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Introduction
For any communications program to work, the Service must be perceived as a credible source of information, and its employees must be trusted as dedicated professionals who are responsive to the public. Building and maintaining this public trust should be an integral part of any Service communications program.  Considering the complexity of the Comprehensive Conservation Planning (CCP) process, developing and implementing an effective communications strategy is an essential element of successfully developing a CCP, implementing a CCP and revising a CCP.  The information below has been developed to assist CCP planners with developing and implementing effective communication plan during the CCP development process.
Preplanning – developing your CCP Communications Plan

One of the first items to be addressed at the start of the CCP process is the development of the Communications Plan.  The Communications Plan is a document which summarizes refuge management problems/issues that will attract the attention or possibly be controversial and lays out a strategy for effective public involvement and communications during the development of the CCP as well as identifying key messages for the CCP planning effort. The Communications Plan should specify the who, what, when, where, and how. This phase of planning, which leads directly to implementation, should be done by the CCP team in consultation with appropriate External Affairs staff, with team members resolving the various details. Although each step of the project is known at the outset, there may be changes along the way. At a minimum, the Communications Plan developed during preplanning should be reviewed for necessary changes after public scoping and after receiving public comments on the draft CCP.
Additional guidance for developing a communications plans is contained in Region 1 External Affairs publication entitled “A Field Guide to Outreach” at http://www.fws.gov/pacific/ea/Images/fldguid.pdf and U.S. and Chapter 3 of the Federal Communicators Network “Communicators Guide” at http://www.publicforuminstitute.org/activities/2002/fcn/commguid.pdf.   The Outreach Plan from the Preplanning Report for Cape Meares NWR, Oregon Islands NWR and Three Arch Rocks NWR is provided as of the type of content needed for a Communications Plan [Tab 1].
The Communications Plan will be reviewed and approved as part of the Preplanning Report review and approval process.  See guidance entitled “Developing the Preplanning Report” for details on review and approval process [Tab 2].
Mailing Lists

As the Communications Plan is being developed, the CCP Team will be responsible for assembling a project mailing list based on the audiences identified in the Communications Plan.  Typically the mailing list will be maintained and updated as appropriate by the field station, although in certain instances the mailing list may be maintained by a Regional Office planner  Responsibilities for this task should be identified as part of the CCP Work Plan (a component of the Preplanning Report, Tab 2).  
Federal Register notices

Federal Register notices are a communication tool which can reach a national audience. Publication of Federal Register notices is required by CCP policy (602 FW 2) for announcing 1) the initiation of public scoping, 2) the availability of the Draft CCP and 3) notice of decision and availability of a final CCP.  If a CCP and an Environmental Impact Statement (EIS) are being developed, Federal Register notices will be required for announcing 1) the initiation of public scoping, 2) the availability of the Draft CCP/EIS and 3) availability of the Final CCP/EIS and 4) availability of Record of Decision.
Federal Register notices must adhere to a specific format.  Chapter 3 of the Federal Register Document Drafting Handbook (http://www.nara.gov/fedreg/ddhout.html) focuses on writing notices, and offers detailed information on every part of the process.
Federal Register notices are to be drafted by the CCP team and submitted for review by the Regional Office. Refer to the attached process diagram [Tab 3] for details regarding the review and approval process required for receiving approval to publish in the Federal Register.  Standard content for various notices associated with specific phases of the CCP process are contained in attached templates. [Tab 3] ( Include examples: FR NOI, FR Draft CCP NOA, FR final CCP NOA )
All CCP-related Federal Register notices must also be accompanied by two briefing documents.  The Secretary of Interior requires that all FR notices we accompanied by an information memorandum which summarizes the content of the FR notice.    The Deputy Assistant Secretary for Fish, Wildlife and Parks requires all CCP-related FR notices include a briefing which addresses CCP “Core Principles”.  See Tab 3 for an example of a DOI Information Memorandum and an example of a “Core Principles” document for an FR notice. [Tab 3] ( Include examples: Turnbull final CCP Information Memo, Oregon Islands Core Principles stable]

The Regional Office will bear the cost of transmitting and publishing Federal Register notices.

Planning Updates

Planning Updates are an essential tool for communicating with regional and local audiences.  Planning Updates are used engage the interested publics in the CCP process by providing key information and messages about the CCP development process and informing the public about all public involvement opportunities during the CCP planning process.

Planning Updates are typically developed and provided for 1) announcing the initiation of public scoping, 2) reporting the results of scoping, 3) announcing the availability of the Draft CCP and 4) announcing a decision and availability of a final CCP.  It is not uncommon for Planning Updates to be developed for providing information and receiving feedback during other phases of CCP planning process.  For instance, Planning Updates have been used to present preliminary alternatives for public comment and/or provide updated information about progress or notable changes in the scope of the CCP.  The number of Panning Updates and subject matter of Planning Updates will be dictated by the complexity of the issues and audiences engaged in the CCP process.
Planning Updates are to be drafted by the CCP Team in close coordination with the Regional Office. Refer to the attached process diagram for details regarding the review and approval process required for printing and mailing Planning Updates.  Standard content for various Planning Updates associated with specific phases of the CCP process are shown in attached examples. [Tab 4] (Include examples: announcing scoping; results of scoping; preliminary alternatives; draft CCP availability; final CCP availability)
The Regional Office will bear the cost of printing and mailing Planning Updates. 
Other notices

News Releases are commonly used by field stations for notifying local audiences of key events in the CCP planning process such as the initiation of public scoping or the availability of planning documents for review and comment.  At times, it may be appropriate for the Regional Office to issue a News Release related to some notable aspect of the CCP process.
News Releases must adhere to a specific format (examples attached). News Releases typically provide the same information and/or messages contained in a Planning Update or Federal Register notice, but in an abbreviated format.

News Releases are developed by the CCP Team in coordination with the Regional Office; the field stations bear the cost of transmitting the news release.  If a news release is to be issued by External Affairs office, the news release will be developed in coordination with the Regional Office and External Affairs.

Legal Notices are another tool which can be used to notify local audiences of key events in the CCP planning process (see attached examples). Their content is usually even more concise than a news release. Field stations bear the cost of publishing a legal notice. 
Examples of news releases an a legal notice are attached [Tab 5] (Include news release template; sample news release and sample legal notice)
Briefing Statements

Certain briefing statements are required as part of the CCP planning process and a variety of briefing statements may need to be developed depending on the level of complexity of controversy associated with a CCP project.
Required Briefing statements
Briefing statements are required for Washington Office review and approval during specific phases of the CCP, those being 1) the end of the scoping phase, 2) development of CCP alternatives, and 3) responses to public comments. Each of these briefing statements has specific content requirements; refer to the attached examples [tab 8] for content and format associated with each of these briefing statements. 

Briefing statements are drafted by the CCP Team in coordination with the Regional Office. Refer to the attached process diagram [Tab 6] for details regarding the review and approval process required for transmitting these types of briefing statement to the Washington Office.
Briefing statements must also accompany Federal Register notices. These briefing statements, which summarize the content of the FR notice, must follow a specific format. Refer to the attached briefing statement template and completed example. [Tab 7]
Other briefing statements

Other types of briefing statements may need to be prepared to inform other about certain aspects of CCP development.  For example, briefing statements may be needed to inform or update the Regional Chief, the Regional Director, Director or Department of Interior.  The format for the briefing statement will differ depending upon the recipient if the briefing statement.  Attached [Tab 7] are examples of some, but not all, other types of briefing statements.  

The CCP Team or Regional Office staff may be responsible for drafting one of these “other” types of briefing statements.  The briefing statement author must be sure to coordinate closely with the Regional Office to ensure the most current format is being used for the particular briefing statement recipient.
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