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                                                                   APPROVED BY
                                                                   Order No. V-470 of the Minister of National Defence                            

                                                                   of the Republic of Lithuania as of  9 May 2006

                                                                   (Re-cast of Order No. 625 of the Minister of National          

                                                                    Defence of the Republic of Lithuania as of 8 June 2010)

DESCRIPTION OF ORDER FOR JOURNALISTS AND FREELANCERS   VISITING THE INSTITUTIONS AND DIVISIONS OF THE NATIONAL DEFENCE SYSTEM
I. GENERAL PROVISIONS
1. Description of Order for Journalists and Freelancers Visiting the Institutions of the National Defence System (hereinafter referred to as the “Description of Order”) establishes the order and rules for visiting the institutions and divisions of the National Defence System (hereinafter referred to as the “NDS”) for journalists and other persons who in accordance with the Lithuanian Republic Law on the Provision of Information to the Public (hereinafter referred to as the “Law on the Provision of Information to the Public”) are entitled to collect and disseminate public information and who in accordance with the Law on the Provision of Information to the Public  are not considered journalists (hereinafter referred to the “freelancers”). This Description of Order also sets forth the rights and obligations of the heads and representatives of the NDS institutions and divisions who are responsible for  the implementation of this Description of Order. 
2. Journalists and freelancers needing to visit the NDS institutions and divisions in order to collect public information as well as persons representing the NDS institutions and divisions shall follow the Law on the Provision of Information to the Public (Official Gazette, No. 71-1706 as of 1996; No. 82-3254 as of 2006; No. 89-3804 as of 2009), other laws of the Republic of Lithuania, resolutions of the Government of the Republic of Lithuania, this Description of Order and other pieces of legislation. 

3. Terms used in this Description of Order shall have the meanings the (same) terms  used in the Law on the Provision of Information to the Public and other existing pieces of legislation of the Republic of Lithuania have. 

II. RIGHTS AND OBLIGATIONS OF JOURNALISTS AND FREELANCERS
4. Journalists and freelancers shall be allowed to visit the NDS institutions and divisions according to the general rules for visitors to the NDS institutions and divisions established by the heads of the NDS institutions and divisions. 
5. Journalists and freelancers shall be allowed to attend the events organized in  the NDS institutions and divisions when the attendance of representatives of public information and publishing organizations is provided for (hereinafter such events are to be referred to as the “Events for Journalists”).

6. Journalists and freelancers needing to visit the NDS institutions and divisions at any other time except for the Events for Journalists shall arrange the time and other circumstances of their visit (arrange the meetings with the persons they are going to interview, coordinate the subjects of interviews, etc.) with the representatives of the respective NDS institution or division in advance. If at any other time except for the Events for Journalists journalists and freelancers want to:
6.1. collect public information in the Ministry of National Defence (hereinafter referred to as the “MoND”), the issues of the visit shall be coordinated with the Public Information Division of the Public Relations Department of the MoND (hereinafter referred to as the “Public Information Division”);

6.2. collect public information in other NDS institutions or divisions, the issues of the visit shall be coordinated with the person responsible for public relations of the respective NDS institution or division. In case the NDS institution or division to be visited has no persons responsible for public relations, the issues of such a visit shall be coordinated with the person responsible for public relations of a structurally higher division;

6.3. meet with the Minister of National Defence of the Republic of Lithuania, the meeting time and other circumstances of the visit shall be arranged with the Adviser to the Minister for Public Relations;

6.4. meet with the Chief of Defence, Lithuanian Armed Forces, the meeting time and other circumstances of the visit shall be arranged with the Chief’s of Defence Press Officer;

6.5. collect public information in several administrative divisions of the Ministry and institutions under the Ministry or several administrative divisions of the Ministry and units of the armed forces or several units of different branches of the armed forces, the issues of the visit/visits shall be coordinated with the Public Information Division;

6.6. collect material in several units of the armed forces of the same branch of forces, the issues of the visits shall be coordinated with the person responsible for public relations of the respective branch of the armed forces, meanwhile, in order to collect information in different units of the Motorized Infantry Brigade of Land Forces, the issues of the visits shall be coordinated with the Press Officer of the Brigade.

7. In case journalists or freelancers are to collect public information about a NATO military unit, a military unit of a foreign country or an international military unit deployed in an NDS institution or division at any other time except for the Events for Journalists and are planning to visit such NDS institution or division, the issues of the visit shall be coordinated with representatives of the NDS institutions and divisions and with the representative of the respective NATO unit or the head of the foreign military unit. 

8. To arrange the time or other circumstances of the visit at any other time except for the Events for Journalists, journalists and freelancers shall, in writing, submit the following information to the representatives of the respective NDS institutions and divisions (by e-mail or fax):

8.1. the list of the NDS institutions and divisions planned to be visited, date and time;

8.2. description of  public information to be collected (press release, video material, photographs, etc.);

8.3. the list of persons to be interviewed and the subjects of interviews;

8.4. where and how the collected material is planned to be used;

8.5. contact person information (phone and fax numbers, e-mail address).

9. In order to visit the NDS institutions and divisions and to collect public information, journalists and freelancers shall hold the following documents and present them to the persons meeting them in the NDS institutions and divisions:

9.1. a document proving their identity;

9.2. Lithuanian journalists shall have  a journalist certificate or other document issued by the Lithuanian Journalists Association or public information  and (or) publishing organization they are representing which shall prove that its holder works for that public information  and (or) publishing organization under a contract;

9.3. journalists representing foreign public information and (or) publishing organization (hereinafter referred to as the “foreign journalists”) shall present an accreditation card issued by the Ministry of Foreign Affairs of the Republic of Lithuania (hereinafter referred to as the “MFA”) or a temporary clearance to visit the NDS institutions and divisions issued in accordance with this Description of Order (hereinafter referred to as the “Clearance”);

9.4. other freelancers shall submit the Clearance. 

10. Lithuanian journalists, foreign journalists accredited by the MFA and freelancers who have violated the order of visiting the NDS institutions and divisions and (or) the Law on the Provision of Information to the Public or other pieces of legislation of the Republic of Lithuania during their previous visits to the NDS institutions, as well as the Lithuanian journalists who have been recognized by the Ethics Commission of Journalists and Publishers as having violated the professional ethics, may be refused the permit to visit the NDS institutions and divisions and to collect public information. A refusal to a Lithuanian journalist or a foreign journalist accredited by the MFA to visit the NDS institutions and divisions may be appealed against in accordance with the order established by the Lithuanian Republic legislation. 

11. Foreign journalists holding no MFA accreditation cards or Clearances, and freelancers holding no Clearances, may be allowed to visit the NDS institutions and divisions provided that the members of the official delegation on a visit to the respective NDS institutions and divisions are from their foreign country.

12. The MoND shall conclude cooperation agreements with the Lithuanian and foreign journalists and freelancers collecting information in the areas of international operations conducted by the Lithuanian servicemen. Such agreements shall set special requirements for (such) journalists and freelancers. 
III. RIGHTS AND OBLIGATIONS OF PERSONS REPRESENTING THE NDS INSTITUTIONS AND DIVISIONS
13. The Public Information Division shall be informed of the journalists or freelancers’ visits to the NDS institutions and divisions by the persons responsible for public relations not later than within one (1) day after the time and circumstances of the visit have been arranged. 

14. Journalists and freelancers may be required to undergo special registration to attend the events in the NDS institutions and divisions. Journalists and freelancers shall be informed about  such registration  at least one (1) working day before the event. When international events are to be organized with foreign journalists and freelancers (citizens of foreign countries) attending, such information shall be provided at least five (5) working days before the event and the contact persons shall be indicated in order to arrange the issues of the visit. 

15. Journalists and freelancers may need special accreditation in order to attend international events organized in the NDS institutions and divisions. The order of special accreditation shall be established by the organizers (of the events in the NDS institutions or divisions) who shall inform of such accreditation in advance. 
16. Journalists and freelancers shall be received  at the entrance/passing points  by the following persons who shall also accompany journalists and freelancers in the territory and premises of the NDS institution or division:

16.1. in the MoND: an employee of the Public Information Division; when visiting  the Minister – Adviser to the Minister for Public Relations; when visiting the Chief of Defence, Lithuanian Armed Forces – Chief’s of Defence Press Officer;
16.2. in other NDS institutions and divisions:  a person responsible for public relations of the respective institution or division or any other person authorized by the head of the institution or division;

16.3. in NATO, foreign or international military unit deployed in the NDS institution or division: a person responsible for public relations of the respective institution or division or any other person authorized by the head of the institution or division. 

17. Persons receiving journalists and freelancers and accompanying them in the NDS institutions and divisions shall perform the following functions:
17.1. check the documents the journalists and freelancers are required to present in accordance with paragraphs 8.1 – 8.4 of this Description of Order;

17.2. an employee of the Public Information Division or a person responsible for public relations of a certain NDS institution or division shall register journalists and freelancers attending certain events in the register book of  journalists and freelancers visiting the NDS institutions and divisions, if such registration is provided for. In the latter case, the responsible person shall enter (write in) the following information about the journalists and freelancers having visited the MoND or other NDS institution or division: name and surname of the visitor, the name of the represented public information  or publishing organization, contact phone number, profession of the person, e.g. whether a person  is a photographer or a cameraman;
17.3. introduce general rules and special restrictions as well as the programme of the visit (if there is such) to the journalists and freelancers visiting the NDS institution or division;

17.4. provide the journalists and freelancers with the main information on the NDS institution or division to be visited, on the event to be attended, etc.;
17.5. ensure the meeting for the journalists and freelancers with the persons providing public information or giving interview, if available;

17.6. ensure a suitable venue for an interview, in case a journalist or freelancer arrives to take an interview;

17.7. foresee and ensure appropriate places for cameramen and photographers to take photographs and film;

17.8. take any other actions so that journalists and freelancers could collect public information in the NDS institution or division being visited;

17.9. observe, whether journalists and freelancers follow the rules of the respective NDS institution and division established by their heads;

IV. ORDER OF THE ISSUE OF CLEARANCES TO FOREIGN JOURNALISTS AND FREELANCERS VISITING THE NDS INSTITUTIONS AND DIVISIONS
18. The Clearance shall give the journalists and freelancers the right to visit the NDS institutions and divisions during the Events for Journalists or at any other time. Visits to the NDS institutions and divisions shall be agreed upon in advance. 
19. Foreign journalists and freelancers holding the Clearance to visit the NDS institutions and divisions shall have the same rights to collect public information and publish it in mass media as the Lithuanian journalists have. 

20. Foreign journalists holding no MFA accreditation and freelancers needing to visit the NDS institutions and divisions shall apply to the Public Information Division concerning the Clearance and to hand in or send (by post or e-mail) the following documents:

20.1. a complete questionnaire form for journalists and freelancers who are to be issued clearance for visitors to institutions and divisions of the National Defence System (hereinafter referred to as the “Questionnaire form”) (see Annex 1 of this Description of Order). The questionnaire form can be found at www.kam.lt (official website of the MoND), the questionnaire form in English can be found at www.kam.lt/en;
20.2. a copy of passport or other ID bearing a photograph of the person;
20.3. foreign journalists shall submit a copy of a journalist card issued by the public information  or publishing organization they are representing;

20.4. two photographs (3x4) – in case several visits or visits to several NDS institutions or divisions are planned.
21. In addition, foreign journalists and freelancers may be also asked (by the employees of the Public Information Division) to provide the following documents:
21.1. an official letter of the registered public information  or publishing organization confirming that the foreign journalist or freelancer is commissioned to collect public information according to the copyright agreement or any other one-time agreement with the public information or publishing organization, or according to the contract with the public information  or publishing organization, or under the authorization of the public information  or publishing organization;

21.2. a copy of registration certificate of the foreign public information  or publishing organization  the journalist or freelancer represents  or under the authorization of which a journalist or freelancer is collecting public information;
21.3. samples of public information collected by the foreign journalist or freelancer and published in mass media;

21.4. contact details of representatives of other Lithuanian and foreign institutions the foreign journalist or freelancer has visited (and collected information).

22. Information specified in paragraphs 21.1 and 21.2 shall be provided in the official form of the public information or publishing organization (if there is one), the official letter shall be signed by the head of the public information  or publishing organization or other authorized person. 

23. In order to get the Clearance, foreign journalists and freelancers shall provide information specified in paragraphs 20.1–20.4 of the Description of Order, and if additionally asked by an employee of the Public Information Division – information specified in paragraphs 21.1–21.4 of the Description of Order, to the Public Information Division at the following times:
23.1. individual foreign journalists and freelancers (citizens of a foreign country), as well as a group involving five (5) foreign journalists and (or) freelancers at most shall submit the documents five (5) days before the day of the visit to an NDS institution or division;

23.2. a group of more than five (5) foreign journalists and (or) freelancers (citizens of a foreign country) shall submit the required documents seven (7) days before the day of the planned visit to an NDS institution or division;

23.3. other freelancers (citizens of the Republic of Lithuania) shall submit the documents one (1) day before (however, not later than 12 a.m.) the day of the planned visit. 

24. If organizers of the events in the NDS institutions or divisions (with foreign journalists attending) fail to provide foreign journalists with  information on the events on time and insufficient amount of time is left for receiving the Clearance if applying the usual established order or if freelancers are unable to receive the Clearance due to objective reasons,  such individual foreign journalists and freelancers, by the decision of the Director of the Public Relations Department,  may be issued the Clearance by applying the urgency procedure, provided that they hold the documents specified in paragraphs 20.1–20.4 and, if additionally required, the documents and information specified in paragraphs 21.1–21.4 of the Description of Order, and, on condition that the documents-check-procedure for the issue of the Clearance by applying the urgency procedure may be finished on time. 
25. The decision concerning the issue of the Clearance shall be made and notification of the decision taken shall be given to journalists and freelancers by an employee of the Public Information Division at the following terms:

25.1. individual foreign journalists and freelancers (citizens of a foreign country) as well as groups of foreign journalists and (or) freelancers involving five (5) persons (citizens of a foreign country) shall be notified within five (5) working days from the day the Public Information Division received all the documents necessary for the issue of the Clearance;
25.2. groups of more than five (5) foreign journalists and (or) freelancers shall be notified within seven (7) working days from the day the Public Information Division received all the documents necessary for the issue of the Clearance;

25.3. other freelancers (Lithuanian citizens) shall be notified within one (1) working day from the day the Public Information Division received all the documents necessary for the issue of the Clearance. 
26. Journalists and freelancers shall be issued the Clearance in the form indicated in Annex 2 of the Description of Order with a photograph attached (a photograph, however, is not obligatory when a journalist or freelancer is issued a one-time clearance or is to visit only one NDS institution or division). The Clearance shall bear the name and surname of a person, the name of the public information or publishing organization represented (if public information is collected by a journalist or if public information is collected in accordance with one-time agreement with a public information or publishing organization), person’s profession (whether he is a cameraman, a photographer or reporter), registration number of the Clearance, date of issue, and expiration date. 
27. The Clearance shall be signed by the Director of the Public Relations Department and marked with the seal of thePublic Relations Department.

28. Clearances shall be registered in a register book of clearances for journalists and freelancers visiting the NDS institutions or divisions. 

29. Clearances for foreign journalists and freelancers shall be issued at the Public Information Division in person only. 

30. In case a foreign journalist or freelancer is unable to arrive to the Public Information Division to take the Clearance, he shall notify the Public Information Division. A journalist or freelancer may be issued the Clearance in any other NDS institution or division by a person responsible for public relations to whom an employee of the Public Information Division shall send the registered clearance or its copy by post, e-mail or the document management system “Avilys”. A journalist or freelancer, however, shall be given the Clearance upon the arrival to an NDS institution or division in person only. 
31. Upon their arrival to get the Clearance, foreign journalists and freelancers shall have the originals of the documents that were used when filling in the questionnaire form to get the Clearance and the originals of the copies submitted together with the complete form. 

32. In case any information on a journalist or freelancer has changed and is different from the information provided in the questionnaire form when it was filled in the first time, such journalist or freelancer shall fill in the questionnaire form anew upon the extension of the term of validity of his clearance. 

33. A complete questionnaire form of a foreign journalist or freelancer and the documents submitted together with the complete form (specified in paragraphs 20.2–20.4 and 21.1–21.4 of the Description of Order) and a copy of the Clearance issued shall be stored in the Public Relations Department as long as the Clearance is valid. Later, the Clearance, the questionnaire form and other submitted documents shall be destroyed except for the questionnaire forms bearing the consent of a person for his personal data to be used in the future to contact him for the purposes indicated in the questionnaire form. Such questionnaire forms shall be stored in the Public Relations Department as long as it shall be needed for the implementation of the purpose the questionnaire form was filled in. Later, however, such questionnaire forms shall be also destroyed. 
V. ISSUE, EXTENSION AND TERMINATION OF THE CLEARANCE AND THE ISSUE OF THE DUPLICATE CLEARANCE
34. Clearances to foreign journalists and freelancers shall be issued according to the period of the planned visit which shall not be longer than six (6) months. 

35. At the request of a foreign journalist or freelancer, the period of validity of the Clearance may be extended for an additional period of time which shall not exceed six (6) months. 

36. In case no information provided in the complete form has changed, a foreign journalist or freelancer shall submit a written request to the Public Information Division to extend the term of validity of the Clearance. When such a request is submitted by a foreign journalist or freelancer who collects public information under a copyright agreement or a one-time agreement with a public information and (or) publishing organization, the request shall be printed on the official form of the public information or publishing organization and signed by the head of the organization. A decision to extend the Clearance shall be taken by the head of the Public Information Division within three (3) working days after the receipt of the request to extend the Clearance and the journalist or freelancer having submitted the request shall be notified of the decision. If the Clearance is extended, the Public Information Division shall issue a new Clearance with a new expiration date indicated. 

37. In case information on a journalist or freelancer provided in the questionnaire form has changed, such a person shall apply to the Public Information Division for the issue of  a new Clearance. 
38. Foreign journalists and freelancers shall receive the extended Clearances in the same way the Clearance was issued the first time. 

39. It may be decided not to extend the Clearance or to terminate it  before its expiration date in the following cases:

39.1. if the public information organization (or) publisher represented by the journalist or freelancer is liquidated;

39.2. if job relations or contract between the public information or publishing organization and the journalist or freelancer  is terminated;

39.3. having detected that  information in the questionnaire form provided by a journalist or freelancer is false;

39.4. having detected that a foreign journalist or freelancer has violated the Law on the Provision of Information to the Public, other legislation of the Republic of Lithuania or the provisions of this Description of Order during their visit to the NDS institution or division.
40. When the Clearance is terminated in accordance with paragraphs 38.3–38.4, this fact shall be entered/registered in the register book of clearances for journalists and freelancers visiting the NDS institutions and divisions. 
41. In case a foreign journalist commits violations specified in paragraph 38.4 of the Description of Order, the Public Information Division shall notify the Press and Public Relations Division of the MFA of such a journalist. 

42. In case a valid Clearance has been lost, a foreign journalist or freelancer shall immediately, however, not later than two (2) days after the loss was discovered, notify the Public Information Division of such loss. The head of the Public Information Division shall take a decision concerning the issue of a duplicate clearance within three (3) working days after the receipt of the request (to issue a duplicate clearance). Having lost the Clearance and having failed to notify the Public Information Division of such loss within the period of validity of the Clearance, a foreign journalist or freelancer may be refused to be issued a duplicate clearance. 

43. The refusal to extend the Clearance or to issue a duplicate Clearance or to terminate the Clearance before its expiration date may be appealed against in accordance with the order established by the Lithuanian Republic legislation. 

44. Employees of the Public Information Division, Advisor to the Minister for Public Relations, Chief’s of Defence Press Officer, and persons responsible for public relations of the NDS institutions shall be considered responsible for the implementation of the provisions of this Description of Order and shall ensure that foreign journalists and freelancers who were issued the Clearance, follow the rules set out in this Description of Order. 
_____________________________________

           Annex 1 

                                                                                                                   to the Description of Order for Journalists and  

                                                                                                                   Freelancers  Visiting the Institutions and  

                                                                                                                   Divisions of the National Defence System

QUESTIONNAIRE FORM 

FOR JOURNALISTS AND FREELANCERS WHO ARE TO BE ISSUED CLEARANCE FOR VISITORS TO INSTITUTIONS AND DIVISIONS OF THE NATIONAL DEFENCE SYSTEM (NDS)
Personal data of  a person who is issued a permit 

	Name and surname
	

	Position, type of activity
	

	Telephone and fax numbers
	

	E-mail address
	

	Blog address (if a person is a blogger)
	


Information about represented public information entity 

	Name of public information organizer and (or) publisher represented
	

	Mailing address
	

	Telephone and fax numbers  
	

	E-mail address
	

	Website address
	


Information relevant to the planned visit

	Date of the planned visit (if several visits or  visits to several institutions and divisions of the NDS are planned, the period/time of visit)
	

	Institutions and divisions of the NDS planned to be visited
	

	Purpose of visit
	


Information about previous visits to institutions and divisions of the NDS 

	It is the first visit?
	

	Previously visited institutions and divisions of the NDS and the date of the visit(s) 
	


Required documents  (mark the documents enclosed):

⁭  copy of a passport or other ID bearing a photograph of a person;

⁭  copy of a journalist card (if a person is a journalist); 

⁭  photograph, 3x4 (not required for a one-time visit to one institution or division of the NDS).


During my visit to institutions and divisions of the NDS, I, the undersigned, oblige myself to follow the provisions of the Description of Order of Journalists and Freelancers’ Visits to Institutions and Divisions of the NDS.


I, the undersigned, agree that my personal data is used and handled for the purposes of administering the provision of public information about the NDS in accordance with legislation regulating the handling of personal information.  


I, the undersigned, agree that the representatives of the Public Relations Department of the MoD use my personal information to contact me if there are any questions regarding the drafting and dissemination of public information about the NDS. (delete if you do not agree)

___________________________(Signature of  the person applying for permit, date)

           Annex 2 

                                                                                                                   to the Description of Order for Journalists and  

                                                                                                                   Freelancers  Visiting the Institutions and  

                                                                                                                   Divisions of the National Defence System

FORM OF THE CLEARANCE FOR JOURNALISTS AND FREELANCERS VISITING THE NDS INSTITUTIONS AND DIVISIONS 

(A6 format)
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LEIDIMAS / CLEARANCE

zurnalistams ir kitiems vieSaja informacija renkantiems asmenims lankytis
KAS institucijose ir jy padaliniuose
for journalists and freelance media representatives for visiting NDS institutions and divisions

I8davimo data ir registracijos Nr.
Date of issue and registration No.

Leidimo galiojimo laikas
Expiry date
vieta nuotrakai/ Totoriy g. 25/3, LT-01121 Vilnius
place for photo Tel./Phone: +370 5 2735 517
Faksas/Fax: + 370 5 2785 245
vis@kam.lt
www.kam.lt

Vardas, pavarde / Name, surname

Redakcija / Editorial office

Asmens pareigos / Position

LR KAM Viesyjy rysiy departamento direktorius (parasas)
Director of Public Relations Department
of MoND of the Republic of Lithuania (signature)




