportunities to develop media strategies and execute media plans to support specific events and to develop one-time and long-term storylines for external and internal audiences that ensure consistent messaging/branding
4.1.1 Public Affairs Lead Duties
The Public Affairs Lead shall work closely with the Strategic Communication Office Lead regarding all matters and activities pertaining to Public Affairs. 
The Public Affairs Lead will also work closely with the Legislative Affairs Lead, the STEM Initiatives Lead, the Knowledge Management Group, and the Office of the Director to ensure appropriate levels of knowledge sharing and success of the intended purposes of all parties involved.
Specifically, the Public Affairs Lead will be responsible for the following duties:

· Serving as the principal advisor to the NASA IV&V Director, Strategic Communication Office Lead, and the Legislative Affairs Lead concerning day-to-day communications to, and relations with, the NASA IV&V Program, the media, and the general public 
· Leading the Public Affairs Group in establishing and maintaining open and credible communication channels among the Public Affairs Offices at NASA Headquarters (HQ) and Goddard Space Flight Center (GSFC), the NASA IV&V Office of the Director, the NASA IV&V Program, the news media, and the general public
· Supporting special projects (on- or off-site), events, award presentations, and  visits to the NASA IV&V Facility by preparing press and/or briefing packages in advance of and following such activities, providing protocol  recommendations, etc.
· Determining the Public Affairs requirements for all customized news and information products and services, including official NASA IV&V reports (e.g., metrics reports, annual reports) and success story development produced by the NASA IV&V Knowledge Management Group 
· Adopting emerging technologies required for the dissemination of information 
· Coordinating Program-wide public inquiries and responding to incoming public inquiries and paper mail, e-mail, and voice mail communications 
· Ensuring regulatory compliance and monitoring Program performance, as well as effectiveness and efficiency of processes 
· Providing liaison to external organizations performing similar functions and to customers who establish Government-wide policies and requirements
4.2 Public Affairs Notification and Request Form 
For promotion of visitors, events, workshops, and issues that may be considered newsworthy to the NASA IV&V Program, notification and requests shall be communicated directly to the Public Affairs Group via Form 1301, Public Affairs Notification and Request Form.  Submission of this form will ensure timely strategic consideration and appropriate action to enable critical information sharing and dissemination to customers. 
Form 1301 should be completed and forwarded to the Public Affairs Lead to ensure that appropriate guidelines and support are considered for activities such as:
· NASA IV&V Facility visitors (individuals and groups)

· Special events 

· Charitable activities

· Coverage by media and/or Agency news outlets 
· Written and visual product development activities (concept to publication), such as annual reports, surveys, brochures, informational videos, web page content, newsletters, posters, etc. 
5.0 Metrics

Any metrics associated with this SLP are established and tracked within the NASA IV&V Metrics Program.

6.0 Records

The following records will be generated or updated and filed in accordance with this SLP and IVV 16, Control of Records, and in reference to NASA Procedural Requirement (NPR) 1441.1, NASA Records Retention Schedules.
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