BY ORDER OF THE AIR FORCE INSTRUCTION 35-101
SECRETARY OF THE AIR FORCE 26 JULY 2001

Public Affairs

PUBLIC AFFAIRS POLICIES AND
PROCEDURES

COMPLIANCE WITH THISPUBLICATION ISMANDATORY

NOTICE: Thispublicationisavailable digitally on the AFDPO WWW site at:
http://afpubs.hq.af.mil.

OPR: SAF/PAR (TSgt Jim Greeley) Certified by: SAF/PA
(Brig General Ronald T. Rand)

Supersedes AFl 35-101, 1 December 1999 Pages. 351
Distribution: F

This instruction implements Air Force Policy Directive (AFPD) 35-1, Public Affairs Management, and
procedures for planning public affairs during wartime operations. It establishes procedures for devel op-
ing, training, and evaluating the preparedness of public affairs forces. It establishes a standard process for
equipping forces to execute operational plans. It also implements Department of Defense Instruction
(DoDI) 5120.4, Department of Defense Newspapers and Civilian Enterprise Publications; DoDD
5120.20, Armed Forces Radio and Television Service; Department of Defense Regulation 5120.20-4,
Management and Operation of Armed Forces Radio and Television Services; DoDI 5122.5, Assistant
Secretary of Defense for Public Affairs;, DoDD 5122.10, American Forces Information Service; DoDD
5160.48, DoD Public Affairs and Visual Information (PA & V1) Education and Training (E&T); and
DoDI 5400.14, Procedures for Joint Public Affairs Operations. Read thisinstruction with Joint Pub 3-61,
Doctrine for Public Affairsin Joint Operations; Air Force Instruction (AFl) 10-401, Operation Plan and
Concept Plan Development and Implementation; AFI 10-403, U.S. Air Force Mobility Planning; AFI
10-404, Base Support Planning; AFI 35-205, USAF War and Mobilization Plan, Volume 1 (WMP-1),
Annex Q; and Air National Guard Instruction (ANGI) 10-401, and UTC Information Management Sys-
tem (UMIYS).

This AFI requires the collection and maintenance of personal information including the following sys-
tems notices. FO35 AF SAFPA B (Hometown News Release Background Data File), FO35 AF SAFPA C
(Official Biographies), and FO35 SAFPA A Mobilization Augmentee Training Folders.

Records Disposition. Maintain and dispose of all records created as aresult of processes prescribed in this
publication AW AFMAN 37-139, Records of Disposition Schedule.

This instruction incorporates the requirements, information and procedures formerly in the 35- Series of
Air Force Public Affairs Instructions. Report control system no longer required include:
SAF-PA(SA)9358, Public Affairs Mobilization Management Report; SAF-PA(SA)9359, Public Affairs
Network Report; SAF-PA(SA)9360, Hometown News Program Report, SAF-PAC(M) 7102, Public Com-
munications Report; SAF-PA(A)7101, Public Affairs Program Report and SAF-PAR(SA)9357, Public
Affairs Training Report. The following reports have been revised and are still required to be submitted in



2 AFI135-101 26 JULY 2001

accordance with this AFl: SAF-PAC(M)7103, Band Personnel and Performance Report;
SAF-PAM(AR)9383, Disturbance Notification Report and SAF-PAM (AR)9384, Disturbance After
Action Report.

SUMMARY OF REVISIONS

Thisrevision incorporates IC 2001-1 and revises AF policy on Commander’s Calls, making them manda-
tory. A “|" indicates revised material since the last edition. The entire text of the IC is at the last attach-
ment.
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Chapter 1
GENERAL GUIDELINES AND BACKGROUND
Section 1A—Principles and Core Competencies

1.1. Purpose. This directive conveys the policies which allow commanders and Public Affairs profes-
sionals to maintain aflow of timely information with due regard for national security, accuracy and pri-
vacy. It describes Air Force Public Affairs, explains how the function is organized and how the program
should be conducted at al levels of command. It provides Public Affairs policy and guidelinesfor all Air
Force military and civilian personnel, including those in the Air National Guard and U.S. Air Force
Reserve.

1.2. Implementing Authority. Statutory authority for this instruction is derived from Title 10, United
States Code, Subtitle D, Part 1, Chapter 803, Sec. 8013 and 8014 Office of the Secretary of the Air Force.
Other authoritiesinclude Title 5, U.S. Code, Section 552; DoDD 5120.20, Armed Forces Radio and Tele-
vision Service; DoDD 5400.13, Joint Public Affairs Operations, DoDD 5122.5, Assistant Secretary of
Defense for Public Affairs (ASD(PA); DoDD 5410.18, Community Relations; DoD Instruction 5410.19,
Armed Forces Community Relations; DoDD 5400.7, DoD Freedom of Information Act Program; DoDI
5400.10, OSD Implementation of DoD Freedom of Information Act Program; DoDI 5400.11, Department
of Defense Privacy Program; DoDD 5200.1, DoD Information Security Program; DoDI 5410.16, DoD
Assistance to Non-Government, Entertainment-Oriented Motion Picture, Television, and Video Produc-
tions, DoDD 5122.10, American Forces Information Service; DoDD 8910.1, Management and Control of
Information Requirements; and Joint Publication 3-61, Doctrine for Public Affairsin Joint Operations.

1.3. Application. The guidance in this publication is authoritative and should be followed except when
in the judgment of the commander, exceptional circumstances dictate otherwise. Public Affairsisacom-
mand responsibility at all levels. These instructions are applicable under the purview of Air Force guide-
lines. However, in joint and combined operations, this Instruction will be superseded. If conflicts arise
between the content of this publication and those of Department of Defense Public Affairs directives, the
DoD directives take precedence for the activities of joint forces unless the Secretary of Defense or the
Chairman of the Joint Chiefs of Staff has provided more current and specific guidance.

1.4. Missions.

1.4.1. Public Affairs Mission. Expanding awareness of and support for the world’'s most respected
aerospace force.

1.4.2. Band Mission. Support the global Air Force mission in war and peace by fostering our national
heritage and by providing professional musical products and services for officia military, recruiting,
and community relations events.

1.4.3. Broadcasting Mission. Producing quality products and programming services to satisfy the
entertainment and information needs of audiences worldwide.

1.5. Goals. Public Affairs has established seven goals to maintain atradition of excellence. These goals
are supported by specific objectives. The objectives are supported by tactical implementation plans on
the PA Link at http://www.palink.af.mil. The goalsfollow:
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1.5.1. Improve the effectiveness of Air Force Public Affairs communication.
1.5.2. Provide effective leadership, guidance and support to the field.

1.5.3. Increase the combat readiness of the career field.

1.5.4. Provide timely security and policy review of text and imagery.

1.5.5. Provide customers on-demand service.

1.5.6. Increase the exposure of the Air Force bands.

1.5.7. Provide greater joint audience customer satisfaction.

1.6. Purpose of Public Affairs.

1.6.1. TheU.S. Air Force engagesin Public Affairsto provide trusted counsel to leaders; build, main-
tain, and strengthen airman morale and readiness; enhance public trust and support; and achieve glo-
bal influence and deterrence.

1.6.2. The Air Force's credibility depends on two factors: always doing and saying the right thing.
Public affairs seeks to inform decision makers and communicate the service's requirements, capabili-
ties, actions and achievements to the world. Success ultimately depends on the credibility of Air
Force people and their willingness to join in the public discussion.

1.6.3. Thetriad of Public Affairs practitioners, bandsmen, and broadcasters is dedicated to executing
the Public Affairs Core Competencies to provide Information Superiority for the Air Force. Thetriad
uses vast resources to research, plan, execute, and evaluate communication strategies and tactics.

1.6.4. Itistheresponsbility of all airmen to tell the Air Force story. Whether they’ re representing
their base at acommunity function or representing the U.S. in awartime or contingency operation, all
airmen are front-line ambassadorsfor the Air Force. Itisimperativefor the Public Affairstriad to pre-
pare al airmen to be credible, intelligent, and articulate spokespersons for the Air Force.

1.7. Principles. The Air Force has established standards for how we conduct ourselves and the way we
do our jobs.

1.7.1. Air Force core values:

1.7.1.1. Integrity First. Integrity is doing what is right even when no one is looking. Integrity
takes courage, honesty, responsibility, accountability, justice, openness, self-respect, and humility.
Integrity is the direct link to credibility which is the foundation of how the Public Affairs triad
conducts Information Operations. Integrity is vital in dealing with the Public Affairs core audi-
ences consisting of airmen, the news media, Congress, and the public.

1.7.1.2. Service Before Self. Service before self means professional duties take precedence over
personal desires. Service before self is a direct link to the principle that people in the Public
Affarstriad must always do and say theright thing. The discipline to research, plan, execute, and
evaluate communication strategies and tacticsis critical to airmen being able to tell the Air Force
story.

1.7.1.3. Excellence In All We Do. Excellence in all we do directs us to develop a sustained pas-
sion for continuous improvement in the Profession of Arms. The Public Affairs triad must make
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it'sfirgt tradition excellence. Only then will Air Force leadership recognize the value of Public
Affairs as another arrow in the quiver to strike Information Operations targets.

1.8. Core Competencies. Core competencies are the particular capabilities of an organization that sepa-
rate it from others, and serve as a basis for growth and diversification. Air Force core competencies
reflect the combination of professional knowledge, air power, expertise, and technological skill that, when
applied, produces superior capabilities. The Air Force has six core competencies that allow us to exploit
air and space to gain powerful advantages in time, mass, position, and awareness:

1.8.1. Air Force core competencies.
1.8.1.1. Air and space superiority
1.8.1.2. Globa attack
1.8.1.3. Rapid global mobility
1.8.1.4. Precision engagement
1.8.1.5. Information superiority
1.8.1.6. Agilecombat support

1.8.2. Public Affairs Core Competencies. The five Public Affairs core competencies are directly
linked to the Air Force Core Competencies. The core competencies provide the Public Affairs triad
with the vision to conduct Information Operations at home and in an expeditionary role. The core
competencies are supported by five key processes and process improvements constituting a new way
of conducting Public Affairs.

1.8.2.1. Trusted Counsel to Leaders. Public Affairs delivers candid and timely counsel and guid-
ance to commanders on decisions that affect the Air Force's ability to accomplish its mission.
This professional advice enables leaders to accurately forecast the ramifications of their actions
and their impact on public opinion.

1.8.2.1.1. Public Affairs professionals identify and analyze key issues, develop messages,
conduct mediatraining, target specific audiences, ensure legally mandated public involvement
requirements are met, recommend methods of delivery, and measure and eval uate results.
This process enables commanders -- in peace and war -- to provide factual information so the
Air Force family, Congress, media, and public may assess and understand how our people and
programs contribute to national security.

1.8.2.1.2. Trusted Public Affairs counsel to leaders helps build public support and plays a key
role in achieving the Air Force core competencies. Air and Space Superiority, Global Attack,
Rapid Globa Mobility, Precision Engagement, Information Superiority, and Agile Combat
Support.

1.8.2.2. Airman Morae and Readiness. Airman morale and readinessis the foundation of all Air
Force core competencies. Public Affairs provides|eaderswith an arsenal of effective and efficient
two-way communication tools to build, maintain, and strengthen morale and readiness.

1.8.2.2.1. The Air Force's most valuable resource is its airmen -- active-duty and retired,;
Guard and Reserve; officer, enlisted and civilian; government service and contract employees
—and their families. Their dedication and expertise trand ate the capabilities of hardware into
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mission readiness. Public Affairs programs help our airmen understand their rolesin the mis-
sion; explain how policies, programs and operations affect them and their families; provide
avenues for feedback; and recognize individual and team achievements.

1.8.2.2.2. Globa engagement demands flexible, responsive Public Affairs capabilities to
deploy time-sensitive information anywhere in the world within hours. Public Affairs profes-
sionals are trained and equipped to support Air Force, joint and combined operations from the
home base to the bare base. Timely, relevant and accurateinformation isaforce multiplier that
enhances airman morale and readiness.

1.8.2.3. Public Trust and Support. Public trust and support are fundamental to a highly trained
and well-equipped air and space force.

1.8.2.3.1. Public Affairs strengthens the bonds between the Air Force and the public through
open, timely and honest dialogue and programs targeted to communities, opinion leaders and
the media. The American public provides the people who join our Air Force the funds that
ensure readiness and quality of life, and the support needed to conduct operations and training.
Public Affairs professionals assist |eaders in developing messages, identifying audiences and
selecting methods of delivery to promote public understanding and support of the Air Force.

1.8.2.3.2. Public Affairsbuildstrust and support by showcasing the Air Force as acommunity
partner and a responsible steward of public resources. Community outreach provides Ameri-
cans firsthand opportunities to view the quality and capability of our people and weapon sys-
tems. Public Affairs initiatives and professional relationships with opinion leaders and the
media convey Air Force core competencies to a broader audience.

1.8.2.4. Global Influence and Deterrence. Public Affairs develops and implements communica-
tion strategies targeted toward informing national and international audiences about air and space
power’s impact on global events. The reaction of world leaders to media reports and public opin-
ion, especially during contingencies and crises, demonstrates how media coverage can influence
military operations.

1.8.2.4.1. Telling the Air Force story is aforce multiplier that creates virtual force projection
and presence around the world. Public Affairs campaigns communicate the Air Force's air
and space superiority and capabilities of global attack and rapid global mobility. Educating
international audiences about Air Force core competencies deters potential adversaries. Pub-
lic Affairs professionals prepare airmen for global operations, developing them into frontline
ambassadors.

1.8.2.4.2. Through global influence and deterrence, Public Affairs helps Air Force leaders
implement the national strategy of worldwide engagement and enlargement of democratic ide-
as.

1.8.2.5. Public AffairsReadiness. Public Affairs must ensure the readiness of itsband, broadcast-
ing, and Public Affairs professionals. Maintaining and developing readiness allows Public Affairs
to effectively execute its other four core competencies.

1.8.2.5.1. Developing and maintaining a deployable Public Affairs combat force is essential
to mission accomplishment. Public Affairs does this by developing and implementing doc-
trine, policy, and guidance for the career field. Also key in Public Affairs readinessis sustain-
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ing professional development to ensure career advancement, recognition, feedback, and
effective leadership.

1.8.3. Public Affairs Core Processes. The Public Affairs Core Competencies are supported by five
core processes to assist the Public Affairs triad in conducting Information Operations programs tai-
lored for an Expeditionary Public Affairsforce. The core processes are identified below.

1.8.3.1. Provide expert adviceto assist |leadersin making and communicating decisionsthat affect
the Air Force's ability to accomplish its mission.

1.8.3.2. Employ communication tools to link airmen and their leaders, educate and inform, and
recognize excellence

1.8.3.3. Ensure readiness of Public Affairs professionals.

1.8.3.4. Promote public understanding and support by linking the Air Force to communities, opin-
ion leaders, and the news media.

1.8.3.5. Inform audiences worldwide about global air and space capabilities

1.9. Public Affairs Principles. The principles of the Air Force Public Affairs program are based on the
following foundations that support the principles of the entire Air Force:

1.9.1. Leadership. Leadership is doing the right thing for our people in the Public Affairs triad, our
Air Force, and our nation. We are committed to caring for our people and providing the policy,
resources, training, recognition, and support they need. We also provide counsel so the organization
will do what is right, and can be understood and supported by Air Force people and the public.

1.9.2. Credibility. Credibility is our most important asset. It is built over time on a foundation of
institutional behavior based on truth, integrity, and accountability. We cannot communicate effec-
tively without it.

1.9.3. Loyalty. We are committed to serving our nation, our Air Force, and our people. With loyalty
comes the discipline to act from a sense of duty.

1.9.4. Professionalism. Professionalism encompasses the expertise, quality, and attitude our custom-
ers expect and deserve. When we perform our jobs to the best of our ability and master our profes-
sion’s core competencies, we demonstrate the professionalism necessary to successfully meet the
needs of our customers.

1.9.5. Vision. Vision determines our direction and focuses us on the future. It moves us beyond the
priorities, practices and products of today, and allows us to anticipate, plan and position for tomorrow.

Section 1B— Public Affairs Programs

1.10. Air Force Public Affairs Programs. The Air Force conducts comprehensive, active Public
Affairs programs at all levels of command to provide service members, the public, Congress, and media
representatives timely, accurate and authoritative Department of Defense and Air Force information con-
tributing to awareness and understanding of the Air Force’'s mission. This is accomplished through the
resources of the Public Affairstriad consisting of Public Affairs practitioners, bandsmen, and broadcast-
ers.
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1.10.1. To maintain credibility of internal and externa communication, it is Air Force policy that a
free flow of general, DoD, Department of the Air Force, command and unit information be made
available by commanders at all levelsin atimely, responsive manner, consistent with security, without
censorship or propaganda. Disinformation, or activities to misinform, mislead, cover up or deny oth-
erwise releasable information will not be practiced in any Public Affairs program.

1.10.1.1. Air Force policy is al Public Affairs programs will be designed for the purpose of
increasing the awareness and understanding of all Americans concerning:

1.10.1.1.1. Threatsto the United States and its interests and the need for an Air Force capable
of deterring, responding and prevailing against those threats.

1.10.1.1.2. Therelationship of the Air Force to the other armed services of the United States
anditsallies.

1.10.1.1.3. The day-to-day activities of the Air Force and its capabilities as an instrument of
national policy.

1.10.1.1.4. The need for continual research, development and modernization of air and space
systems.

1.10.1.1.5. The need to attract, train and retain the highest quality people for service in the
U.S. Air Force.

1.10.1.1.6. The essential and unique capabilities of air and space power and the Air Force's
rolein providing for America’s national defense.

1.11. Public Affairs Activities. Traditionally, Public Affairs activities fall into four categories. media
relations, internal information, community relations, and security and policy review. While these gen-
eral categories account for most Public Affairs activities, they do not necessarily dictate an organization
for Public Affairs staffs. Instead, Air Force Public Affairs must organize in away to coordinate these pro-
grams to achieve synergistic effects. Media Relations, Interna Information, and Community Relations
programs focus complementary messages on the same issues at the same time in the most effective mix.

1.11.1. MediaRelations. Ensures afree flow of information through the news media and to the gen-
eral public. Achievesinformed public support for the Air Force mission. Respondsto inquiries by the
news media. Brings Air Force issues to the public agenda.

1.11.2. Internal Information. Ensures a free flow of information to Air Force personnel and their
families. Achievesinformed internal support for the Air Force mission. Respondsto inquiries by Air
Force members and their families. Maintains the morale, readiness, productivity and retention typical
of awell-informed work force.

1.11.3. Community Relations. Creates mutual acceptance, respect, appreciation and cooperation
between the Air Force and the community. Maintains two-way communication between Air Force
people and the communities they live in. Assists Air Force recruiting efforts. Responds to requests
for Air Force participation in public events. Manages environmental Public Affairsissues and events.
Promotes coordination, cooperation and mutual understanding among DoD components; other fed-
eral, state, and local agencies; and the civilian community. Ensures legal mandates of community
involvement are met.
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1.11.4. Security and Policy Review. Ensures Americans receive maximum information concerning
Air Force operations without delay. Ensures information publicly released does not adversely affect
the national security. Ensuresinformation released does not threaten the safety, security or privacy of
Air Force personnel. Ensures information released to the public is consistent with established DoD
and Air Force policies. Ensures information is not withheld merely because it casts criticism or
embarrassment on the Air Force.

1.12. Department of Defense Principles of Information. It is the policy of the Department of Defense
to make available timely and accurate information so that the public, Congress and the news media may
assess and understand the facts about national security and defense strategy. Requests for information
from organizations and private citizens shall be answered in atimely manner. In carrying out this palicy,
the following principles apply:

1.12.1. Information will be made fully and readily available, consistent with statutory and regulatory
requirements and exemptions. The provisions of The Freedom of Information Act and The Privacy
Act will be supported in both letter and spirit.

1.12.2. A freeflow of general and military information will be made available, without censorship or
propaganda, to the men and women of the armed forces and their family members.

1.12.3. Information will not be classified or otherwise withheld to protect the government from criti-
cism or embarrassment.

1.12.4. Information will be withheld from disclosure only when authorized by applicable statute or
instruction. Some examples of withholding information from disclosure would be when its release
would be precluded by current and valid classification, would adversely affect national security or
threaten the safety or privacy of the men and women of the armed forces.

1.12.5. The Air Force’s obligation to provide the public with information on its major programs may
require detailed public affairs planning and coordination within the Department of Defense and with
other government agencies. The sole purpose of such an activity isto expedite the flow of informa-
tion to the public. Propaganda has no placein DoD Public Affairs programs.

1.13. Legal Considerations. When planning for Public Affairs activities, make sure the program is con-
ducted within the bounds established by law. As afedera agency, the Air Force has certain community
involvement requirements driven by avariety of environmental laws.

1.13.1. Disinformation. Joint Publication 3-58, Joint Doctrine for Military Deception. It is against
DoD policy to use disinformation activities or activities intended to misinform or deny releasable
information to the American public. Deception operations will not intentionally target or mislead the
U.S. public, the U.S. Congress, or the U.S. news media. Misinforming the media about military capa-
bilities and intentions in ways that influence U.S. decision-makers and public opinion is contrary to
DoD policy.

1.13.2. The Gillette Amendment. The Deficiency Appropriation Act of 1913, now Title 5, Section
3107 of the United States Code, states: “ Employment of publicity experts; restrictions. Appropriated
funds may not be used to pay a publicity expert unless specifically appropriated for that purpose.”

1.13.3. Lobbying with Appropriated Moneys. Title 18, Section 1913. No part of the money appropri-
ated by any enactment of Congressshall, in the absence of express authorization by Congress, be used
directly or indirectly to pay for any personal service, advertisement, telegram, telephone, letter,
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printed or written matter, or other device, intended or designed to influence in any manner a member
of Congress, to favor or oppose, by vote or otherwise, any legidation or appropriation by Congress.

1.13.4. Freedom of Information Act. Title 5, Section 552 outlines information federal agencies must
make available to the public and rules on what information may be protected. FOIA requires the Air
Force to give maximum information to the public within the bounds of security and lawful privilege.
See AFI 37-131, Freedom of Information Act Program.

1.13.5. The Privacy Act. Title 5, Section 552a demands that releasers of information consider the
rights of living relatives and associates of deceased Air Force personnel. See AF 37-132, Air Force
Privacy Act Program and rulesfor public release below.

1.13.6. Personal Service Contracts. The Federa Acquisition Regulation prohibits government agen-
cies from engaging in personal service contracts unless these have been specifically authorized by
statute. See FAR 37.104 for what constitutes a personal service contract, or
http://www.fedmarket.com/far _html/37index.html.

1.13.7. National Environmental Protection Act. A U.S. statute that requires all federal agencies to
consider the potential effects of proposed actions on the human and natural environment.

1.13.8. Resource Conservation and Recovery Act (RCRA 1976) — It establishes guidelines and stan-
dards for hazardous waste generation, transportation, treatment, storage, and disposal. Amended by
Hazardous and Solid Waste Amendments.

1.13.9. Comprehensive Environmental Response, Compensation, and Liability Act (CERCLA)
(1980) — This Act regulates cleanup of a hazardous waste site. Also known as the Superfund statute.
Amended by Superfund Amendments and Reauthorization Act (SARA 1986.)

1.13.10. Emergency Planning and Community Right-To-Know Act (EPCRA 1986) provides the pub-
lic with information about toxic chemicals used and released in their community and implements
emergency planning procedures used to prevent disastrous consequences from accidental chemical
releases.

1.13.11. Clean Air Act (CAA 1967) with amendments of 1990.
1.13.12. Clean Water Act (CWA 1977).
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Chapter 2
RESPONSIBILITIES

2.1. Director of Public Affairs (SAF/PA). The Directorate of Public Affairs provides trusted counsel to
the Secretary of the Air Force, the Chief of Staff, and all other principa military and civilian leaders of the
Department of the Air Force concerning Public Affairs activitiesin order to assist in building public sup-
port and achieving the Air Force core competencies. Specifically, this Directorate directs strategic com-
muni cation to promote the Air Forceidentity and build support for Air Force operations. Itisthe approval
authority for al Air Force level, MAJCOM, FOA, DRU and environmental public affairs activities and
guidance supporting national and international issues and events. Develops and implements communica-
tion strategies targeted toward informing national and international audiences about aerospace power’s
impact on global events. Manages programs to educate international audiences about the inherent capabil -
ities of aerospace power and the core values of Air Force people. Plans and directs Public Affairs infor-
mation operations to ensure our allies and enemies know the capabilities and resolve of the Air Force.
Provides direction and policy for Air Force internal information, community and media relations, and
security review programs during peace and war. Provides human resource management for the Public
Affairs career field. Plans, directs, supervises, and analyzes the effectiveness of internal and external pub-
lic affairs activities. Directs and supervises operation of the Air Force News Agency, a field operating
agency that includes the Air Force Broadcasting Service and Army-Air Force Hometown News Service.
Determines the degree of augmentation required from the Reserve Components to support effective pub-
lic affairs during mobilization for war or contingency operations.

2.2. Public Communication Division (SAF/PAN). The Public Communication Division coordinates
and oversees all activities in support of SAF/PA requirements directly related to telling the Air Force story
to the American public and building informed public support for the Air Force. This Division nurtures
relationships with key national audiences in order to stimulate mutual understanding. M anages the major
command (MAJCOM) Civic Leader Tour Program, and annual visits to the Pentagon by influential civic
leaders from throughout the United States. Coordinates special community relations events such as open
houses, POW/MIA activities, and anniversary celebrations. Oversees USAF Thunderbirds policy and
scheduling as well as other aviation support to public events. Uses national radio, television networks,
wire services, trade journals, book authors, the motion picture industry, and other communication chan-
nels to aggressively tell the Air Force story. Capitalizes on pop culture events and media to reinforce the
Air Force identity while determining the appropriateness of using Air Force resources in commercial
motion pictures, television programs, documentaries, and defense contractor and commercial promotional
presentations. Supervises field offices located in New York City (SAF/PANM), Chicago (SAF/PANC),
and Los Angeles (SAF/PANE)

2.2.1. SAF/PANM. Serves New York and the Eastern US. Informs the public about Air Force issues,
programs, and objectives. Serves as focal point for regional, national, and international media. Con-
tacts key corporate, community, and government leaders. Coordinates Air Force band performances
in the region.

2.2.2. SAF/PANC. Serves Chicago and the Midwest. Builds and maintains support for the Air Force
through effective communication. Informs the public about Air Force issues, programs, and objec-
tives. Serves as focal point for regional, national, and international media. Contacts key corporate,
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community, and government leaders. Executes Air Force strategies and priorities throughout the
region. Promotes corporate themes and messages to regionally unique and targeted audiences.

2.2.3. SAF/PANE. ServesLos Angeles and the West. Serves as liaison between the Air Force and the
motion picture and television industries. Conducts an extensive community relations program. Serves
as focal point for contact with regional, national, and international news media representativesin the
region.

2.3. Air Force Bands Division (SAF/PAB). The Air Force Bands Division organizes, trains, equips Air
Force Bands in support of Air Force, Air Force public affairs, and Air Force Recruiting missions. This
division develops policy and guidance. Establishes qualifications and procedures for hiring new band
officers and enlisted members. Recommends to Air Force Personnel Center the assignment of all active
duty band members and monitors active duty band personnel strength levels. Coordinates band perfor-
mance requests which need DoD approval. Performs assistance visits to active duty bands. Devel ops pro-
gram doctrine and procedures of common interest to the Army, Navy, and Marine Corps. Tracks,
measures and, analyzes results of band missions, products, and services; provides policy directives as

appropriate.

2.4. Air Force News and Information Division (SAF/PAI). The News and Information division devel-
ops, plans, and implements proactive internal information policies, programs, and strategies in support of
Air Force senior leadership via print, electronic and, computer products and programs to provide insight
that clarifies the key issues and priorities for the Air Force community. This division establishes policies
and programs to provide timely, accurate, and relevant Air Force and Department of Defense news and
information to the Total Air Force community during peace and war. Interfaces with HQ USAF agencies,
field organizations, other Services, and the Department of Defense in managing internal information pro-
grams and resources. Interprets and analyzes news value of events that shape the Air Force and quickly
gathers and disseminates that information via print, electronic, and computer products. Provides Air Force
leaders with effective and efficient two-way communication tools to build, maintain, and strengthen
morale and readiness, the foundation of all Air Force core competencies. Establishes policy for the Air
Force base newspaper program and Air Force Public Affairs network services providing computer access
to internal information products for public affairs offices around the world. Oversees on-line services for
the Air Force public affairs community. Provides public access to Air Force information through interper-
sonal and on-line communications. Develops innovative uses of technology. Informs Air Force people
about leadership’s commitment to them and actions on their behalf. Directs and conducts programs to
educate airmen and other employees about their Air Force, energize airmen to tell the Air Force story,
affirm Air Force core values, enhance espirit de corps, and support recruiting and retention. Manages the
Air Force News Service, Pentagon bureau.

2.5. Media Operations Division (SAF/PAM). The Media Operations Divison informs and explains to
the American public, primarily through the Pentagon Press Corps and other national and international
media, Air Force policies, programs, activities, and issues. This Division serves as primary Air Force
focal point for contact with national radio and television networks, wire services, national and regional
newspapers, magazines, and trade journals. Directs and executes programs to maintain constructive rela
tionships with media. Maintains a crisis response capability for SAF/PA, to include providing public
affairs guidance and support to the Secretariat, the Air Staff, and subordinate units. Integrates and focuses
media relations activities in support of Air Force priority programs, to include preparing information
materials and responding to news media queries promptly and accurately. Oversees legally required com-
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munity involvement in environmental issues and generates and disseminates environmental messages.
Maintains liaison with the Assistant Secretary of Defense for Public Affairs (ASD/PA) and other federal
and nongovernment agencies in conducting public affairs activities in support of Air Force programs.
Conducts mediatraining for Air Force general officers, top-level civilians, and other spokespersons on an
as-required basis. Serves as focal point and monitor for Freedom of Information Act requests involving
the news media.

2.6. Resourcesand Readiness Divison (SAF/PAR). The Resources and Readiness Division develops
and maintains a deployable public affairs force by planning, organizing, training, equipping, and provid-
ing atriad of Band, Broadcasting and Public Affairs professionals ready to meet al challenges across the
spectrum of conflict. This division sustains professional development to ensure career advancement, rec-
ognition, feedback, and effective leadership through management of Air Force Public Affairs resources,
including manpower, and education and training programs. Directs SAF/PA strategic, wartime and quality
management planning programs. Develops and implements doctrine, policy and guidance for the career
field. Plans, programs and budgets for PA operations by managing fundsin program elements 91214; and
91298. Monitors public affairs spending under program element 88711. Provides general management
support to include instruction review and revision, setting up career field workshops; and scheduling
SAF/PA participation in Air Force, DoD, and Joint Chiefs of Staff exercises. Develops and manages
human resource development programs for the career field. Interfaces with HQ USAF agencies, field
organizations, other Services, and civilian institutions in managing public affairs military and civilian
resources.

2.7. Officefor Security Review (SAF/PAYS). The Office for Security Review is the sole Air Force
agency responsible for security and policy clearance of information proposed for public release through
any information medium, including open publication by Congress, except for information required to be
released under the Freedom of Information Act and the Privacy Act. This Office advises the Director of
Public Affairs and other Air Force civilian and military leaders on security and policy review matters.
Reviews information originated by the Air Force and other Department of Defense components and their
contractors to prevent the inadvertent release of classified material and Militarily Critical Technology
transfer and to ensure official material conforms to established government policies and programs.
Reviews speeches; scientific, technical, and academic papers; congressional testimony and budgetary
documents; advertisements and news releases; and, audio-visual and other multimedia products for public
release. Provides policy, direction, and guidance to commands on management and implementation of the
Air Force Security Review Program.

2.8. Assistant Director for Personnel Management (SAF/PAV). Oversees al matters pertaining to Air
Force public affairs personnel, including active duty and reserve officers and enlisted, and civilians.
Monitors the career field and all personnel matters affecting its members, including promotions, assign-
ments, augmentation and mobilization. Advises the Director and educates individual members about
these subjects. Coordinates recruitment, retention and career progression of the public affairs individual
mobilization augmentee force. Directly responsible for the day-to-day management of all Air Force
IMAs assigned to SAF/PA.

2.9. Srategic Communication Division (SAF/PAX). The Strategic Communication Division manages
an integrated, strategic communication program for the Air Force. Oversees the USAF Communication
Council and the USAF Communication Steering Team. Develops, implements, and maintains an institu-
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tional identity campaign for the Air Force. Publishes an annual strategic communication plan and super-
vises development and publication of tactical communication plans and public affairs guidance on key
USAF issues. Conducts primary research and collects secondary research data for use in planning and
evaluating communication efforts. Oversees the development of Air Force public affairs doctrine.

2.10. Executivelssues Group (SAF/PAZ). The Executive Issues Division monitors and anticipates
issues and events inside and outside of the Air Force that may impact Air Force operations. Uses broad
corporate perspective to lead turn these issues within the medias information loop to ensure delivery of
accurate and forthright AF messages. Directly advises and prepares SECAF, CSAF, CMSAF, and senior
leaders to effectively articulate the Air Force messages for specific audiences which may include service
members and employees, as well as their families, the public, media, politica interests, and other con-
cerned parties. Collects research dataon key Air Force audiences for usein planning and eval uating com-
muni cation efforts and to develop communication themes to build public trust and support.

2.11. Air Force News Agency (AFNEWS). Supports public affairs by creating and delivering timely
and credible products and services. Communicates and broadcasts news, information and entertainment
through print and electronic media — keeping the "Total Force" and families, and the American public
informed during peace and war.

2.11.1. Regiona News Centers and News Bureaus. RNC and NBs produce timely Air Force-specific
and locality unique broadcast products for the Armed Forces Radio and Television Networks and out-
lets overseas; and electronic news products for Air Force Televison News, Air Force Radio News,
and for the Air Force Satellite News Service in support of the Air Force internal information program.
They support commanders and public affairs offices at all levels within their areas of responsibility
including unified and joint commanders, mgor and local Air Force commands; and joint commands
serving Air Force members with broadcast news and internal information spot production.

2.12. National Guard Bureau Office of Public Affairs (NGB-PA). Serves as the official channel of
communication between the Department of Defense, Departments of the Army and Air Force -- and the
Army and Air National Guard of the 50 states, District of Columbia, Guam, Puerto Rico, and the Virgin
Islands. Serves as spokesperson for Army and Air National Guard matters at the national level and devel-
ops public affairs programs and guidance for use by National Guard organizations. Maintains liaison with
Air Force, Army, and DoD public affairs.

2.13. Public Affairs Division, Office of Air Force Reserve. Develops programs to meet the public
affairs needs of the chief of Air Force Reserve. Advises and counsels the chief of Air Force Reserve on
issues of public affairs impact. Administers the media program for the chief of Air Force Reserve and
supports national media relations for all Air Force Reserve policy issues. Provides editorial support for
the chief of Air Force Reserve, deputy, and the chief of Air Force Reserve and staff. Publishes chief of Air
Force Reserve communication products. Provides security review of materia related to the Reserve.

2.14. Major Commands, Field Operating Agencies, and Direct Reporting Units. MAJCOM s,
FOAs, and DRUSs, with their varied and specialized missions, sometimes find it necessary to organize
their public affairs functions differently than those at SAF/PA or field offices. Typically, duties include
internal information, mediarelations, community relations, security review, and plans and resources.
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2.15. Premier and Geographically Assigned Bands. Air Force premier and GAR bands support the
global Air Force mission in war and peace by fostering national heritage and providing professional musi-
cal products and services for official military, recruiting and community relations events.

2.16. Numbered Air ForcessComponent Air Forces. NAF public affairs positions serve first as PA war
planners supporting theater operations plans. NAF/PAs ensure Unified Commanders-in-Chief, Joint Task
Force commanders, and Joint Forces Air Component commanders have identified requirements for their
supporting commands. The staff should be of sufficient grade and size to act as the JFACC's core public
affairs support when the NAF deploys.

2.17. Wing and L ower-L evel Office of Public Affairs. Personnel staffing does not always permit sepa-
ration of public affairs functions, particularly at wing level or below. Any workable organization structure
is permissible, providing it meets the public affairs requirements of the organization. Typically, manage-
ment, internal information, media relations, community relations, and security review activities are per-
formed, with some overlap in those missions. Public affairs offices that have host unit responsibility must
provide support and guidance to tenant and subordinate organizations according to local support agree-
ments. Unlessit is set up to support another commander, public affairs reports to the senior commander
on an installation.

2.18. Public Affairs Functional Responsibilities. The DoD public affairs program provides the Ameri-
can people maximum information about the defense department, consistent with national security, and
contributes to good relations between DoD and all segments of the public at home and abroad. In over-
seas areas, these activities are carried out with the Department of Sate and the United States Information
Agency (USIA).

2.19. Commanders Public Affairs Responsibilities. Commanders are the primary spokespersons for
their unit. Asthe Air Force mission becomes more complex and as the Air Force and public affairs grow
smaller, commanders face an increasingly difficult task to explain the significance of Air Force require-
ments, actions, capabilities, and achievements. Effective communication has a direct impact on mission
effectiveness, morale, and retention. It also makes Air Force people more effective representatives of the
service. Externally, command support can significantly increase public understanding of the Air Force's
role in the national defense and the resources needed by the Air Force to provide for that defense. Air
Force commanders have the following responsibilities:

2.19.1. Conduct the public affairs program, with duties delegated to the public affairs officer.

2.19.2. Make Air Force people aware of the mission, to inform them about the Air Force, and to make
them aware of the importance of their role in meeting unit objectives.

2.19.3. Instill discipline, foster pride, and make Air Force people aware of their responsibilities as
United States citizens.

2.19.4. Ensure legaly required community involvement in environmental issues is conducted in a
thorough and timely manner.

2.19.5. When there is no authorized manpower position, to select as a unit public affairs representa-
tive (UPAR) theindividual most qualified, by Air Force knowledge, experience, aptitude, and interest.
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2.19.6. Since public affairs responsibilities often require immediate response to fast-breaking events,
commanders should ensure public affairs officers are not given extra duties such as protocol, histo-
rian, or special event project officer, that would interfere with assigned public affairs duties.

2.19.7. To advise the public affairs office of any incident or situation that could cause adverse or
unfavorable media coverage or community reaction. The public affairs officer must have complete
information on such an incident or situation to provide prompt communication counsel.

2.19.8. To provide necessary support and facilities for tenant organizations, including Reserve and
National Guard forces, to conduct public affairs activities. In addition, commanders should ensure
host-tenant agreements describe public affairs procedures consistent with the responsibilities of the
host command. Tenant organization public affairs activities must be coordinated with the host public
affairs officer to prevent duplication or conflict, and to permit the host public affairs office to provide
adequate support.

2.20. Subordinate Unit Commander Responsibilities. Subordinate unit commanders, down to and
including squadrons and similar organizations, conduct public affairs activities according to procedures
set by their commanders. Each unit commander will appoint a public affairs representative.

2.21. Public Affairs Officer Responsibilities. The public affairs officer at wing, group level, or higher
headquarters, is a member of the commander’s personal staff. This provides direct access to the com-
mander — a necessity if the public affairs officer isto carry out assigned duties successfully.

2.21.1. Asastaff member, the public affairs officer advises the commander and other staff officerson
public affairs matters. Thisrequiresabroad knowledge of Air Force operations and the ability to fore-
see the impact proposed command and staff actions will have on internal and external publics. Itis
essential public affairs officers be apprised of plans and operations from inception.

2.21.2. The public affairs officer or qualified unit public affairs representative must be available
24-hours aday. This availability may be provided through command post channels or enhanced by
use of a pager or cellular phone during non-duty hours.

2.21.3. In carrying out commander assigned responsibilities, the public affairs officer serves as staff
counsel on public affairs matters and organizes, directs, and operates the public affairs program. This
includes providing information to Air Force people, providing information about the Air Force to the
public, and ensuring positive relations between the Air Force and local communities and providing
security review of texts and imagery proposed for public release.

2.21.4. Public affairs officers should use the communications process of “research, planning, execu-
tion, and evaluation” in all public affairs programs.

2.21.5. Public affairs officers at al levels are authorized to communicate with each other, and with
other military organizations at any level for coordination or mutual assistance. If priority direct com-
munication is required, public affairs officers should ensure all appropriate intermediate headquarters
are briefed after the fact. Direct communication must not interfere with the responsibility and author-
ity of commanders.

2.21.6. Public affairs comprises an extensive infrastructure throughout the Air Force and functions as
an efficient communications network, addressing the same issues to all publics. However, com-
mand-unique circumstances often result in different communications priorities, and competition can
develop between Air Force, mgjor command, and unit messages. In all cases, public affairs officers



36 AFI135-101 26 JULY 2001

must support their immediate commanders first. Public affairs officers must be both responsible to
commanders and to higher headquarters’ public affairs priorities. Air Force communication needs are
best served when public affairs speaks with one voice at al levels.

2.22. Responsibilities of Air Force Membersand Employees. Each Air Force member or employee of
the Air Force, Air National Guard, or Air Force Reserve, has a personal responsibility for the success of
the Air Force Public Affairs program. Asrepresentatives of the service in both official and unofficial con-
tact with the public, such personnel have many opportunities to contribute to positive public opinions
toward the Air Force. Therefore, each person must strive to make sure these contacts show the highest
standards of conduct and reflect the Air Force's core values of “Integrity first; Service before self; and
Excellencein al we do.”

2.22.1. Specifically, each Air Force member or employee is responsible for obtaining the necessary
review and clearance, starting with public affairs, before releasing any proposed statement, text or
imagery to the public. Thisincludes any digital products being loaded on an unrestricted web site.

2.22.2. Air Force members and employees are responsible for ensuring the information to be
revealed, whether official or unofficial, is appropriate for release according the classification require-
mentsin DoDD 5200.1 and AFPD 31-4, Information Security.

2.23. Prohibitions. Active duty personnel and civilian employees must not:

2.23.1. Use their Air Force association, official title or position to promote, endorse, or benefit any
profit-making group or agency. This includes appearing in, or preparing statements for inclusion in
advertisements designed for use by electronic or print media. This does not prohibit Air Force mem-
bers from assuming character or modeling roles in commercia advertisements during their nonduty
hours.. They may not, however, wear their uniform or allow their Air Force titles or positions to be
affixed to the advertisement in any manner, or imply Air Force endorsement of the product or service
being promoted.

2.23.2. Make any commitment to provide official Air Force information to any non-DoD member or
agency, including news media, prior to obtaining approval through command or public affairs chan-
nels.

2.23.3. Air National Guard and Air Force Reserve members also must in no way cast discredit on the
Air Force or DoD, nor imply, with or without the intent to mislead, or give the appearance of sponsor-
ship, sanction, endorsement of Air Force or DoD approval.

2.24. Host Unit Responsibilities. In collocated situations, if two or more Air Force commands or activ-
ities are in a community, the senior installation commander establishes operating instructions for coordi-
nating local and regional public affairs activities of mutual interest.

2.24.1. If aninstalation houses a MAJCOM headquarters, a NAF or equivalent headquarters, or
both, the commander of the host command operates the base public affairs function. If desired, the
commander may delegate authority for representing the installation or other command to another
headquarters.

2.24.2. At wing or group level, the public affairs function is assigned to the commander’s staff in a
single wing or group activity, and to the host commander’s staff in an installation with more than one
wing or group.
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2.24.3. Host unit public affairs officers should conduct regular training sessions for tenant and subor-
dinate organizations, guidance on Commander’s Call procedures, hometown news rel ease preparation
and processing, news writing style, and simple interview procedures.

2.25. Air Force Responsibilities Related to DoD Public Affairs. The DoD public affairs program pro-
vides the American people maximum information about the Department, as consistent with national secu-
rity and contributes to good relations between DoD and all segments of the public, at home and abroad. In
overseas areas, these activities are carried out in coordination with the theater commander, the Depart-
ment of State and the United States Information Agency (USIA).

2.25.1. Within DoD, combat forces of the United States are organized into unified commands. Stra-
tegic direction and operational control of these units flow from the President through the Secretary of
Defense, to the Commander in Chief of each of the unified commands.

2.25.2. Air Force units stationed within a unified command are subject to OASD/PA and unified com-
mand guidance.

2.25.3. Overseas, each U.S. embassy has a country team composed of representatives of the Defense
AttachE Office, State Department public affairs office , U.S. Information Agency, and where large
numbers of U.S. forces are present, a senior U.S. military representative. This team oversees public
affairs programs and activities within the country to ensure support of established country plan objec-
tives. Local public affairs activities support the country plan.

2.25.4. OASD/PA provides general guidance when specific public affairs guidance is not available.
Air Force units tasked to provide or support combat forces of the United States are part of the DoD
public affairs system. It isimperative public affairs personnel support DoD policy to expedite the
flow of information to the public.
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Chapter 3
RESOURCE MANAGEMENT

3.1. Purpose. The Public Affairstriad must have money, materiel, and manpower, to effectively support
the Air Force mission.

3.2. Budget. Learn how to analyze fund requirements, plan program changes, justify projections, and
prepare budget documentation. Both peacetime and wartime requirements must be met. Thelocal logis-
tics plans office can identify forward-area wartime taskings and associated equipment requirements. War-
time requirements of the organization must be met as the highest priority.

3.2.1. Planning. All public affairs activities, including community involvement, must be planned so
funds can be provided. Annual cost increases due to inflation must be considered. Specific informa-
tion on this procedure, asit appliesto all Air Force activities, isfound in AFPD 65-6, Financial Man-
agement: Budget. Public affairs must be familiar with thisinformation and local proceduresin order
to plan properly.

3.2.2. Environmental Funds. An exception to normal funding control will occur as related to strate-
gic and tactical planning of environmental issues and community involvement support. Environmen-
tal funds are funneled through the civil engineer/environmental management function. Public affairs
planners should be part of the ongoing planning process which includes community involvement.
Funds to support community involvement taskings should be managed by the public affairs office
responsible for the community involvement.

3.2.3. Operation and Maintenance (O& M) Funds. Estimates are distributed between civilian person-
nel salaries and non-personnel elements of expense and investment codes. Public affairs should work
with the local budget office or cost center manager to learn the various codes for authorizing expendi-
tures and how they apply to the office’s program. Generally, most of the public affairs budget will
come from O& M funds.

3.2.4. Specia Program Elements. Some funding for public affairs programs, including limited fund-
ing for manpower, comes from program elements other than O&M funds. These program element
codes (PECs) of concern to public affairs are: 91214 and 91298 (Public Affairs), 91212 (service-wide
PA support), and 91515 (Commander’s Representation Funds). Check with the MAJCOM PA for
specific information on availability of funding from these sources.

3.2.5. Budget Training. Public affairs officers and NCOs are required to know how to obtain accu-
rate, timely information keyed to the office resource needs, and must be able to analyze, project, and
justify funding requirements. Arrange with the comptroller for training of appropriate public affairs
personnel, as outlined for responsibility center managers and cost center managers AFl 65-601, Vol.
1, Budget Guidance and Procedures. This training should be given within 90 days of the member’s
assignment.

3.3. Public Affairs Manpower. Manpower represents the number of people needed to perform the mis-
sion. Each public affairs office is staffed to support the commander's public affairs program. If amission
change requires a change in staff levels, see AFI 38-201, Determining Manpower Requirements, and
speak to the installation manpower office and MAJCOM PA resource manager. These resources will
guide you through the process of applying for new manpower requirements.
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3.3.1. Each application for new manpower requirements must identify where the new spaces will
come from. There is no manpower pool from which new requirements can be created. Air Force's
authorized manpower is established by appropriations legidation enacted each year and distributed to
the military departments through the DoD budget. Air Force then determines manpower levels for
each command, and distribution locksin the total Air Force strength. An addition to afunctional area
usually can be made only when a manpower space is transferred from another functional area within
that command. There are budget and manpower processes that must be completed before any realign-
ment can take place.

3.4. Office Management. The public affairs officer must understand and apply sound management prac-
tices. Orderly administrative procedures are the blueprint for successfully meeting public affairs respon-
sibilities. Analyzing and evaluating performance indicates how office productivity is measured and
monitored.

3.4.1. Recommended reference materials can be separated into three categories. standard, recurring,
and local. Thisisnot an all-inclusive listing; the requirements of each public affairslevel are different.

3.4.2. Use acomputer database whenever possible. Many of the directives, fact sheets, biographies,
and base newspapers, magazines, general information can be accessed via computer on the internet or
CD. Examples: AF electronic publicationslibrary is available on CD and usually can be accessed on
thelocal area network (LAN) or viainternet connection.

3.4.3. Suggested List of Reference Material.
3.4.3.1. AFDD-1, Air Force Basic Doctrine
3.4.3.2. AFI 37-131, Air Force Freedom of Information Act Program
3.4.3.3. AFI 37-132, Air Force Privacy Act Program
3.4.3.4. AFI 37-138, Records Disposition - Procedures and Responsibilities
3.4.3.5. AFM 37-123, Management of Records
3.4.3.6. AFM 37-139, Records Disposition Schedule
3.4.3.7. AFRP 35-3, Air Force Policy Letter Digest
3.4.3.8. AFRP 35-1, Airman Magazine
3.4.3.9. AFRP 35-2, Citizen Airman Magazine, Air Force Reserve
3.4.3.10. Air Force Environmental Homepage (http://www.af.mil/environment)
3.4.3.11. Air ForceLink (http://www.af.mil)
3.4.3.12. Air Force Fact Sheet Series (AF Link)
3.4.3.13. Air Force Public Affairs Staff Directory
3.4.3.14. Air Force Speech Series
3.4.3.15. Air Force Updates (AF Link)
3.4.3.16. Air National Guard and Air Force Reserve publications (local)
3.4.3.17. Associated Press Stylebook and Libel Manual
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Base bulletin (usualy available on local area networks).

CIA World Factbook or U.S. State Department Background Notes series

(http://www.state.gov/www/background_notes/index.html)

3.4.3.20.
34.3.21.
3.4.3.22.
3.4.3.238.
3.4.3.24.
3.4.3.25.
3.4.3.26.
3.4.3.27.
3.4.3.28.
3.4.3.20.
3.4.3.30.
3.4.3.31.

Civilian personnel newsletters (local)

Commander’s Call Topics (PALink)

Current media directories

Defense Environment Alert

Dictionary

DoDD 5120.4 DoD Newspapers and Civilian Enterprise Publication

Earth Day Planning Guide (PA Link)

EnviroCom (PA Link)

EPA Community Relationsin Superfund: A Handbook

EPA RCRA Public Involvement Manual

Final Report of the Federal Facilities Environmental Restoration Dialogue Committee
Restoration Advisory Board Resource Book, Office of the Deputy Under Secretary of

Defense (Environmental Security)

3.4.3.32.
3.4.3.33.

The National Policy Act (NEPA), Public Law 91-190
The President's Council on Environmental Quality (CEQ) regulations, (40 Code of Fed-

eral Regulations (CFR) parts 1500 through 1508)

3.4.3.34.
3.4.3.35.

3.4.3.36.
Process

3.4.3.37.
3.4.3.38.
3.4.3.39.
3.4.3.40.
3.4.341.
3.4.3.42.
3.4.3.43.
3.4.3.44.

AFI 32-7061, The Environmental Impact Analysis Process
DoD Instruction 4715, Environmental Planning Analysis

Interim Guide for Environmental Justice Analysis with Environmental Impact Analysis

AFI 32-4001, Disaster Preparedness Planning and Operations

U.S.EPA publication, General Public Notification For Public Water Systems

Nature Conservancy Newsletter

PA Guidance Letter (PA Link)

PALink (http://www.palink.af.mil/)

PRO-ACT

Public Affairs Guidance on Environmental Programs, National Guard Bureau
Restoration Advisory Board Resource Book, Office of the Deputy Under Secretary of

Defense (Environmental Security)

3.4.3.45.
3.4.3.46.

Roster of Key Base Personnel
Senior Air Force leadership biographies (AF Link)
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Subjects of Specia Interest
Thesaurus
USAF Roster of Key Personnel

3.4.4. Standard Public Affairs Reference Materials

3.4.4.1.

Air Force Electronic Publications Library (CD-ROM, AF local area net, or sign up for

Web access at e-mail mailto:afpdl @af.pentagon.mil)

34.4.2.
34.4.3.
34.4.4.
3.4.45.
3.4.4.6.
34.4.7.
3.4.4.8.
3.4.4.9.

3.4.4.10.
34.4.11.
34.4.12.
3.4.4.13.
3.4.4.14.

Air Force Public Affairs Mentor Program Guide

Base newspaper (minimum 2 copies each)

Briefing dides (PowerPoint diskettes)

Correspondence

Film loan lists

Media directory

Generd officer biographies (AF Link)

Headline writing schedule for base newspaper editor
Roster of key base personnel
Organization chart
Pictures and biographies of commanders, key staff, and Air Force leaders
Trade magazines such as Air Force Times, Jane's, or Defense Week
Unit fact sheets

3.4.5. Convenience and Record Files.

345.1.
3452
34.53.
3.4.54.
3.4.55.
3.4.5.6.
345.7.
3.4.58.
3.4.509.

3.4.5.10.
3.4.5.11.
3.4.5.12.
3.4.5.13.

Minutes or records of meetings and conferences
Photo, feature, and news morgue
Public releases issued or distributed
Environmental newsletters
Photographs and cutlines
Answersto queries
Newspaper releases
Radio and television releases
Magazine releases
Hometown news releases
Reports — regular, interim, or one-time
Schedule of significant events
Speakers Bureau
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3.4.5.14. Suspenselog

3.4.5.15. Anniversary dates of military, local, or historical significance

3.4.5.16. Community civic, social, and professional organizations/objectives/contacts
3.4.5.17. Names, telephone numbers, and addresses of civic leaders

3.4.5.18. Local media contacts

3.4.5.19. Local government contacts

3.4.5.20. Freelance photographers and writers

3.4.5.21. Officersand directors of community civic, social, and professional organizations
3.4.5.22. Air Force recruiters and advertising/publicity personnel

3.4.5.23. Key Air National Guard and Air Force Reserve personnel, including Individual Mobili-
zation Augmentees and unitsin the local area

3.4.5.24. Organization chart and mission of unit to which assigned
3.4.5.25. Organization and mission of tenant units assigned

3.5. Operating Instructions. Air Force and Maor Command directives and instructions give basic
authority, and outline general policies and procedures for operating a public affairs office. Yet, each pub-
lic affairs office operates in a unique environment where specific guidance about unit policies and proce-
duresisessential. Coordinated operating instructions serve this purpose.

3.5.1. Suggested operating instructions:

3.5.1.1. Alerting off-duty public affairs personnel
3.5.1.2. Clearance of materia for public release
3.5.1.3. Planning community involvement requirements

3.5.1.4. Cooperation and coordination with other armed forces public affairs officesin the region
or area

3.5.1.5. Coordination with SAF/PA, and in overseas areas, with the unified command having pub-
lic affairsresponsibility, before releasing items of national or international interest

3.5.1.6. Disaster responses, including aircraft accidents and crisis responses on and off base
(include in crash book or laptop)

3.5.1.7. Effective distribution and utilization of lithographs, speeches, fact sheets, background
information, pamphlets, photo packages, dide briefings, and other public affairs materials.

3.5.1.8. Handling radio, television, and special mediareleases
3.5.1.9. Mohilization-day (war emergency) program procedures

3.5.1.10. Operation of a speakers bureau, with reference materials and system for processing
requests

3.5.1.11. On-the-job training procedures
3.5.1.12. Preparation of the public affairs budget
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3.5.1.13. Scheduling for standby photographers
3.5.1.14. Specia events procedures

3.5.1.15. Tours of military, civilian, and special groups
3.5.1.16. On-cal procedures for the duty officer
3.5.1.17. Operating an officia unit Web site

3.6. Equipment. There are severa items of equipment that add to the public affairs office’s professional
output. These include audiovisual, communication, and reproduction devices.

3.6.1. Appropriate Allowance Standards (AS) and general index references are noted below. In all
cases, the base functional manager for a particular item of equipment isthe first contact to take action
for approval or for increases in the equipment authorization.

3.6.2. Unless otherwise prohibited by DoD or Air Force directives, local purchase is authorized for
equipment, supplies, and services necessary to public affairs activities. Such supplies and services
may include newspaper notifications announcing environmental actions, feesfor official entriesof Air
Force-sponsored materials in competitions, meetings and exhibitions, photographic equipment and
supplies, newspapers, periodicals, radio transcriptions and recordings, mat service to small newspa
pers, and rental fees for pocket paging devices.

3.6.3. AS629 establishes the basis of issue for:
3.6.3.1. Two each cameras per host unit public affairs office

3.6.3.2. One each, with flash unit, per tenant public affairs office when justified to, and approved
by, the unit's MAJCOM visual information, FOA, or direct reporting unit public affairs director
and visual information

3.6.3.3. Slide projector
3.6.34. Television
3.6.3.5. Still camera and photo equipment
3.6.3.6. Video recorder/playback unit
3.6.4. AS006 lists:
3.6.4.1. Caculator
3.6.4.2. Office reproduction machine (Copier)
3.6.4.3. Tape cassette recorder
3.6.4.4. Telephone answering or recording unit
3.6.5. AS660 lists:
3.6.5.1. Pocket pager
3.6.5.2. Cdlular phones
3.6.6. AS009 lists:
3.6.6.1. Small Computer Systems
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3.7. Technology Policy.

3.7.1. Web policy. See AFI 33-129, Transmission of Information Viathe Internet, or
http://www.af.mil/webpolicy/ for Air Force and Department of Defense policies on this subject.

3.7.2. On-line services.
3.7.2.1. The Air Force’'s main homepage is Air Force Link at http://www.af.mil.

3.7.2.2. The public affairs internal homepage is PA Link at http:/www.palink.af.mil. Public
affairs, broadcasters and bandsmen can register for PA Link online.

3.8. Office Policies and Procedures. Routine clerical duties such as correspondence control and files
maintenance are a vital, but often overlooked portion of the Air Force Public Affairs Program. Yet,
administrative functions are the tools by which resources are effectively used and managed. No public
affairs office can operate successfully without complying with administrative and manageria policies,
procedures, and requirements.

3.8.1. Ensuredistribution of all public affairs products
3.8.2. Assign specific administrative duties to individuals
3.8.3. Centralizefiles

3.8.4. Contact unit public affairs representatives regularly

3.8.5. Maintain files or accessto: DoD and Air Force Policy Directives on Public Affairs; Air Force
Electronic Publishing Library; background materials, and records of mobilization augmentee training.

3.8.6. Maintain research and reference materials or access to: Air Force Print News; Air Force
Times; current local periodicals; trade magazines, professional journals, and TIG Brief.

3.8.7. Read to keep informed

3.8.8. Retain datafor required reports

3.8.9. Locate office near commander

3.8.10. Acquire adequate office equipment

3.8.11. Ensure officeis clean and neat, reflecting professional image
3.8.12. Arrange adequate conference, interview, or visitor accommodations
3.8.13. Mark classified mail clearly

3.8.14. Send non-priority correspondence by lowest class mall
3.8.15. Set and publicize office hours

3.8.16. Establish after-hours contact

3.8.17. Maintain personnel locator log

3.8.18. Maintain file plan

3.8.19. Review available publications

3.8.20. Set up correspondence controls for suspenses and classified information
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3.8.21. Set operating instructions for disaster preparedness, base tours, clearing materials for release,
speakers bureau, and standby photographer

3.8.22. Acquire communication capabilities for routine contingency needs, such as DSN phones,
commercial phones, fax access, pocket pager, Internet access, STU |11 capability, and secondary emer-
gency notification net

3.8.23. Know what’s available and take advantage of professional military education, resident and
correspondence specialty training, and on-the-job training

3.8.24. Make sure adequate photo support is available

3.8.25. Monitor office budget -- projecting and tracking costsin al Public Affairs accounts for sup-
plies, equipment, products and services, temporary duty, training, and schooling

3.8.26. Regularly attend commander’s staff meetings

3.8.27. Provide continuing and emergency public affairs counsel to commander and staff
3.8.28. Set up methods for keeping commander informed on current public affairs matters
3.8.29. Attend Environmental Protection Committee meetings

3.8.30. Monitor office staffing — authorized and assigned

3.8.31. Maintain personnel effectiveness reports

3.8.32. Keep informed on: sensitive issues, contingency and operations plans, incident planning, and
potential public affairs problems

3.8.33. Useassigned personnel effectively
3.8.34. Arrange for and understand photo lab priorities and provide feedback on news photography
3.8.35. Ensure editor is assigned neither additional duties nor details

3.8.36. Give meaningful work to individual mobilization augmentees and let IMAS function fully in
assigned positions

3.8.37. Ensure additional duties such as protocol do not place at risk core processes of public affairs
3.8.38. Maintain direct accessto all staff members

3.8.39. Assist unit public affairs representatives

3.9. Office Augmentation. Situations may arise where additional short-term manning is required. Tem-
porary manning assistance may be available from Reservists or higher headquarters. Check with higher
headquarters PA to discuss manning assistance options.

3.10. Professional Development. Professional development is the continuous process of increasing the
professional competence and potential of all Air Force personnel in their current jobs and preparing for
increased future responsibility. The most important professional development opportunity for public
affairs personnel is performance and growth in the currently-assigned job. SAF/PA maintains close liai-
son with the Deputy Chief of Staff for Personnel to jointly develop programs to improve professional
development of public affairs personnel. Working with SAF/PA and MAJCOM representatives, the public
affairs assignments team compiles detailed information on specific job requirements and individuals in
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the functional areas. The Public Affairs Careers Program (PACP) works in tandem with civilian person-
nel offices (civilian personnel) throughout the world to fill civilian vacancies.

3.11. Assignments. Public affairs assignment managers at the Air Force Personnel Center use available
resources to fill assignments for officers, enlisted members and civilians. These managers implement
career field assignment policies determined by SAF/PA within the boundaries of Air Force personnel
directives.

3.11.1. The voluntary assignment of each officer through lieutenant colonel is negotiated by PAL-
ACE/PA in coordination with Mg or Command directors and commanders.

3.11.2. The assignment of each enlisted member through senior master sergeant is the responsibility
of the Airman Assignments Division of the Air Force Personnel Center.

3.11.3. The Public Affairs Assignments program matches education, training experience, persona
desires, and past job performance to specific job requirements. Officer assignments address is HQ
AFPC/DPASB, Randolph AFB TX 78150-6001.

3.11.4. The Public Affairs Career Program works with local civilian personnel offices on the referral
of civilian employees for GS-9 through GM-15 vacancies. Lists of qualified candidates are provided
to the selecting supervisor by matching the skills requirements of vacancies against the grade, docu-
mented skills background and location desires of the registrants. To compete for these positions,
employees must register through their local civilian personnel office. Mailing addressfor the PACPis
AFPC/DPKCC, Randolph AFB TX 78150-4530. DSN is 487-2279.

3.12. Training and Education Programs. The public affairs career field offers opportunities for profes-
siona development. Comprehensive training and education programs to enhance public affairs skills at
the entry, intermediate, and advanced stages of one’s career. Public Affairs training is available beyond
courses taught by the Defense Information School or Air Force Institute of Technology. Training is some-
times offered in conjunction with public affairs conferences, and many courses related to public affairs
practice are offered by academic ingtitutions and contractors. SAF/PAR monitors Air Force programs
designed to train and educate personnel assigned to public affairs.

3.12.1. Defense Information School (DINFOS). Located at Fort Meade, Maryland, this joint-Service
school is operated by the American Forces Information Service. DINFOS offers training in a wide
spectrum of communicative arts to qualified officers, enlisted personnel, and civilians assigned to
public affairs. DINFOS is accredited institutionally by the Council on Occupational Education
(COE). The American Council on Education (ACE) and the Community College of the Air Force
(CCAF) are currently evaluating DINFOS training programs to update the college credit recom-
mended for the various courses. Graduates of DINFOS may request an official transcript be sent to
their college or university for advanced standing by directing their request to the Commandant,
Defense Information School, Attn: Registrar, Training Management Division.

3.12.1.1. Courses(ranging from 1to 12 weeks) include journalism, radio-television broadcasting,
electronic journalism, public affairs techniques, newspaper editing, and public affairs seminars.
The courses offered and prerequisites are described in AFCAT 36-2223, USAF Formal Schools.
Students receive instruction from the Public Affairs/Journalism and Broadcasting/Electronic Pro-
duction directorates of training.
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3.12.1.2. The Journalism Division provides instruction in basic and advanced news writing, pho-
tojournalism, newspaper editing and news-gathering techniques. Its primary concern is teaching
skillsinvolved in communicating through print media.

3.12.1.3. The Public Affairs Division clarifies the environments in which students will work by
teaching them the policy considerations surrounding their responsibilities. Elements of domestic
and foreign policy influencing, or influenced by, the armed forces are discussed. Management,
research methods, news media relations, and communication law are included. The course uses
case studies of public affairs and public relations problems. Students practice effective speaking,
and the development and use of multimedia techniques.

3.12.1.4. The Broadcasting Division offers instruction encompassing mass communication cou-
pled with the immediacy of radio and television. Mechanical essentials of studio operation, voice
and diction techniques, selection of broadcast materials and hands-on equipment experience are
emphasi zed.

3.12.2. MAJCOMs obtain DINFOS quotas by identifying requirements to Air Education Training
Command (AETC). These requirements are based on projected training requirements provided by the
MAJCOMsduring the annual screening for training requirements outlined in AFCAT 36-2223, USAF
Formal Schools. MAJCOM PA is allocated class seats based on requirements and availability of
funds. MAJCOMSs should select career-motivated candidates, and should closely monitor and fill
established quotas to ensure training continuity. 1f the MAJCOM does receive adequate funding for
training requirements, units may fund the travel and per diem costs; check with the MAJCOM
resource manager for available options. AETC funds all courses except the Senior Public Affairs
Officer Course, which is funded by the attendees’ units.

3.12.3. USAF Extension Course Ingtitute (ECI). Located at Gunter Annex, Alabama, ECI offersits
public affairs officers course to all officer, enlisted and civilian employees. Enrollment details are
available at base education offices. Air Force officers not in public affairs assignments, but who want
to enter the career field, should take this course for background and to prepare for future assignments.

3.12.4. Air Force Institute of Technology (AFIT). AFIT, headquartered at Wright-Patterson AFB,
Ohio, manages education for Air Force officersin public affairs and mass communication at anumber
of civilian universities and companies throughout the United States. Basic eligibility requirements are
in AFCAT 36-2223, USAF Formal Schools. Interested officers should contact local education office
for details.

3.12.5. Joint Course in Communication (JCC). This 8-week, graduate-level course in public affairs
and communicationsis sponsored by the American Forces Information Service (AFI'S) and conducted
by contract training with the University of Oklahoma. The course is designed to improve the profes-
sional competency of Air Force public affairs officers, NCOs and civilians. MAJCOMs, FOAs, and
DRUs nominate candidates to SAF/PA. Qualifying graduates receive nine semester hours of graduate
or undergraduate credit for the course, depending on degree status.

3.12.6. Joint Officer Public Affairs Course (JOPAC). JOPAC isan AFIS sponsored 12-14 day course
which provides mid-level officers and civilian personnel enroute to joint assignments essential infor-
mation about public affairs activities in a joint-service environment. This course emphasizes
hands-on training to enable public affairs officers to perform successfully during the critica early
stages of anew assignment.
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3.12.7. Career Development Courses (CDC). Two courses are available for on-the-job training of
public affairs enlisted personnel. The CDCs are Public Affairs Specialist and Radio and Television
Broadcasting Specialist. Enrollment procedures are described in the ECI Catalog and Guide main-
tained in base education offices.

3.12.8. Career Field Education and Training Plan (CFETP). Public affairs administers the upgrade
training program in accordance with AFI 36-2201, Developing, Conducting, and Managing Training,
primarily through the CFETP for public affairs, band career field specialty and broadcasters. The
CFETP provides information supervisors and trainers use to plan, develop, manage, and conduct an
effective career field training program. It outlines training individuals must receive to develop and
progress throughout their career.

3.13. Air Force Public Affairs Saff Directory. The Air Force Public Affairs Staff Directory contains
information on the location, duty titles, rank and grade of all key Air Force public affairs staff members at
Air Force and joint military installations worldwide. The directory is used as a reference for addresses
and telephone numbers of public affairs offices at Air Force bases and other key military installations.
The directory is produced by AFNEWS/IICP (e-mail: mailto: products@afnews.af.mil) and distributed
to public affairs offices.
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Chapter 4
COMMUNICATION PLANNING

4.1. Purpose. Much of the daily activity for a Public Affairs staff isreactive. Public Affairs responds to
reporters desires for information, to citizens' requests for base tours and provides products and services
when Air Force leaders ask for support. But Public Affairsis more than reacting to others. Public Affairs
also must take the initiative to communicate its key messages to important audiences on PAs own terms.
This chapter explains how Public Affairs staffs can set an agenda for active communication through stra-
tegic and tactical planning.

4.2. The Traditional Approach. From its earliest days, the Air Force Public Affairs program was split
into three major functional areas: internal information, media relations, and community relations. In
designing communication efforts--whether at a base, a major command, or SAF/PA--planning often was
done within each of these areas. Seldom, though, did Public Affairs crossfunctional linesto consider how
to combine the efforts of the entire staff to achieve a common objective.

4.2.1. While Public Affairs developed excellent skillsin all three areas, it didn't integrate efforts as
well as it should have. In addition, rather than taking the initiative to communicate, PA too often
reacted to an agenda set by others. the media, civic groups, other Air Force agencies.

4.2.2. In carrying out our traditional programs, Public Affairs did some planning, but rarely was it
strategic planning. Rather, it wastactical planning: isolating one element of the PA program--an open
house, a special edition of the base paper, the annual base guide, a civic leader tour--and drawing up
intricate plans for that project or event. After Public Affairs pulled off this activity, planning started
for the next event. Frequently Public Affairsfailed to look at everything being planned in the context
of an overall objective or strategy, and seldom did PA evaluate the success of its efforts.

4.3. The Communication Environment. The Air Force operates today in a communication environ-
ment much more complex than it was in previous years. The domestic and international political sceneis
characterized by a constant state of flux. In addition, the composition and activity of the Air Force has
changed dramatically since the end of the Cold War. This turbulence has produced changes in the atti-
tudes and opinions of the people the Air Force communicates with.

4.3.1. The Air Force's many audiences acquire information through increasingly sophisticated chan-
nels, being bombarded by thousands of messages from avariety of sources every day. This meansthe
Air Force must design communication programsthat cut through this clutter and deliver credible, con-
cise, accurate messages to the American public so citizens across the nation can make informed deci-
sions that will result in support for the Air Force. Equally important is providing Air Force people
complete and timely news of actions that affect them.

4.3.2. Intheface of thischallenge, Public Affairs can’t just hunker down and do its best using the tra-
ditional methods employed by Public Affairs staffs for the past several decades. While PA must con-
tinue to react to the requests and situations that pop up unexpectedly, it also must take theinitiative to
create strategic and tactical plans that allow it to put the right information in the hands of the right
audiences at theright time.

4.3.3. Communication planning is commonplace among Public Affairs and public relations staffs
outside the military. University public relations courses typically feature instruction on the four
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phases of communication: research, planning, execution, and evaluation. Public relations practitio-
ners employ this framework in developing plans for their corporations’ or agencies projects. Infact,
the highest honor among those who practice public relations in the United States--the Public Relations
Society of America's Silver Anvil--is awarded based on excellence in these four phases of communi-
cation. If research, planning, execution, and evaluation serve as the standard for public relations pro-
fessionals around the world, Air Force Public Affairs staffs should make them priorities as they plan
their communication initiatives.

4.3.4. Thefirst phasein the four-step strategic communications processis research. Determining the
current state of the environment. The second step is planning, drawing up a deliberate course of
action to reach a predetermined goal. Execution is the step which implements the plan. The success
of the execution is determined in the evaluation step and the data collected in this phase becomes part
of the research for the next iteration of the process.

4.4. Research. Thefirst phasein effective communication isresearch. The goal of this phaseisto takea
comprehensive look at all the variables that will have an impact on planning to communicate. There are
two types of research: quantitative and qualitative. Quantitative measures, such as scientific surveys, pro-
duce hard data, but take some special skills to perform correctly. Qualitative measures, such as personal
interviews, give less concrete information, but can provide deeper understanding.

4.4.1. A starting point during the research phase is determining the communication challenges facing
the organization over a specific period of time, say ayear to 18 months. This does not mean the chal-
lenges facing the Public Affairs staff: producing 50 issues of the base newspaper, completing a given
number of Home Town News releases, placing the commander before more non-choir audiences this
year than last year. Determining communication challenges is a matter of stepping into the com-
mander's position and deciding, from this perspective, the most important issues people on and off
base should know about, specifically to whom to communicate the Air Force position, and what we
want the people in these audiences to do as aresult of receiving thisinformation.

4.4.2. Historically, Public Affairs hasn't put much emphasis on the desired reaction of its audiences.
Public Affairs, though, wants to communicate for effect. In some cases, it will be to create awareness
that can be tranglated into support for the Air Force. In other situations, we may want to encourage
those in our audiences to take a specific action. It'simportant the Public Affairs staff--and the com-
mander--decide in advance what they want the result to be.

4.4.3. After determining challenges, it's important to scope out the communication environment. To
do this, answer the following questions:

4.4.3.1. What does the public think of the Air Force in general and your organization in particu-
lar? What isthe public'slevel of awareness on the issues you'll be communicating? Doesthe pub-
lic have opinions on these matters? If so, what are they? Where do the civilians you'll be
communicating with get their information on the Air Force and your organization?

4.4.3.2. What government actions--local, state, and federal--impact your organization and the
issues you're working on? How do these actions limit your communications efforts, if a al? Do
the political leaders at these levels and their staff members understand the Air Force position?
What avenues for communicating with government officials are open to you?
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4.4.3.3. How have the media reported on the Air Force, your organization, and the issues? Have
they treated the Air Force fairly? Do they understand the issues? If you're receiving criticism,
whereisit coming from and on what issues?

4.4.3.4. What have senior leaders--at the base, the major command, and Air Force headquar-
ters--been saying about the Air Force, your organization, and the issues? What do they fedl isthe
current state of affairs, and how would they change things?

4.4.3.5. What is the communications climate within your organization? What attitudes are most
prevalent among officers, enlisted people, civilian employees, and family members? What do
these groups know about the issues you'll be communicating? What are the most credible meth-
ods of providing information to the people in your organization?

4.4.3.6. Wherewill you discover the greatest inertiaif you try something new? Some actions may
require much more effort to change than others because of how long they’ve been around and who
would be most affected by a change to "business as usual." Recognizing where you're likely to
experience friction is the first step in keeping your strategies and tactics practical.

4.4.4. The measure of success in a communication program is whether knowledge, attitudes or
behaviors have shifted over time. Therefore, during the research phase, it's important to learn what
potential audiences know, believe, and do before communicating with them. A variety of methods of
collecting this information is available. It's fairly smple to design, seek approval for, field, and ana-
lyze the results of a survey of internal audiences prior to and following communication efforts.
Remember all surveys of Air Force people must be approved by Air Force Personnel Center officials,
so check with your Military Personnel Flight as you begin to develop a questionnaire. The Public
Affairs staff also can do some qualitative research by talking with commanders, first sergeants, the
socia actions officer, the personnel officer, and the wing inspector to get a feel for what is on the
minds of the base population. Seek out official reports such as base crime statistics and reenlistment
rates — any indicator that might illustrate the current communications environment.

4.4.5. It's a bit more difficult to do research on civilian audiences. One method is to do a content
analysis of media coverageinthearea. Theloca chamber of commerce may be able to sponsor a sur-
vey of community business men and women. The Public Affairs staff may be able to devise other
innovative ways to obtain hard data. Even if chamber officials can't help with new research, they may
have already completed demographic, economic, or attitude surveys that may be helpful in planning.
In the absence of statistical research, consider qualitative analysis. Again, this involves discussions
with business people and reportersin the area. This will provide afairly good idea of how the public
and the media view the organization, the Air Force, and the issues.

4.4.5.1. Although thismay seem like agreat deal of work, remember one of the important roles of
the Public Affairs staff is to provide the commander periodic assessments of what people on and
off base are thinking about the organization and the Air Force. This research will produce the
authoritative information necessary to achieve the Public Affairs core competency of providing
trusted counsel to leaders.

4.4.6. Other sources of information will prove valuable in preparing the plan. PA Link, at

http://www.palink.af.mil, contains a research section with the results of commercia public opinion
polls. Additionally, research firms maintain public websites. Some of the survey results posted on
these sites provide helpful insights on public attitudes toward the military. PA Link also features sum-
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maries of surveyson Air Force members awareness and attitudes. Thisresearchis conducted period-
ically by the staff at the Air Force Personnel Center under the supervision of SAF/PA.

4.4.7. In addition to finding out as much as possible about audiences, the research effort should
include compiling alist of communication channels within and outside the organization. Take note of
military and civilian publications and electronic outlets as well as special events on and off base that
might serve as forums for passing information to key audiences. The lists of possible audiences and
communication channelsin Figure 4.1. and Figure 4.2. may be helpful during brainstorming.

4.4.8. Data collected during the situation analysis will provide direction throughout the remainder of
the planning process.

4.5. Planning. This phase of our communication can be either strategic or tactical. Strategic planning is
broad in scope and focused into the future. Strategic planning considers the basic nature (mission) and
direction (strategy) of an organization. The processinvolves deciding on objectives and the general meth-
ods that can be used to achieve these objectives. Tactical planning focuses on elements of the strategic
plan. Itisconcerned with short-term results and is much more detailed than is strategic planning. Tactical
planning is the process of determining the specific operations that will achieve the broad objectives of the
strategic plan.

4.5.1. An effective communication program features elements of both strategic and tactical planning.
On the one hand, it involves taking a long-term look at your program, deciding what you and your
commander want to accomplish, determining general actions you should take, and finally listing spe-
cific tactics to achieve your goals. Armed with thisoverall plan, you can flesh out the details of your
individual tactics.

4.5.2. Thisisnot a new concept to many Air Force Public Affairs people. Many Public Affairs pro-
fessionals have studied it and comprehend it completely. The problem is that, despite our intellectual
understanding of the process, we rarely take the time to put it into practice. Although we may think
about what we want to accomplish over the course of ayear, we faill to commit our plans to writing.
Using the following steps in strategic communication planning can lead to a more effective Public
Affairs program.

4.5.3. After determining the issues and ng the environment, it istime to define communication
objectives. These are statements of what the Public Affairs staff and the commander want to accom-
plish, not how to accomplish these actions.

4.5.3.1. In setting communication objectives, it is important to determine what impact we want
our messages to have on intended audiences. For example, we may want to:

4.5.3.1.1. Gaininformed public support for a new aircraft being introduced at a base.
4.5.3.1.2. Lessen anxiety on and off base with respect to a hazardous environmental process.
4.5.3.1.3. Create awareness and acceptance for a new enlisted personnel system

4.5.3.2. In preparing strategic plans, Public Affairs staffs must keep in mind several criteria for
developing good objectives. Objectives should:

4.5.3.2.1. Support the organization's purposes and missions.

4.5.3.2.2. Be understood and accepted by the people within the organization--leaders and their
subordinates.
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4.5.3.2.3. Bemeasurable, stating in concrete termswhat is going to happen. Know before you
begin how you intend to measure your plan’s success.

45.3.2.4. Befeasble: individually achievable and, when taken collectively, not overextend-
ing the capacity of the staff.

4.5.3.2.5. Befirm but able to adapt in the event of unforeseen contingencies.

4.5.3.2.6. Produce enthusiasm and commitment on the part of those who have to carry out the
plan.

4.5.4. Thenext step in the planning processis establishing strategies. These are simply general state-
ments of how to achieve the objectives. They state, for instance, the Public Affairs staff will employ
various types of community relations events, media relations efforts, internal communication chan-
nels, and other activities to communicate with intended audiences. Some example strategies are:

4.5.4.1. Invite civilian groups to attend functions on the base.

4.5.4.2. Schedule base speakers at events in the community.

4.5.4.3. Arrange for military representatives to serve on various civic committees.
4.5.4.4. Set up contact with newspaper, magazine, television, and radio reporters.

4.5.4.5. Ensure all commanders and staff agency chiefs meet regularly with the people in their
units.

4.5.4.6. Usethe base newspaper to provide key organizational and Air Force newsto base people.
4.5.4.7. Produce aweekly news program for the base cable access channel.

4.5.5. Thetemptationin communication planning istrying to develop tacticsasthefirst step. It'scru-
cia in this process that each of the steps outlined above be completed before starting to list tactics.

45.5.1. Tactics are the very detailed actions necessary to achieve objectives. This phase of plan-
ning integrates specific messages, spokespersons, and communication channels into initiatives
that flesh out the general actionslisted as strategies.

4.5.5.2. The strategic plan simply lists the messages, audiences, and spokespersons that should be
employed over the life of the plan. It also provides a range of tactics under various strategies.
This plan stops short of integrating these various aspects into atime line with exact dates the initi-
atives will take place.

4.5.5.3. Thetactica plan is much more specific. In addition to listing each tactic and indicating
which strategy or strategies it supports, the tactical plan indicates precisely when the action will
take place (a specific date or continuously). An excellent way to display the tacticsis acommuni-
cation Air Tasking Order, which isatime line that lists in chronological order actions to be taken
through the duration of the plan. The ATO should indicate the following for each initiative: Date;
Spokesperson; Audience; Action (event, publication, website etc.) and Message.

4.5.6. Following completion of the plan, it is crucia for the Public Affairs staff to gain the support of
the organization’s chain of command prior to execution. Briefings at the commander’s staff meeting
will allow him or her to endorse the planin front of the staff. The Public Affairs staff also should visit
other key leaders to explain the plan and build cooperation necessary to successfully accomplish the
objectives.
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4.6. Execution. The execution phase involves completing the tasks contained in the plan. It isimportant
to remember the plan is ssimply a starting point in carrying out avariety of communication initiatives. It
should be viewed asa“living” document. As the situation changes and as the Public Affairs team deter-
mines the effectiveness of various tactics, the individual elements of the plan--strategies, audiences,
actions, messages, etc.--may be updated.

4.6.1. Be aware of the effect that changing tactics may have on the larger, strategic plan. Adding
tasks may sap resources from other effects or tactics and endanger your success.

4.7. Evaluation. Communication is not complete without a measurement of success. This analysis has
nothing to do with how well the staff managesits program; the goal isto learn how well the Public Affairs
team communicates with its various audiences. Take another look at some of the sample objectives
above. They all involve communicating in away that will have an effect on the people on the receiving
end of the information being transmitted.

4.7.1. To measure communication effectiveness, use the indicators of success determined in the plan-
ning step. You can not do effective evaluation “on the fly” after the fact. Thiswill not only provide
data on whether or not audiences received the appropriate messages, but it will also serve as a new
baseline for communication initiatives for the next round of planning.

4.7.1.1. After an honest evaluation, you will be able to use data and lessons learned in the
research phase for future planning.

4.7.2. As planning an evaluation become more commonplace within Public Affairs, it is important
staffs share their plans and research data with other who may be working on similar initiatives. PA
Link and MAJCOM information exchanges provide excellent vehicles for a crossflow of helpful
material.

4.8. Constructing the Plan. Determine communications challenges. Analyze the situation. Define
objectives. Set strategies. Plan tactics. Evaluate effectiveness. Put thisall together and it yields a com-
munication plan that combines the four elements of research, planning, execution, and evaluation.

4.8.1. One pointer: A Public Affairs professional should not attempt to work through this process
alone. This approach can be most successfully employed when it isateam effort. At the beginning of
the process, arrange for the Public Affairs staff to get away from the office and spend a day brain-
storming. It may be helpful to invite afew folks from other functional areas with a heavy stakein the
organization’s communication. Following this session, the person responsible can put the plan
together and bounce it off the rest of the staff for refinement. Thiswill yield a much better document
than if itiswritten by asingleindividual.

4.8.2. All Air Force Public Affairs officers should employ this process. It isthe state-of-the-art tech-
nique for corporate and agency public relations practitioners. It focuses our efforts on what we want
to accomplish through our communication, not just on whether or not we meet various quantitative,
management goals.

4.8.2.1. Likeagood road map, a strategic plan will show the commander and those in other agen-
cies within the organization where the Public Affairs team is headed and how it intends to get
there. By investing a bit of hard work up front, the staff’s communication efforts will be much
more successful than if planning is done event by event.
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4.8.3. Figure 4.3. illustrates the elements that should be considered in a communication plan. Not
every plan will have al these elements, but most plans will feature the headings listed in the chart.

Figure4.1. Audience Checklist.

Military
Air Force
Active duty officers, enlisted members
Civilian employees, contractors
Reservists, Guardsmen
Family members
USAF Academy and ROTC cadets
Civil Air Patrol members
Members of Army, Navy, Marine Corps
Department of Defense, Joint Chiefs of Staff
Air Force Supporters
Military retirees
Defense, aerospace industry
Associations
Air Force Association
Air Force Sergeants Association
Noncommissioned Officers Association
The Retired Officers Association
Reserve Officers Association
Association of Graduates (USAF Academy)
Media
Reporters
International, national, regional, local media
Newspapers, magazines, radio and television stations
Pentagon correspondents
News services, feature syndicates
Specialized publications, cable television programs
Publishers, editors, station managers
Government Officials
Members of Congress and their staffs
Governors, state legidators
Mayors, city council members, other local officials (police, fire department, education, etc.)
Chamber of Commerce, Military Affairs Committee
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Other Groups
National, state, regional, local associations
Non-profit organizations
I ssues-oriented groups (i.e.: environmental)
Think tanks
Business men and women
Executives
Doctors, nurses, hospital employees
Merchants, farmers
Attorneys, accountants
Teachers
Builders
Religious groups, churches, ministers, social workers
Service clubs (Elks, Rotary, Lions, etc.)
School groups, youth organizations
Y oung people, senior citizens, minorities, women
Sports fans, moviegoers, television viewers
People, groups opposed to the military

Figure 4.2. Channels Checklist.

Internal Channels
AFNEWS
Airman Magazine
Air Force Policy L etter
Air Force Update
Commander’s Call Topics
Air Force Radio News
Air Force Television News
Air Force News Service
Fact sheets, biographies
Aerospace Speeches, Speech Inserts
Lithographs
Base
Newspaper, magazine
Specia pamphlets
Base guide
Cable television commander’s access channel
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Radio, television stations
Electronic mail, computer bulletin boards
Recorded tel ephone messages
Bulletin boards
Information racks
Commander’s hotline
Commanders cals
AAV S videotapes and films
Individual meetings and conversations
Posters
Open houses
Miscellaneous
USAF career field conferences
Air Force Art Program
Major command publications, news services
DoD Press Packs
Armed Forces Radio and Television
Armed Forces Information Service
Internal products not produced by Public Affairs
TIG Brief
Administrator
Afterburner
Air Power Journa
The Air Force Comptroller
Air Force Journal of Logistics
Magjor command safety magazines
Media Channels
Interpersonal Contact
Interviews with reporters from newspapers, magazines, radio and television stations
Editorial boards
Beepers, remote interviews, telephone interviews
Media tours (group or individual)
Media pool for exercises, deployments
Air Force spokesmen tours to major media markets
Transportation of reporters to spontaneous events
Orientation flights
Open houses
Meetings with reporters
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Media seminars
Assistance with commercial films, movies, television series, documentaries
Products
Printed releases to media outlets
Newspapers, magazines, radio and television stations
News syndicates
Cable television networks, stations
Defense, aerospace trade journas

Association publications (Air Force Association, Air Force Sergeants Association, Noncommis-
sioned Officers Association, The Retired Officers Association, etc.)

College alumni publications
Video and satellite news rel eases
Home Town News Releases (print, audio, video)
Op-Ed articles
Releases, quick corrections to inaccurate stories to wire services (i.e.. PR Newswire)
L etters to editors to correct, applaud previous stories
Community Channels
On Base
Visitor centers, museums
Specia events
Open houses, airshows
Thunderbirds events
Orientation flights
Tours
Local residents unfamiliar with the Air Force
Congressional staffers
Base-Community Council meetings
Off Base
Specia events
Events with USAF recruiters
Civic leader tours (CLT, MAJCOM, JCOC, DACOWITS, DOCA)
Community leaders tours to the Pentagon
National Security Forum and Aerospace Warfighting Symposium at Air University
Speeches in community near the base
Air Force Art Program displays
Informal meetings between commanders, community leaders
Band performances
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Liaison with Air Force Association, Air Force Sergeants Association, Noncommissioned Officers
Association, The Retired Officers Association, Reserve Officers Association, American Legion, Vet-
erans of Foreign Wars, etc.

Products
Newsletters, letters to community leaders
Civic Leader Tour alumni mailings
Ads, materials from USAF recruiters
Pamphlets, position papers, posters
Billboards Visitor self-guided tour map

Figure 4.3. Plan Contents.

1. PURPOSE (A short statement of what you want to accomplish.)
2. SITUATION (A summary of what led to the need for this plan.)

Background: (Background may include, but is not limited to, summaries of baseline metrics, sta-
tistics, focus group results, and research literature.)

Current Situation: (This describeswhere you are now.)

Assumptions: (These are events or opinions you believe could affect your plan’s outcome.)
Limiting Factors. (Time, money, resources. These are known areas that will affect your plan.)
Competing Interests: (A description of opposing viewpoints.)

Supporting Interests. (A description of supporting viewpoints.)

References: (Thisisalist of the governing directives, legal considerations, and current guidance.)

3. GOALSAND OBJECTIVES (A godl isthe outcome you are trying to achieve; and objectives are
the steps you must take to reach your goal.)

4. AUDIENCES (These are the target groups you want to reach.)

5. THEMESAND MESSAGES (Themes are the overall ideas you are trying to communicate.
M essages are the statements that support those themes.)
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6. STRATEGIESAND TACTICS (A strategy isyour game plan. Thisiswhat you will do to com-
municate your theme. Tactics are how you execute your strategy. Tactics are the specific steps you
will take to connect your messages to your audiences, and includes your timeline, tools, resources, me-
dia, and tasked organizations. )

7. EVALUATION (Evaluation includesthe measurementsyou will apply, feedback or crossfeedyou
will use, and any adjustments you may need to make during or after the implementation of the plan.)

Atchs
Essential support documents as needed (newsreleases, fact sheets, PA guidance, responsesto query O)

Figure 4.4. Sample Srategic Communication Plan.

WING STRATEGIC COMMUNICATION PLAN 98-1

1. PURPOSE: To conduct a coordinated, aggressive Public Affairs program designed to keep the
LeMay AFB work force and public audiencesinformed of the mission and activities of the 72d Fighter
Wing, Air Combat Command, and the U.S. Air Force.

2. SITUATION (A summary of what led to the need for this plan.)

a. Background: (Background may include, but is not limited to, summaries of baseline metrics, sta-
tistics, focus group results, and research literature.)

b. Current Situation:

(1) TheAir Forceiscurrently in the midst of some of the most dramatic changesin the service's his-
tory. Asthe Department of Defense budget shrinks and the size of our nation's military forces decreas-
es significantly, the organization of the Air Force also takes on a new look. Despite the cuts in
manpower and funding, the Air Force remains committed to its goal of providing Globa Reach and
Global Power in defending the U.S. and its interests around the world. Likewise, the mission of the
72d Fighter Wing continues to be maintaining the professional people and the state-of-the-art equip-
ment necessary to assure U.S. air superiority in any conflict in which the nation may become engaged.

(2) While 1993 will witness the wing's continued efforts to maintain a posture of superior  military
readiness, thisyear will also feature aggressive measures to ensure environmental excellenceat LeMay
AFB. Contamination created decades ago will be cleaned up, and advanced methodswill be employed
to ensure the environment is kept free of further damage.
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(3) LeMay AFB enjoys an outstanding relationship with the residents of Spring Valley. The commu-
nity isextremely supportive of the base, which annually pumps approximately $200 million into Spring
Valley and the surrounding area. City leaders have provided excellent support for the baselsaggressive
environmental-care programs.

c. Assumptions:

(1) The 72d Fighter Wing Commander is ultimately responsible for providing information on key is-
sues to people on and off LeMay AFB.

(2) The Public Affairs program is the primary means through which the commander communicates
with internal and public audiences.

(3) The turbulence occurring within the Air Force is producing anxiety among military members, ci-
vilian employees, and residents of the surrounding communities.

(4) To communicate effectively with important audiences, the wing's Public Affairs program must be
well planned in advance rather than reactive.

d. Supporting Interests. The Military Affairs Committee of the Spring Valley Chamber of Com-
merce; the mayor, city manager, and their staffs; the local chapters of the Air Force Association and
Business Executivesfor National Defense; and Air Force recruitersin Spring Valley and Madison will
provide support for the execution of this plan.

e. References. AFI 35-101 provides guidance for the execution of this plan.

3. GOALSAND OBJECTIVES:

a. Establish awareness of and support for the wing’s operational mission.

b. Create understanding of the base's efforts to improve and to maintain the environment.

c. Promote pride in the military and civilian employees who compose the wing.

d. Develop appreciation of the need for and value of the U.S. Air Force and Air Combat Command.

4. AUDIENCES:

a. Internal Audiences:

(1) Wing and tenant unit officers, enlisted people, and civilian employees.

(2) Families of base military and civilian employees.

(3) Genera audiences within Air Combat Command and throughout the Air Force.

b. Public Audiences:

(1) Residents of Spring Valley and the surrounding communities.

(2) Business, civic, and government leadersin Spring Valley and throughout California.

5. THEMESAND MESSAGES:

a. Communication by wing personnel will focus primarily on the 72d Fighter Wing messages listed
below:

(1) The men and women who make up the 72d Fighter Wing are an integral part of the world's finest
and most respected aerospace fighting force.
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(2) TheAir Forceand Air Combat Command commitment to providing global reach and global power
is enhanced by the capability of the F-15Es of the 72d Fighter Wing.

(3) Oneof thetop prioritiesat LeMay AFB is protecting the environment.

(4) Officers, enlisted people, and civilianswho serve in the wing may take great pride in their accom-
plishments.

b. Additionally, those speaking on behalf of the wing will add Air Force and Air Combat Command
messages that tie into their topics. Applicable Air Force messages may be chosen from Attachment
1, while Air Combat Command messages are listed in Attachment 2.

6. STRATEGIESAND TACTICS:

a. Useformal and informal awareness/opinion research on internal and public audiences in planning
and evaluating communication programs.

(1) Useresultsof the AFNEWS Products Survey and The Air Force Communications Audit performed
by The Wirthlin Group for AFNEWS to plan effective methods for reaching internal audiences.

(2) Conduct research on preferred communication channels for wing audiences, and use resultsto plan
communication efforts.

(3) Conduct formal and informal research on and off base to evaluate the effectiveness of the tactics
employed as a part of this plan. Off-base research will be completed with the assistance of:

(a) The Military Affairs Committee of the Spring Valley Chamber of Commerce.
(b) The Spring Valley City Council.
(c) The Spring Valley School Board.

(4) Use secondary research on public awareness of defense issues to plan communications  efforts
aimed at civilian audiences.

b. Select and train wing leaders-to address internal and public audiences.

(1) Asaminimum, the following officials should participate in communication programsdesigned to
meet the objectives listed above:

(@) Thewing commander.

(b) The vice commander, operations group commander, logistics group commander, support group
commander, and medical group commander.

(c) Thesenior enlisted adviser, al squadron commanders, chiefs of wing staff agencies, and tenant
unit commanders.

(2) 72 FW/PA will conduct training on interview techniques and public speaking skillsto prepare these
officers to meet the media and to address military and civilian audiences.

c. Provideinformation on the wing to people on base and throughout the Air Force.
(1) Redesign the base newspaper using a magazine format to increase readership.

(2) Increase the viewership and expand the reach of the commander’s access channel of the base cable
television system by broadcasting more timely information over the channel.

(@) Produce and air a 30-minute, repeating program featuring news, command information, inter-
views with wing leaders and distinguished guests, Air Force heritage films, and character-generated
announcements (frequency to begin at one per week and increase as equipment becomes available).
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(b) Develop technical capability and command policy to ensure televisionsin high-traffic ar-
eas--clubs, recreation center, waiting rooms, barber shops, etc.-- stay tuned to the commander’s ac-
cess channel.

(3) Encourage unit commandersto conduct regular commander’s calls and assist these leadersin pre-
paring to meet with their people through monthly commander’s call topics memos.

(4) Coordinate with AFNEWS on theinclusion of wing messagesin Airman, Air Force News Service,
Air Force Television News, Air Force Radio News, and other products.

e. Arrange coverage of thewinginlocal, state, and specialized media.

(1) Include interviews, editorial boards, etc. in the travel plans of the wing commander.

(2) Seek interviews with and coverage in the following media:

(@) Local and state radio and television stations, newspapers, and magazines.

(b) Defensejournals: Air Force Times, Air Force Magazine, etc.

(3) Provide articles on wing people to hometown media through the Home Town News Center.

f. Set up opportunities for wing leaders to meet with key audiences in Spring Valley and throughout
Cdlifornia.

(1) Sponsor aCivic Leader Tour for Spring Valley residents.

(2) Work with the Chamber of Commerce to arrange a sports day on the base for community and mil-
itary leaders.

(3) Conduct a base open house.

(4) Initiate contact with groups of business|eadersin Spring Valley and invite these peopleto take part
in special base tours.

(5) Schedule wing leadersto speak to groups of community leadersin Spring Valley and throughout
Cdlifornia.

(6) Prepare avideotape on the wing to use as alead-in to speeches for public audiences.

(7) Construct awing display and scheduleit for key events around Spring Valley and throughout
Cdlifornia.

7. EVALUATION: 72 FW/PA will evaluate the effectiveness of this plan through research on mili-
tary and civilian audiences (see item 6a above).

Atchs

1. Air Force Messages (not included in sample)

2. Air Combat Command M essages (not included in sample)
3. Timeline

ATTACHMENT 3

TIMELINE

January
Conduct research on internal communication effectiveness and media habits
Arrange wing senior leader speech in Spring Valley
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Publish first issue of wing magazine

Introduce weekly commander’s access channel television program
February

Arrange 72 FW/CC meeting with all Operations Group people

Arrange 72 FW/CC meeting with Spring Valley Chamber of Commerce

Conduct base tour for Spring Valley Rotary Club members

Train wing senior leaders for public, media participation

March
Arrange wing senior leader speech in Spring Valley
Arrange 72 FW/CC meeting with Spring Valley city council
Arrange for Channel 4 television crew to accompany wing to Nellis AFB for coverage of training
Complete video on 72d Fighter Wing
April
Arrange 72 FW/CC meeting with all Logistics Group people
Publish base regulation on televisions in base facilities being tuned to commander’s access channel
72 FW/CC speech, media availability in Sacramento
May
Arrange wing senior leader speechesin Spring Valley for Armed Forces Week and
Memoria Day
Conduct Armed Forces Day open house
Conduct 72 FW/CC interviews with-Spring Valley Clarion, Channels 4, 7
June
Arrange 72 FW/CC meeting with all Support Group people
Host AFNEWS print, film crew
Conduct Civic Leader Tour
Complete wing display
July
Arrange wing senior leader speechesin Spring Valley for Independence Day
72 FW/CC speech, media availability in Bakersfield
Arrange for Channel 12 television crew to accompany wing on deployment to Pacific
August
Arrange 72 FW/CC meeting with all Medical Group people
Arrange 72 SG/CC town meeting for base work force, family members
Conduct base tour for Spring Valley Lions Club members
September
Arrange wing senior leader speech in Spring Valley
72 FW/CC speech, media availability in Fresno
Conduct Chamber of Commerce Sports Day at LeMay AFB
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October
Arrange 72 FW/CC meeting with all wing staff people
Host Air Force Times reporter visit
November
Arrange 72 FW/CC meeting with all tenant unit people
Arrange wing senior leader speechesin Spring Valley for Veterans Day
Prepare AFNEWS holiday news releases
Conduct base tour for Spring Valley Medical Association members
December
Work with Chamber of Commerce to research communication with civilian audiences
Conduct research on internal communication effectiveness and media habits
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Figure 4.5. Sample Tactical Communication Plan.

EXPEDITIONARY AEROSPACE FORCE
PUBLIC AFFAIRS PLAN 98-2

1. PURPOSE. To outline messages, strategies, and tacticsto communicate the U.S. Air Force' smove
to becoming an Expeditionary Aerospace Force.

2. BACKGROUND.

The end of the Cold War brought about profound changes to the global security environment. The
fixed, predictable requirements of the Cold War eragave way to uncertainty and new demands for mil-
itary involvement. The United States' defense strategy has evolved to support a policy of global en-
gagement.

As the number of military operations increased, defense spending decreased and pressure to downsize
the force became away of life. Intermsof fixed infrastructure overseas, the Air Force decreased from
50 bases to 17, leading to more deployments from CONUS bases. Since 1986, Air Force manpower
dropped by more than one third while the number of people deployed increased to four times the pre-
vious level.

The Air Force met these post-Cold War challenges head on by rigorously examining current and future
demands for aerospace power and by developing a plan to meet those challenges. Well before the cre-
ation of the Air Expeditionary Force (AEF), weembarked on ajourney to reshape the Air Force to meet
the needs of a changing international environment. Global Reach -- Globa Power prepared the Air
Force to dea with the challenges of the transition following the Cold War. Global Engagement: A
Vision for the 21st Century Air Force charts a course that will take the service beyond this transitional
period and into the future.

Thistransition has been under way since the end of Desert Storm. Over this period, significant orga-
nizational changes have occurred while maintaining core strategic deterrent and global awareness ca-
pabilities: the development and implementation of the composite wing; the creation of ACCand AMC
from SAC, TACand MAC, and AFMC from AFL C and AFSC; and the reorganization of the objective
wing structure.
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L essons|earned from the composite wing have been applied as the expeditionary concept evolved. The
Expeditionary Aerospace Force (EAF) is alogical next step in this evolution. EAF will allow us to
organize, train, equip, sustain, and lead expeditionary forces to better support the warfighting Com-
mandersin Chief (CINCs) through the use of Aerospace Expeditionary Forces (AEFs).

An AEF is an aerospace package that can be tailored and deployed to influence global events across
the full spectrum of military operations. An AEF is comprised of multiple units on call to meet the
challenges of the new global security environment.

3. ASSUMPTIONS.

a. All wing members, local civic leaders, and the public should understand the inherent capabilities
of aerospace power and the wing’s contribution to the Air Force mission.

b. Thelocal community, elected officials, and media should comprehend the USAF and wing role
in responding to crises, projecting power, and providing overseas presence.
c. Local political leaders will be sensitive to potential force structure changes impacting the base.

d. Creating linked AEFs s not “super-basing” or “BRAC-proofing abase.” Itisan evolutionin
how the Air Force conducts global operations.

4. OBJECTIVES

a. Build understanding and pridein USAF people concerning the unique capability the Air Force
and the wing provide the nation.

b. Reassure Air Force member s that the expeditionary force evolution will help alleviate current
TEMPO concerns.

c. Build under standing and support among civic leader sfor the USAF as an expeditionary aero-
space force and the wing’ srole in the EAF.

d. Create public awareness about the Air Force's expeditionary capabilities and how the wing
supports the new concept.

e. Demonstrate Air Force resolve and capability to act decisively anytime, anywhere.
5. AUDIENCES.

a. The Air Force audience on the base (civilian, active duty, ANG and AFRC).

b. Local elected officials.

c. Key civic leaders.

d. Educators.

e. Private associations (VFW, AFA, ROA, TROA, etc.).

f. The public.
6. THEMES.

The following themes should be used by all wing communicators to describe the transition to an Ex-
peditionary Aerospace Force. Further amplification of these themes is contained in Annex A to this
plan.

Overar ching Theme.
America’s Air Force: Influencing global events through aerospace power--anywhere, anytime.
Key M essages.
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Threats to American security and interests can emerge from any point on the globe. The Air Forceis
creating anew organizational structure based on an expeditionary mindset that allows us to respond
rapidly and decisively to potential crises.

From humanitarian relief to direct combat operations, Air Expeditionary Forces put the right force at
theright place at the right time.

The success of EAF depends on the vital contributions of the Total Force: active duty, civilians, Re-
servists and Air National Guardsmen. EAF alows greater stability and predictability for Air Force
people and their families.

The wing's people and aircraft play a crucial role in the Air Force's ability to successfully conduct
expeditionary operations.

7. STRATEGIES.

Strategy 1. Educate our people through an ongoing internal information campaign via Public Affairs
channels

Strategy 2. Ensure key public groups and individuals are aware of USAF and wing initiatives through
periodic personal presentations and meetings

Strategy 3. Obtain media coverage within the community

8. TIMING. Specific messageswill be tailored to each of the audiences identified above. Care must
be taken to ensure conceptsinvolving the redistribution of hardware and manpower remain conditional
until appropriate Congressional actions have occurred. Timing of specific eventsis listed in the com-
munication ATO at Annex B.

9. EVALUATION. Thewing Public Affairsstaff will measure communication effectiveness through
media content analysisand surveys of wing members’ awareness of and attitudes about the Expedition-
ary Aerospace Force.

EXPEDITIONARY AEROSPACE FORCE CONCEPT DEVELOPMENT
WING PUBLIC AFFAIRS PLAN 98-2, ANNEX A
MESSAGE MODULES

The following message modules may be used to amplify the themes outlined in the body of the plan.
Wing communicators should select appropriate modules to tailor presentations to their target audienc-
€s.

Creatingthe Expeditionary Aer ospace Force. The Expeditionary Aerospace Force (EAF) isan evo-
lutionary change for the Air Force. Itisafundamental shift in the way we think and how we organize,
train, equip, and sustain aerospace forces to meet the requirements of the national military strategy and
the challenges of a changing global security environment.

The Evolving Expeditionary Mindset. We are in the process of asignificant transition in the way
we do business, and thiswill require embracing a new culture and approach to operations that empha-
sizes rapid response, appropriate force, and reliable effects.

In this post-Cold War era, we are not properly organized for the demands of lesser regional con-
tingencies. Our forces have been overextended for several years because of a substantial reduction in
manpower as contingency deployments increased fourfold.
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Air Force members must possess an expeditionary mindset and appreciate the need for the Air
Force to be properly structured, trained, and equipped to meet the range of potential global crisesin the
next century.

EAF Structure. The EAF features geographically separated and operationally linked units orga-
nized to provide rapid crisis response and rotational support to ongoing operations with forward and
home-based forces.

Operations. The EAF requires a force that is light, lean, and lethal. Light--moving rapidly and
efficiently. Lean--relying on dynamic command and control and agile combat support to move rapidly
and efficiently with fewer resources and operate out of austere locations with the smallest footprint.
L ethal--creating the desired effects and accomplish the mission effectively, with minimum resources.

EAF IsNot A Restructuring Of The Baseline Air Force. The EAF leverages geographically
separated units by operationally linking forcesto enhance respons venessin deploying forces to theater
Commandersin Chief (CINCs).

Improved Training. Organizationally linking aerospace forces will provide opportunities for
units that will deploy together to train together.

Enabling Technologies. Stealth, supercruise, the Airborne Laser, precision- guided munitions,
Joint Stars, Unmanned Aeria Vehicles, integrated information systems, and space-based assets are
among the leading-edge technologies that will enable alighter, leaner expeditionary force.

Ongoing Support. The key to making EAF work is sustained readiness through agile combat
support.

Projecting Aerospace Expeditionary Forces. Aerospace Expeditionary Forces (AEFS) provide
our national leaders the capability to respond to contingencies anywhere, anytime.

Full Spectrum Dominance. AEFs can be used decisively across the full spectrum of military
response options, ranging from humanitarian relief to direct combat operations.

Tailored Force. An AEFisaversatile, quick-response package, tailored to meet theater CINCs’
requirements.

Force Composition. Ten standing AEFs formed from active, Air Force Reserve, and Air Na-
tional Guard forces will meet national security requirements.

Rapid Responseand Employment. AEFswill be capable of executing CINCs missions rapidly
and responsively.

Precision. Technological advances, particularly precision-guided munitions, alow the Air Force
to deliver greater combat power with a smaller force package.

Light, Lean, and Lethal. AEFswill be light, lean, and lethal. Light to deploy with reduced
airlift requirements. Lean to operate effectively with minimum resources. Lethal to leverage precision
technology to provide desired effects.

Total Force Commitment. The Total Forceis acritical element of this new approach. All Air
Force people--active duty military and civilians, Air National Guardsmen, and Air Force Reserv-
ists--play key rolesin employing and sustaining an Expeditionary Aerospace Force.

Stability and Predictability. A known rotational schedule will increase stability and predict-
ability inthelives of our people and enhance their quality of life. Unitswill normally deploy only dur-
ing their designated response windows.
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Reserve Component Contribution. Our Air Force Reserve and Air National Guard forces will
have significant lead time to plan for contingency deployments. Thus, we ensure their vital contribu-
tions to supporting theater CINCS' requirements.

Reduced TEMPO. Tailoring of AEFs ensures we deploy the right number of peopleto execute
the mission. In addition, augmentation of AEF support base functions prevents TEM PO increases for
those at home station.

Personnel Concerns. Air Forceleaders are aware of the demands placed on our people through
increased temporary duty commitments over the past severa years. Our leaders continue to make a
concerted effort to better control and manage TEMPO.

Air Force leaders are aware of the unique issues impacting members of the Guard and Reserve.
The EAF concept will allow better long-range planning to reduce the impact and stresses of deploy-
ments on families and civilian employers

Wing Contribution to EAF. Thewing's men and women will make a significant contribution to
the Air Force's evolution to an expeditionary aerospace force.

Our F-15Es provide the light, lean, and lethal firepower AEFswill need to quickly establish and
maintain air supremacy in any future theater of operation.

Wing members and their families will see adramatic improvement in quality of life aswe move
to more stable and predictable deployment scheduling.

The Air Force Reserve unit here will be afull partner in the EAF, providing the aerial refueling
capability essential for U.S. Air Force aircraft to deploy around the world.

Our dedicated Air Force people and the supportive neighbors in the civilian community will be

ableto continueto take great pridein the wing’s contribution to the security of our nation and its global
interests.

EXPEDITIONARY AEROSPACE FORCE CONCEPT DEVELOPMENT
WING PUBLIC AFFAIRS PLAN 98-2, ANNEX B

COMMUNICATION ATO

The following charts provide an ATO for communicating the EAF concept to wing audiences. Each
entry in thistime line outlines when and how theinitiative will take place, the audience, the spokesper-
son(s), and the key messagesto be delivered. The ATOisa*“living” document. The wing Public Af-
fairs staff will maintain the timeline throughout the duration of the plan.

EAF/AEF Communication ATO
Date Audience Speaker Action M essage
6 Aug 98 Wing Staff Wg/CC Brief EAF/AEF at | - AEF conceptua model
staff meeting - Impact on wing
7 Aug 98 General and Wg/CC, Interview with Steve | - AEF model
segmented public | Wg/PA Johnson, - Impact on wing
- Community impact




70

AFI135-101 26 JULY 2001

Date Audience Speaker Action M essage
7 Aug 98 General and Wg/CC, Interview with Dee | - AEF conceptual model
segmented public | Wg/PA Sampson, - Impact on wing
- Community impact
7 Aug 98 General and Wg/CC, Interview with Rick | - AEF model
segmented public | Wg/PA Wilson, WAKA-TV | - Impact on wing
- Community impact
Week of 10 | Wing people Wg/CC, unit | Speak at unit com- | - AEF conceptua model
Aug 98 commanders | manders' calls - TEMPO reduction
- Closer integration of Total
Force
- Impact on wing
- Community impact
11 Aug 98 Mayor and city | Wg/CC, Visit, briefing, infor- | - AEF conceptual model
council Wg/PA mation package - Impact on wing
- Community impact
11 Aug98 | Ft. Smiley com- | Wg/CC Briefing on linked | - AEF model
manding general AEF concept - Integration with other ser-
and staff vices
13 Aug 98 | Civicleaders Wg/CV, Speech, information | - AEF conceptua model
Wg/PA package at Rotary | - Impact on wing
meeting - Community impact
14 Aug 98 | Alumni of | Wg/CC Letter from Wg/CC | - AEF model
wing-sponsored - Impact on wing
Civic Leader Tour - Community impact
24 Aug 98 | Civic leaders Wg/CC, Chamber of Com- | - AEF model
Wg/PA merce Speech - Impact on wing
- Community impact
29 Aug 98 | Base Reservists Wg/CC, Re- | Briefing on linked | - AEF model
serve  unit | AEF concept at Re- | - TEMPO reduction
commander | serve unit training | - Closer integration of Total
meeting Force
- Impact on wing
2 Sep 98 State  governor, | Wg/CC, Briefing, information | - AEF model
adjutant general ANG  unit | package - TEMPO reduction
commander - Closer integration of Total

Force
- Impact on wing
- Community impact
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Date Audience Speaker Action M essage
29 Sep 98 ANG and Reserve | Wg/CC, Breakfast speech, in- | - AEF conceptual model
officers and em- | ANG  and | formation package - Closer integration of Total
ployers Reserve unit Force
commanders - Early deployment notice
- Impact on wing
- Impact on community
2 Oct 98 Members of think | Wg/CC Luncheon presenta- | - AEF model
tanks, military as- tion - TEMPO reduction
sociations, and - Closer integration of Total
other  important Force
groups - Impact on wing
- Community impact
Ongoing Public, influential | Wg/PA Provide EAF infor- | - AEF conceptual model
civilians mation during base
tours, include in
speakers bureau
Ongoing Base people, Band Include EAF mes | - AEF conceptual model
public commander | sages during USAF
band concerts
Ongoing Base people Wg/PA Include EAF stories | - AEF conceptual model
in base paper

4.9. Public Affairs Guidance (PAG). SAF/PA routinely provides public affairs guidance (PAG) on var-
iousissuesto public affairs staffs, band commanders, and recruiters. PAG includes background on the sit-
uation, summarizes communication objectives, outlines actions officials at HQ USAF will take, and
directs commanders and public affairs staffs on what they can and cannot say or do. In addition, it con-
tains tough questions likely to be asked and provides appropriate responses. When possible, PAG also
includes quotes on the issue by senior USAF and DoD officials.

4.9.1. PAG is prepared and sent to the field in atimely manner. In some situations, SAF/PA issues
interim guidance explaining what field units can do until more definitive direction is available. SAF/
PA then works with HQ USAF and OASD (PA) staffsto prepare compl ete guidance that can be issued
following full coordination.

4.9.2. Subordinate organizations may be required to prepare public affairs guidance. All field public
affairs staffs must understand only SAF/PA can issue public affairs policy guidance and direct imple-
mentation throughout the Air Force. Staffs at lower levels can publish guidance directing subordinate
unitsto comply, but they cannot direct public affairs activity beyond their commands. |f an organiza-
tion desires to publish public affairs guidance throughout the Air Force, that organization must submit
the proposed PAG through its higher headquarters to arrive at SAF/PAX at least 15 days prior to the
desired date of publication. SAF/PA will obtain HQ USAF approval for the guidance and issue it
from Washington.
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Chapter 5
INTERNAL INFORMATION
Section 5A— Internal Information Purpose and Responsibilities

5.1. Purposeof Internal Information. Conducting internal information programs is the primary means
Air Force leaders use to communicate with airmen and their families. As used in this instruction airmen
are active-duty and retired, officer and enlisted, Guard and Reserve, civilian and contract employees. The
main purpose of conducting internal information programs is to link airmen and their leaders. Timely,
accurate, relevant information is aforce multiplier that enhances airman morale and readiness. The Pub-
lic Affairstriad must have the knowledge and skillsto conduct internal information programs at home and
while deployed as an Expeditionary Public Affairs force.

5.2. Objectivesof theInternal Information Program.
5.2.1. Link airmen and their leaders through a free flow of news and information.
5.2.2. Help airmen understand their rolesin the Air Force mission.
5.2.3. Explain how policies, programs, and operations affect airmen.

5.2.4. Promote good citizenship and build pride in members of the civilian community at home and in
foreign countries.

5.2.5. Recognize individual and team achievements.
5.2.6. Provide avenues for feedback.

5.3. HQ USAF Responsibilities. At HQ USAF level, the Director of Public Affairs is the functional
manager of the internal information program, which in turn is operated by Air Force News Service, Air
Force News Agency (AFNEWSINS), Kelly AFB, Texas. AFNEWSI/NS, in conjunction with SAF/PAL, is
responsible for maintaining liaison with Office of the Assistant Secretary of Defense for Public Affairs for
DoD-produced materias related to the American Forces Information Service and Armed Forces Radio
and Television Service programs. AFNEWS/NS provides management of the Air Force base newspaper,
magazine and guide programs, and internal television and radio programs (other than Armed Forces
Radio and Television Service programs), operated at base level. AFNEWS/NS also produces productsin
support of Air Force News Service and determines the need for new internal information materials.

5.4. Major Command (MAJCOM), Field Operating Agency (FOA) and Direct Reporting Unit
(DRU) Responsibilities. Directors and chiefs of Public Affairs conduct internal information programs
to help the commander keep airmen informed about missions and issues. They provide command specific
policy, guidance and products.

5.5. Unit Commander Responsibilities. The host commander’sinternal information program serves the
entire Air Force base audience, including tenant units and Air Force retirees and their families. Public
Affairs provides |eaders with an arsenal of effective and efficient communication tools to build, maintain
and strengthen morale and readiness.
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Section 5B— Newspapers

5.6. Overview. Air Force newspapers are authorized publications that support Air Force command |ead-
ership communication requirements. Generally, they contain commander’s comments, action line col-
umns, letters to the editor, news, features, editorials, sports, announcements, photography and artwork.
The term Air Force newspapers includes publications in other formats, such as news magazines or elec-
tronic newspapers that contain these categories of information. Newspapers published by Air National
Guard and Air Force Reserve Command units are Air Force newspapers. Air Force newspapers do not
necessarily reflect official views of, or endorsement of content by, the Department of the Air Force.

5.7. Establishing Air Force Newspapers. Host commanders are encouraged to establish civilian enter-
prise or funded newspapers when avalid internal information requirement exists and when anewspaper is
determined by the host commander or MAJCOM to be the most cost-eff ective means of fulfilling commu-
nication requirements.

5.7.1. An Air Force newspaper provides the commander a primary means of communicating mis-
sion-essential information to members of hisor her command. It provides feedback to the commander
through such forums as action line. The newspaper keeps readers’ informed about base, local commu-
nity and military family related issues and operational concerns. The newspaper provides adirect and
documented communication channel for responding to base-wide concerns.

5.7.2. News and feature stories on Air Force people and organizations provide recognition of excel-
lence in performance and help set forth expected norms and motivate people for mission accomplish-
ment.

5.7.3. An Air Force newspaper improves morale by helping to quell rumors and by keeping Air Force
people accurately informed about military matters affecting their futures.

5.7.4. The newspaper provides information to Air Force family members to improve the quality of
their lives and thereby the effectiveness of the Air Force member.

5.7.5. The newspaper increases command cohesiveness and effectiveness by providing a visual rep-
resentation of the command itself.

5.8. Air Force Newspaper Categories.

5.8.1. Civilian Enterprise (CE) Newspapers (formerly known as commercial enterprise newspapers).
Published by commercial publishers under contract with Air Force subordinate commands. News and
editorial content is furnished by theinstallation or command public affairs staff. CE newspapers con-
tain advertising sold by the commercial publisher. Theright to circulate this advertising to Air Force
readers constitutes contractual consideration instead of money to pay for the newspapers. CE news-
papers become the property of the command or installation upon delivery according to terms of the
contract.

5.8.2. Funded Newspapers. Published by Air Force subordinate commands using appropriated funds.
News and editorial content is furnished by the command or installation Public Affairs staff. Funded
newspapers are printed by a commercial publisher under contract, or with government printing equip-
ment, according to Air Force printing regulations. Overseas funded newspapers may be printed under
acontract with The European Stars and Stripes or The Pacific Stars and Stripes.
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5.8.3. Deployed Newdetters and Newspapers. During contingencies, newsletters and newspapers
may be published at deployment locations for use by component commanders.

5.8.4. Electronic Newspapers. A newspaper published and distributed primarily by electronic means
taking the place of a printed version. This does not include printed newspapers published then con-
verted to a Web-based product.

5.8.5. Other Newdletters, Informational Bulletins and Training Publications. Newsletters, informa-
tional bulletins, training publications, etc., will not be printed under the provisions of this regulation.
These publications are defined by AFI 37-160 Volume 1, The Air Force Publication and Forms Man-
agement Program. However, this does not prohibit isolated units from publishing newd etters and
summaries authorized by MAJCOMs and FOASs.

5.9. Limitations. Only one Air Force newspaper is authorized for each installation.

5.9.1. The host commander on an installation where units of more than one command are located is
responsible for publication of one funded or CE newspaper. It will provide balanced coverage of al
unitson that installation including joint and other service units. Tenant units assist the host newspaper
staff in covering unit activities.

5.9.2. Under unusual circumstances, a commander other than the host may publish the single autho-
rized newspaper if the host commander and amajority of tenant organizations concur.

5.9.2.1. This limitation does not prohibit a command or FOA headquarters from publishing a
command newspaper for its geographically dispersed units, or areserve component unit from pub-
lishing a newspaper for its geographically dispersed people.’

5.10. Useof Funds. Appropriated funds are authorized to establish a funded newspaper, but only if a CE
newspaper is not feasible.

5.10.1. Appropriated funds may not be used to pay any part of the costs incurred by a commercial
publisher in publishing a CE newspaper.

5.10.2. Air Force newspapers are mission activities, and nonappropriated funds will not be used to
defray cost of funded or CE newspaper operations. This does not preclude nonappropriated fund
activities from buying advertising in CE newspapers to communicate their presence and the availabil-
ity of goods and services they offer.

5.10.3. MAJCOMs will review each funded newspaper annually to verify that continuation is justi-
fied and that conversion to a CE newspaper is not feasible.

5.11. Masthead Required Satements. Each Air Force newspaper must carry a masthead. The mast-
head should not be placed on the front page. Each masthead must contain a disclaimer in type no smaller
than six points.

5.11.1. Staff Listings. The masthead of any Air Force newspaper will include the names of the com-
mander and Public Affairs officer, and the names and editorial titles of the newspaper staff. The
names and titles will be listed in asection of the masthead entitled "(name of installation or command)
Editorial Staff.” Include office address, telephone and FAX number, and email address. For CE
papers, the names of publishers and employees of the publisher may be listed separately.

5.11.2. CE Newspaper Disclaimers.
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5.11.2.1. "Published by (name), a private firm in no way connected with the U.S. Air Force, under
exclusive written contract with (Air Force component). Thiscivilian enterprise Air Force newspa-
per is an authorized publication for members of the U.S. military services (add "overseas' in pub-
lications outside the United States). Contents of (name of newspaper) are not necessarily the
official views of, or endorsed by, the U.S. Government, the Department of Defense, or the Depart-
ment of the Air Force."

5.11.2.2. "The appearance of advertising in this publication, including inserts or supplements,
does not constitute endorsement by the Department of Defense, the Department of the Air Force
or (name of commercial publisher) of the products or services advertised.”

5.11.2.3. "Everything advertised in this publication shall be made available for purchase, use or
patronage without regard to race, color, religion, sex, national origin, age, marital status, physical
handicap, political affiliation or any other nonmerit factor of the purchaser, user or patron.”

5.11.2.4. "Editorial content is edited, prepared, and provided by the Public Affairs office of (name
of installation command, FOA or DRU). All photographs are Air Force photographs unless other-
wise indicated."

5.11.2.5. Staff listings in accordance with paragraph 5.11.1.

5.11.3. For CE Newspaper Supplements. All supplementsto CE newspapers must carry on the front
page the identification " Supplement to (name of CE newspaper)." Additionally, supplements contain-
ing commercial advertising must carry the following disclaimer: " Advertisements contained herein do
not constitute an endorsement by the Department of Defense, Department of the Air Force, or (name
of command or installation). Everything advertised in this publication shall be made available for
purchase, use or patronage without regard to race, color, religion, sex, national origin, age, marital sta-
tus, physical handicap, political affiliation or any other nonmerit factor of the purchaser, user or
patron."

5.11.4. The publisher of each CE newspaper shall advise advertisers of the requirementslisted above.
5.11.5. Funded Newspaper Disclaimers.

5.11.5.1. "Thisfunded Air Force newspaper is an authorized publication for members of the U.S.
military services (add "overseas' in newspapers outside the United States). Contents of (name of
Air Force newspaper) are not necessarily the official view of, or endorsed by, the U.S. Govern-
ment, the Department of Defense or the Department of the Air Force."

5.11.5.2. "The editorial content is edited, prepared, and provided by the Public Affairs office of
(name of installation, command, FOA or DRU). All photographs are Air Force photographs unless
otherwise indicated.”

5.11.5.3. Staff Listings in accordance with paragraph 5.11.1.

5.12. Newspaper flag. Each Air Force newspaper will carry an easily identifiable front-page nameplate
(flag), including the name of the newspaper, volume and issue numbers, geographical location (unless
classified), name of command or installation and publication date.

5.12.1. Trademarking. Installations, commands, FOAs and DRUs are encouraged to trademark the
names of their newspapers. By trademarking the publication name, units ensure the name will not be
used by an organization other than theirs, including civilian enterprises. To register on a state level,
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Public Affairs officers work through the local staff judge advocates. To register at the federal level,
contact SAF/GCQ, Washington DC 20324-1000, for assistance. Guidance for obtaining funds to pay
registration fees is in Defense Finance and Accounting Service Regulation (DFAS-DER) 177-102,
Commercial Transactions at Base Level.

5.13. Newspaper Saff. Only the highest quality people should be assigned to an Air Force newspaper.
Because publishing schedules are fixed and copy deadlines must be met by contract, newspaper staff
members assigned responsibility for meeting these deadlines are excused from duties that interfere with
newspaper production.

5.14. Assistanceto Editors. Air Force editors have many resources outside their office to turn to for
help. AFNEWS/INS, MAJCOMs and the Defense Information School offer guidance and assistance.
Resources available on the internet include the DINFOS newspaper editors home page at
http://www.dinfos.osd.mil/jwebsite and the PA Link Editors Command Post at
http://www.palink.af.mil.

5.14.1. MAJCOMs should schedule annual base newspaper editor workshops or conferencesto assist
editors in communicating commanders messages. AFNEWS/NS is available to assist MAJCOMs
upon request.

5.14.2. Editorsare encouraged to crosstalk and network with fellow editorsfor ideas, suggestions and
recommendations to improve story quality, layout and design, photography, production schedule and
commanders involvement.

5.15. General policiesfor all newspapers. Department of the Air Force policy is that a free flow of
news and information will be provided to all Air Force members. The intended audience of Air Force
newspapers consists of military members (active duty, Guard and Reserve), civilian employees assigned
to the installation, military retirees, and their families.

5.15.1. National security information will be protected according to DoD 5200.1-R and AFI 31-401,
Managing the Information Security Program.

5.15.2. Air Force newspapers are operated according to the principles of journalism that govern U.S.
commercia newspapers, consistent with DoD and Air Force policy.

5.15.3. Air Force newspapers will support officially sanctioned fund-raising campaigns consistent
with AFI 36-3101, Fundraising Within the Air Force.

5.15.4. Air Force newspapers will establish editorial policies to ensure consistency and support the
commander’s internal information objectives. (See Figure 5.1. Sample Editoria Policy L etter.)

5.15.5. Air Force newspapers will comply with AFI 37-132, Air Force Privacy Act Program, and
guidelines for release of information in Chapter 6.

5.15.6. Air Force members and Air Force civilian employees will not be assigned to duty on the pre-
mises of acommercial publisher to perform any job function that is part of the business activities or
contractual responsibilities of the publisher. The Public Affairs officer and staff members who pro-
duce editorial content may work on the premises as liaison to specify and coordinate layout and other
details of production provided for in the contract with the publisher.
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5.15.7. All personnel must maintain currency on the provisions of DoD 5500.7-R, Joint Ethics Regu-
lation. For example, Air Force personnel must not accept employment by or gratuities from commer-
cia printers under contract to print funded newspapers, nor from a commercia publisher under CE
contract with an installation or MAJCOM. Personnel of the command or installation must not be con-
nected with the business affairs of the CE newspaper or other business affairs of commercial publish-
ers under contract. Inspection of the business capability of prospective publishing companies during
the bidding process, and general monitoring of ongoing busi ness capability to fulfill the contract is not
aviolation of this paragraph.

5.15.8. At least one qualified senior member of the Public Affairs staff will review all editorial con-
tent and photographs before publication.

5.15.9. Equipment owned by the civilian publisher or printer may be placed in the installation or
command Public Affairs office by the publisher to enable the newspaper staff to prepare editorial
materials and specify layout. For C