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lowa NRCS Public Affairs
& Communications Guide

Introduction

All Iowa NRCS employees are
responsible for carrying out
planned public information
activities to help them meet
the objectives of the agency’s
Strategic Plan.

This guide is a quick reference
to the rules, regulations and
processes for the delivery of
information from [owa NRCS
employees to our audiences,
including producers, conserva-
tion partners, the media and the
general public.

Planning

Strategic communication plan-
ning is the basis for successful
public information activities in
NRCS. Communication strate-
gies should support achieve-
ment of measurable manage-
ment objectives.

Purposes of providing informa-
tion to our audiences:

1. Achieve and maintain a
high level of participation
in voluntary conservation
programs.

2. Reach the most people with
information about natural
resource conservation and
management and the need for
resource conservation.

3. Keep the public informed
about the natural resource
conservation work carried
out with public funds and
about its effects and benefits.

4. Respond fully to informa-
tion requests from the public,
communications media and
agencies.

Rules, Regulations & Processes

Agency Identification
Design standards have been
established to bring consistency
and readability to the Natural
Resources Conservation Ser-
vice’s information materials.

by their consistent appearance,
the identity of the Agency is
enhanced. Establishing standard

determining what form a publi-

message is developed.

Use of Agency Logo
The NRCS symbol always con-
sists of two elements:

1. the icon of a blue raindrop
atop a green land contour and

to the right of the raindrop.

The NRCS symbol is to be used
with all information materials,

video, Internet and news media.
It should not be altered, con-
structed or redrawn in any man-
ner from the electronic format.

: The NRCS symbol is the ex-

: clusive identifying mark of the

: agency. It supersedes all logos

: created for programs, activities,
: and staffs within NRCS. You
can download the NRCS logo at
When materials are recognizable :
: You can also access several

: versions of the NRCS logo in

: the “Logos” folder on the Iowa

formats eliminates the time spent NRCS statewide shared drive.

www.nrcs.usda.gov/about/logo/.

cation will take every time a new : Materials distributed to a public

: audience should contain both the
: symbol and “Natural Resources

: Conservation Service” spelled
out, as well as the Department of
: Agriculture (USDA) symbol and
: the name “United States Depart-
: ment of Agriculture” spelled out.
2. the NRCS acronym appearing : When the NRCS symbol appears
: with the name and symbol of

: USDA, it shall appear in a subor-
dinate position.

including print material, exhibits, : Do not use the NRCS symbol

: in a manner that constitutes

: endorsement of private sector

: organizations, products, services,
: or endeavors.

USDA
=]

Helping People Help the Land
www.ia.nrcs.usda.gov

O NRCS

United States Department of Agriculture
Natural Resources Conservation Service

USDA is an equal opportunity provider and employer.
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Rules, Regulations & Processes Cont...

Clearance Procedures
News releases and feature
stories, whether written, oral or
electronic, must be technically
accurate and conform to USDA
and NRCS policy.

All documents for a statewide
audience or larger must be
cleared through the State Public
Affairs Specialist.

Local news and feature stories
prepared at the field or area of-
fice level must be reviewed by
the assistant state conservation-
ist for field operations or district
conservationist.

News Releases

News release layout and gram-
mar should follow the Associ-
ated Press Style Book and the
USDA Office of Communica-
tions Guidelines: Style Guide-
lines for Media Materials. This
document can be found at www.
ia.nrcs.usda.gov/intranet/Guide-
lines/Style Guidelines.pdf.

There are three basic steps to
creating effective news releases—
formatting, writing and getting
noticed. These and other tips on
how to write an effective news
release are available at ftp://ftp-
fc.sc.egov.usda.gov/IA/intranet/
Newsrelease.pdf.

News Release Template

A suggested template for NRCS
news releases is located at ftp://
ftp-fc.sc.egov.usda.gov/IA/news/
NEWSTemplate.doc.
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Sample News Release

it for Programs, Towa NRCS, 515-284-4769
wa NRCS, 515-284-4222

Publications

To propose a brochure, fact sheet
or other statewide publication,
send a written proposal to the
State Public Affairs Specialist
with the following factors:

* Specific need for and purpose
of the publication.

* Target audience and approxi-
mate size of that audience.

* Distribution plan for the ma-
jority of copies to the target
audience.

Design Standards
Management of the NRCS
visual identity and production of
visual information materials are
governed by USDA standards
and departmental regulations.
NRCS design standards are in
the NRCS Visual Management
Handbook located at www.
ia.nrcs.usda.gov/intranet/Guide-
lines/H 260 VMH.pdf.
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Another useful tool, Graphic
Design Basics, covers typogra-
phy and page layout. This quick
guide can be accessed online at
ftp://ftp-fc.sc.egov.usda.gov/IA/
intranet/DesignBasics.pdf.

Joint Publications

All publications prepared in
cooperation with other agencies
must prominently display the
NRCS logo and must be cleared
through the State Public Affairs
Specialist.

How to Order Publications

All national publications, dis-
plays and exhibits are available
via 1-888-LANDCARE or by
visiting http://landcare.nrcs.usda.
gov/.

To order lowa-based NRCS
publications or displays, call
515-284-4262, or go online to
www.ia.nrcs.usda.gov/news/
brochures/publications.html for
publications and www.ia.nrcs.
usda.gov/IA/intranet/Displays/
displays.html for displays.

Photography/Video

All photographs, digitals and
stock video footage taken by
NRCS personnel on official
duty are the property of NRCS,
regardless of the source of film,
tape or camera.

NRCS Photo Gallery
Thousands of natural resource
and conservation related pho-

tographs are available on the
NRCS Photo Gallery. Photos in



the Gallery are available free of
charge in two common image
formats, TIFF (primarily used

for print publications) and JPEG

(often used for websites and
PowerPoint presentations). The

Photo Gallery is located at http://

photogallery.nrcs.usda.gov/.

Digital Camera How to Guide
For tips on how to use a digital
camera, visit ftp://ftp-fc.sc.egov.
usda.gov/IA/intranet/Digital-
Cameras.doc.

Photography Basics

Anyone can take a picture, but it
takes considerable more thought :

and skill to make a picture. A
guide entitled Photography
Basics tells you how to improve
your skills and your pictures.
The guide is online at ftp://ftp-
fc.sc.egov.usda.gov/IA/intranet/
photography.pdf.

Endorsements

Employee endorsement is pro-
hibited. Employees shall not
allow the use of their names as
endorsers of commercial enter-
prise or products.

Mission and Vision
Mission Statement
NRCS has adopted the phrase

as its mission statement. This
mission supersedes all other
mottoes, slogans, tag lines, and

catchphrases that have been used

within NRCS.

The mission statement should

: appear on Agency public infor-
: mation materials whenever pos-
sible as a separate element from
: the Agency symbol and name.

For more details about the

: mission statement, refer to the

3 . ..+ NRCS Visual Management
Helping People Help the Land” : Handbook located at www.

! ja.nrcs.usda.gov/intranet/Guide-

! lines/H 260 VMH.pdf.

Non-discrimination Statement

The USDA non-discrimination statement is required on all mate-
rials produced by USDA agencies for public information, public
education, and public distribution. The most recent version of the
statement can be found at www.usda.gov. Click on the non-dis-
crimination at the bottom of the page.

“The U.S. Department of Agriculture (USDA) prohibits discrimi-
nation in all its programs and activities on the basis of race,
color, national origin, age, disability, and where applicable, sex,
marital status, familial status, parental status, religion, sexual
orientation, genetic information, political beliefs, reprisal, or
because all or a part of an individual s income is derived from
any public assistance program. (Not all prohibited bases apply
to all programs.) Persons with disabilities who require alterna-
tive means for communication of program information (Braille,
large print, audiotape, etc.) should contact USDA’s TARGET
Center at (202) 720-2600 (voice and TDD). To file a complaint
of discrimination write to USDA, Director, Office of Civil Rights,
1400 Independence Avenue, S.W., Washington, D.C. 20250-9410
or call (800) 795-3272 (voice) or (202) 720-6382 (TDD). USDA
is an equal opportunity provider and employer.”

If the material is too small to permit the full non-discrimination
statement to be included, the material will, at a minimum, in-
clude the statement in a font size equal to the body text:

“USDA is an equal opportunity provider and employer.”

. Vision Statement

: NRCS has adopted a vision

: statement, “Productive Lands—
: Healthy Environment.” If you
use the vision statement, it
should be in the same typeface
: and location as the mission state-
ment, but on a separate line to
: itself, above the mission state-
ment.
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More Tools and Processes

Iowa NRCS Process Step Tables:
(www.ia.nrcs.usda.gov/intranet/Quality Assurance.html)
Event Planning

News Release Development

Talking Points Development (for speeches, interviews, etc.)
VIP List Development

Iowa Media List

A statewide media list is located on the statewide shared drive in
the “Public Affairs” folder. The file is called lowaNRCSMedialist.
xls. To make additions or edits to the media list, contact a public
affairs specialist.

News Release Distribution Process

Most news/press releases are distributed statewide by the public
affairs staff via e-mail from the public affairs media list. These re-
leases are also sent to every district conservationist in [owa. Even
though media outlets may have received the release, district con-
servationists are still encouraged to contact pertinent local media to
be sure they have the information they need.

All Towa NRCS news/press releases are placed online at www.
ia.nrcs.usda.gov/news/.
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