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1. PURPOSE
The purpose of

A. to establ

this policy is:

ish procedures for the release of information to the general

public or the news media or to other outside individuals or groups;

B. to establish one central source where requests for .elease of
information can be submitted to ensure that the deadlines outlined
in Guam Code Annotated, Title 5, Chapter 10, Freedom of
Information Act are met; and

C. to ensure that all information released by the Port Authority of

Guam is
II. SCOPE

The provisions

accurately and correctly conveyed to recipients.

of these procedures shall apply to all personnel employed

with the Port Authority of Guam.

III. DEFINITIONS

A. Information: Any knowledge, facts or news regarding policy

matters,

activities or operations of the Port Authority of Guam. E
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News Media: Any establishment whose objectives are the
dissemination of knowledge to the general public.  This would
include the representatives of any newspaper, magazine, radio or
television station.

Outside Individuals or Groups: Any person, or groups of persons,
not employed by the Port Authority of Guam.

IV. PROCEDURES

A.

Regulations

Any requests to release any information or material to the news
media, or outside individuals or groups should be routed to the
Public Information Officer. Employees of the Port Authority of
Guam who desire to release materials or information shall furnish
such materials to the Public Information Officer for review. The
Public Information Officer will then forward it to the General
Manager for clearance, approval and dissemination.

Responsibilities

1. The Public Information Officer will:

a. Review such items of newsworthy interest that it is
the best interest of the Port Authority of Guam.

b. Review and coordinate all news releases from ail
sources within the Port Authority of Guam.

C. Prepare, review, coordinate and disseminate such
informational and institutional advertising materials as
he deems appropriate.

- d. Receive, research, coordinate and answer queries for
information from outside individuals or groups.
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e. Receive, research, coordinate and answer complaints
or other comments and opinions made by outside
individuals or groups about the activities or operations
of the Port Authority of Guam.

The Public Information Officer will consult with the General
Manager and obtain his approval prior to the release of
information.

Division Heads may:

Within their authority, and at their own discretion,
communicate directly with outside individuals or groups
provided such conduct will not adversely reflect on the
activities or operations of the Port Authority. When in
doubt, such communications are to be coordinated with the
Public Information Officer, to be approved by the General
Manager.



