Memorandum

July 14, 2009
To:  
Registered participants in NCTC’s 

“Working with the News Media”

August 3-5, 2009
At the NCTC in Shepherdstown, WV
From:  
Sandy Spakoff, NCTC Course Leader 


Susan De Stephanis, NCTC Training Technician

Re:  
Participant Package

 SEQ CHAPTER \h \r 1We are pleased you will be joining us for the following U.S. Fish and Wildlife Service, National Conservation Training Center course.
	
Course Name:
	Working with the News Media OUT8181

	 Course Dates:
	August 3-5, 2009

	Arrival Date:
	August 2, 2009

	Departure Date:
	August 5 or 6, 2009


	Class Hours:
	Monday-Wednesday
	8:00 AM - 5:00 PM

	Class Ends (last day):
	Wednesday
	5:00 PM

	Course Leader: 
	Sandy Spakoff
	(304) 876-7783 

sandy_spakoff@fws.gov

	Training Technician:
	Susan De Stephanis
	(304) 876-7494 susan_destephanis@fws.gov


Working with the News Media will be held at the National Conservation Training Center (NCTC) in Shepherdstown, West Virginia, starting on Monday, August 3, 2009 at 8:00 a.m. and ending on Wednesday, August 5, 2009 at 5:00 PM. The course will be taught by contractors who are former Assistant Regional Directors for External Affairs in the U.S. Fish and Wildlife Service (FWS). This FWS e-mail provides you with the logistical information you need to make arrangements for attending the course.  
Lodging and Transportation:
A block of rooms have been reserved for you at the NCTC in Shepherdstown, West Virginia. Shuttle service to the NCTC is available on Sunday, August 2 from Dulles Airport only. A special return shuttle on Thursday (departing the NCTC at 7:30 am) will be available to individuals requiring this service. Please contact the Course Leader listed above if you require return transportation to Dulles. Travelers should use GovTrip for airline and rental car reservations. On-site parking is free.

If you haven’t already done so, please confirm your personal lodging reservation.
To do so call NCTC Hotel Reservations at: 877-706-6282 or 304-876-7900. The cancellation policy is in effect for all participants.  For more information please go to: http://training.fws.gov/meet/reserve.htm
To complete this course, you must attend every session. Therefore, please do not arrange a return flight that departs before 8:00 pm on Wednesday. 
 Pre-Course Work 
Background Survey:

Please complete the Background Survey and email it back to the Course Leader. The information provided by this survey is used to ensure that the training needs of the course participants are met.  
Please return the completed survey no later than Monday, July 27, 2009.

Pre-course Assignments:
Completing all pre-course reading and worksheets prior to your arrival is essential. Be sure to bring all completed assignments with you to class as you will be using them for various exercises.
Course Location and What to Bring

All sessions will occur at the NCTC in room 111 of the Instructional East building.  Please bring a laptop computer and your completed assignments.
COURSE CANCELLATION. Note that course cancellation policies are in effect. If you need to cancel your attendance, you must go into your DOI-Learn account and request to be dropped from the course. Login to DOI LEARN, at https://doilearn.doi.gov, click on the My Courses tab, select the link to the correct type of training and click the 'Request to Drop' link across from the Course/class name. To avoid late cancellation penalties, you must provide a substitute participant. As a courtesy, please contact the Course Leader if you need to cancel.
PLEASE NOTE:  Attachments contain Time Sensitive Materials.  Please open at once.
Attachments

· Background Survey – Due on or before July 27, 2009.
· Pre-course Assignments:
· Characteristics of Key News Media
· Crystal River NWR Case Study

· Developing Key Messages
· News Media Matrix worksheet

· News Story Background worksheet
· Pre-course Assignment Checklist
· What is News

