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Policy


It is J. Doe, Inc.’s (Company) policy to have a single, unified voice in communicating corporate level news and business objectives used within media and in news releases.  


The Corporate Pubic Relations department manage external communications strategies, press releases, correspondence, inquires and relationships with the media communities. External communications includes and is not limited to disclosure of customer contracts, partnership, products and technology announcements, business operation information and the release of quarterly and financial results.

The Pubic Relations strategy is to create appropriate positive media attention in major business publications, business news, trade and vertical press.

Procedure

Following are procedures and/or roles for: 

A) Press and analyst inquiries 

B) News preparation 

C) Financial and investor inquiries

A) Press and Analyst Inquiry

Persons identifying themselves as members of the media or industry analyst community such as journalists, reporters, columnists, editors, or others related to the field must be forwarded to the designated public relations (PR) designee within Corporate Communications.

Press and analyst representatives encountered at public venues, such as trade shows, events, conferences, seminars, etc., must be directed to a Public Relations spokesperson or designee.

In responding to press inquiries, the PR designee should:

· assess and evaluate the request (i.e., local vs. Corporate issue)

· assess and evaluate the impact of responding or not responding

· determine if the necessary information is available to respond

· prepare a response

· secure the necessary authorizations and approvals

All public relations materials should contain appropriate contact information including the Company’s PR designee.  

B) News Preparation

News preparation and releases are formal documents subject to review by the Company's legal counsel and by Senior Management.  Responsibility for public distributions of news regarding new agreements, new product announcements, and/or any other business related activities, must be coordinated by the Corporate Public Relations department only. PR requires 30 days advance notice for all party press releases.  This timeline does not include breaking news, litigation or crisis communications.

C) Financial and Investor Inquiry

All financial and investor inquires must be directed to the Corporate Investor Relations department. Investor Relations is responsible for preparing responses to inquiries, releasing selected mandatory financial information and announcing other finance and investor related topics.  

Employees may not comment, speculate or attempt to explain any situation on behalf of the Company.  If an associate mistakenly or unknowingly acts as a Company spokesperson, they should immediately contact a member of the Public Relations team in their respective region and provide details on exactly what was discussed and the name of the reporter / organization to which they spoke.

Approval and Authorization 

The PR designees must obtain approval from the business unit’s management and Corporate Legal prior to any / all news or press release.  

External Support

The use of Public Relations external support and agencies must be approved by Corporate Public Relations and should follow the purchase requisition / purchase order procedures. Public Relation expenses must be approved by the Business Unit’s Controller or financial designate

Controls / Areas of Responsibility

Corporate Public Relations maintains a contact list of approved public relation venues, and public relations contacts and compares this list to actual activities and events.

Requests for release of Company information to the public may be submitted to Corporate Communications. In addition to the requestor’s contact information, the request should include the nature and reason for the request, description of how the press release will advance the Company’s strategic goals and the requested release date.
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