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During business hours After business hours 

Advise the journalist that you are not an authorised 

spokesperson for BMD and obtain details as per the media 

details checklist below. 

Pass the media enquiry onto the Group Communications 

Manager or alternatively provide the journalist with the 

contact details for the Group Communications Manager: 

Ashlee Cureton 

0407 964 262 or ashlee.cureton@bmd.com.au  

Note: The Group Communications Manager’s details can be 

provided to the media. Please consult with the Group 

Communications Manager prior to providing these details to 

any other external parties e.g. stakeholders or the general 

public. 

IT IS OK TO ASK THEM TO WAIT. 

Advise the senior site/office manager and inform the 

journalist that: 

You are not an authorised spokesperson for BMD, but 

you will pass their enquiry through to the relevant 

person. The senior site/office manager will obtain the 

details as per the media details checklist below and 

advise that any responses will be provided in writing, 

not through a verbal statement. 

You can provide the journalist with the contact details 

for the Group Communications Manager. You must 

then contact the Group Communications Manager to 

advise of the enquiry. 

Group Communications Manager will contact the journalist and provide an  

approved response as required. 

Media Details Checklist: 

1. What is your name? 

2. Where are you calling from? 

3. What is the best number to contact you on? 

4. What is the story you are preparing and what 

information do you require? 

5. Are you speaking to other people for 

comment? 

6. What is your deadline? 

Remember: Do not make off the 

record comments to journalists or 

media on the phone or in person. 

Media Response Procedure 

Media phone enquiry received by site 

employee or office reception. 

Media arrive onsite or at the office  

requesting an interview or comment. 
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