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USAFACFS Suppl 1								    8 January 1998

to AR 360�5



Army Public Affairs

PUBLIC INFORMATION



Further supplementation by subordinate commanders is prohibited, unless specifically approved by Headquarters, USAFACFS.



AR 360�5, 31 May 1989, is supplemented as follows.



Para 2�4a (1), Commanders of installations.  Add the following.



    The Public Affairs Officer, USAFACFS, is designated as the local spokesperson for this command.  Within the Public Affairs Office, the Public Information Officer is the individual designated to maintain routine liaison with the civilian news media.



Para 3�lc(l), Authority to release material.  Add the following.



    Within USAFACFS, all official information concerning Fort Sill missions, activities, and personnel to be released to the civilian news media will be released through the Public Affairs Office, USAFACFS.  Direct contact with civilian news media representatives by subordinate commands, staff agencies, and tenant activities for the purpose of releasing official military information is prohibited.  This prohibition does not apply to information released pursuant to the Freedom of Information Act.



Para 3�3b, Individuals or media representatives.  Add the following.



    At Fort Sill, the Public Affairs Office, USAFACFS, will maintain an SOP giving command procedures for dealing with, and releasing official military information to the civilian news media.



Para 4�2, Requirements.  Add subparagraph e after subparagraph d.



    e.  All writings and speeches intended for use in the public domain that meet the conditions in paragraph 4�2b will be cleared in advance with the Public Affairs Office, USAFACFS.
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Para 4�4b(3), Procedures.  Add the following.



    Locally produced articles and manuscripts requiring OSD or HQDA clearance will be submitted to the Public Affairs office, USAFACFS, for processing. In order to comply with HQDA time restraints, articles and manuscripts will be submitted in four copies at least 35 days in advance of the desired clearance date.



Para 4�4b(4), Procedures.  Add the following.



    Locally produced speeches requiring OSD or HQDA clearance will be submitted to the Public Affairs Office, USAFACFS, for processing.  In order to comply with HQDA time restraints, speeches will be submitted in six copies at least 15 days in advance of the proposed delivery.



Para 5�lb, General guidance.  Add the following.



    Commander, USAFACFS, must approve all local travel for local news media representatives.  In accordance with paragraph 5�3, activities must coordinated local travel in advance with the Public Affairs Office, USAFACFS.  All civilian news media representatives must sign hold harmless agreements before utilizing any government transportation.



Para 7�1, General.  Add subparagraph c after subparagraph b.



    c.  The Hometown News Release Program is an important part of the Army's Public Affairs Program.  Target markets are soldiers' families and friends via daily and weekly newspapers and local radio stations.  The program publicizes soldiers' accomplishments and achievements, results in a better understanding of the Army's role in national defense and is a valuable tool for improving individual morale.



Para 7�2, Responsibility.  Add subparagraphs a, b and c after the basic paragraph.



    a.  The Public Affairs Officer has staff responsibility for all matters pertaining to the Hometown News Release Program.  PAO will screen and forward completed DD Forms 2266 to the Hometown News Service, and will return incomplete forms to originators with explanatory notes.  PAO will monitor Hometown News Release statistics for all units and activities on the installation, and will distribute quarterly statistics for commanders to measure the successes of their programs.











2

USAFACFS Suppl 1 to AR 360-5, 8 January 1998 



    b.  Unit commanders, personnel officers, or their representatives should explain the Hometown News Release Program to all incoming personnel and afford those arriving from other installations or major commands the opportunity to complete DD Forms 2266 upon their arrival at units.  Forward completed forms to PAO at least twice weekly to ensure timely release.



    c.  Fort Sill reenlistment NCOs will ensure that DD Forms 2266 are made available to all reenlistees.



Para 7�4c, Submission of hometown news materials.  Add the following.



    Completion of DD Form 2266 by service members is voluntary.  An original signature at the bottom of the form is the releasing authority; carbon copies are not acceptable.



Add paragraph 7�5, Privacy Act statement.



7�5.  Privacy Act statement.  Before completing DD Form 2266, service members must read the Privacy Act Statement on the reverse of the form.  Individuals must read and understand the statement before signing forms.



Add paragraph 7�6, Completion of DD Form 2266.



7�6.  Completion of DD Form 2266.  Although instructions for completion of DD Form 2266 are printed on the reverse of the form, attention should be given to the following items, which are responsible for a high rejection rate.



    a.  Submit completed and signed forms to PAO within 10 working days of the date of the event.  Submit completed forms for maneuvers and training exercises prior to departure.



    b.  Forms may be either typed or printed in pen or pencil, must be legible (see figure 7�1).  Complete fully items 1, 3�10, 13, 14, 16 and 20 before submission.  Care should be taken when completing the following items where errors are most common



    (1)  Item 1.  Use rank (e.g., SP4, SSG, LTC, etc.).



    (2)  Item 4.  List complete Social Security Number.



    (3)  Item 8.  Enter a description of the event (e.g., promotion to SP4; reenlistment for 3 years; awarded Army Achievement Medal).  Include award narrative or citation.



    (4)  Items 10 and 11.  List at least name and address of one stateside relative.
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    (5)  Item 12.  List name and address of wife/husband’s parents.



    (6)  Item 13.  Give complete name and location of present unit of assignment and date assigned.



    (7)  Item 14.  Give three�digit MOS Code and full title (e.g., llB, Automatic Rifleman; 63C, Tracked vehicle Mechanic; 94B, Cook).



    (8)  Item 16.  Give complete name and location of previous unit of assignment. Give the name of the location, not an APO.



    (9)  Item 20.  Individual must sign form before PAO can process it.



Add appendixes C, D, E and F.



�
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APPENDIX C (ADDED)



SUITABLE STORY CATEGORIES FOR RELEASE



Section I.  Military Personne1



1.  Basic Training �� All military graduates.  Form is accepted only from the training facility or school public affairs office.



2.  OTC/OCS Commissioning -- Submit form only after completion of Officer Candidate School or officer Training School.  Accepted only from the training facility or school public affairs office.



3.  School Graduations �� Only from schools MOS or AFSC at the basic level.  Advanced training within an MOS or AFSC is not acceptable.  Form accepted only from training facility or school public affairs office.



4.  Promotions �� To grade E�3 or higher.  Includes promotion/appointment to command sergeant major or senior enlisted advisor.  Selection or recommendation for promotion not acceptable.  Form is accepted only if dated and received after the event has occurred.



5.  Arrival for duty �� Open to all permanent change�of�station moves, to include CONUS�to�CONUS.  Gaining public affairs office must submit form.  MACOM�to�MACOM moves within an installation also are acceptable.



6.  Major exercises �� Publicly announced deployments of active duty units. Departments of Defense, Army, Air Force or MACOM/MAJCOM headquarters must make announcements.  Hometown News Service must receive a copy of the announcement message prior to exercise state date and must contain the following information.



    a.  Clearance of exercise information, for public release.



    b.  One� or two�paragraph cover story detailing exercise purpose.



    c.  Name and inclusive dates of exercise.



    d.  List of major participating units.



    e.  Exercise location.



    f.  A point of contact at the headquarters that HTNR Service can contact for more information.  This information must come in message format from the sponsoring headquarters.  Telephonic or letter notifications are not accepted.
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7.  Department (Defense Army/AF) Medal Awards �� All individually earned medal awards are accepted.  The HTNR Service does not accept unit awards.  Certificates or letters of appreciation/achievement, awards from civilian organizations, foreign awards and award of badges are not acceptable events.  Copy of citation is requested where applicable.



8.  Reenlistments �� Must include (block 8) number of years for which reenlisting and number of years already served (in block 15).



9.  Retirements �� Indicate in block 15 the number of years served.  All military retirements are acceptable.



10.  U.S. Military Academy and U.S. Air Force Academy �� Forms are accepted after completion of initial summer training and upon graduation and commissioning.  Include degree and field of study for the latter.  Form accepted only from training facility or school public affairs office.



11.  ROTC �� Receipt of ROTC scholarship, completion of ROTC Summer Camp and commissioning through ROTC programs are all acceptable events.  Form must contain source of commission (where applicable), degree level and field of study.  Form must also show ROTC unit and location as well as college or university attending, if different.



12.  Individual Achievement �� The following are acceptable.



    a.  Receiving a college degree (include name/location of institution, field of study and type of degree).



    b.  Being selected soldier/airman/NCO of the month/quarter/year at all levels of command.



    c.  Being named best in a job or career field for the month/quarter/year at all levels of command.  (Note:  Must include selection criteria.)



    d.  Direct commissions and warrant officer appointments/commissions.



    e.  Suggestion awards if $50 or more (include copy of suggestion citation).



    f.  Other acceptable individual achievement �� include participation in event of national importance �� must be coordinated with and approved by Hometown News Service, Print Media Division, prior to submission of forms.
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13.  Competitions �� Individual winners and members of winning teams are the only people eligible to submit forms.  Competition must test readiness in combat�related skills with competitors being drawn from theater� or world�wide pool of entrants.  Message, letter, or cover story giving complete competition information must be received and approved by HTNR Service prior to submission of forms.



14.  Special Programs �� Selection for service�funded, degree�producing programs as well as for education or training with industry.



15.  Sports Competition �� The following sports competition events are acceptable.



    a.  Selection for membership on U.S. Olympic or Pan�American Games teams.



    b.  American Athletic Union (AAU) participants.  National level only.



    c.  National�level sports competition participation.



    d.  Participation in national level or higher Nationa1 Rifle Association�sponsored competitions.



    e.  Winners or members of winning teams at MACOM/MAJCOM�sponsored, or higher, championship�level sports competitions.  Installation and unit level winners are not acceptable.  Forms will be accepted only from the sponsoring MACOM/MAJCOM or host installations.  A cover story is required detailing the date, location, units represented and news service prior to submission of any form.



16.  Nonspecialty�Related Training �� Forms submitted on actual graduations from all non�MOS/AFSC/specialty�related training of 4 weeks or longer (with the exception of Airborne School) will be accepted in the following subjects.



    a.  Staff College.



    b.  War College.



    c.  Industrial College.



    d.  Leadership Training:  Army (PLDC, Basic Noncommissioned Officer Course, First Sergeants Academy, Sergeants Major Academy' Airborne School, Ranger School and Special Forces school) and Air Force (NCO Leadership School, NCO Academy, Senior NCO Academy, and Squadron Officer School).  Air Force forms for NCO Prep School are not accepted.
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    e. Other advanced, non�MOS/AFSC�related training of 4�weeks duration or longer will be considered on a case�by�case basis by HTNR Service upon receipt of a letter or message from the MACOM/MAJCOM with responsibility for the school.  The letter or message must detail school location, course curriculum, course length, and request for consideration.  Requests from other sources will not be considered.



    f.  Ranger School.



    g.  Special Forces School.



Forms will be accepted only from training facility or school public affairs office.  Form is acceptable only if dated and received after the event has occurred.



17.  Assumption of Command �� Acceptable at all levels, to include appointment as unit sergeant major, senior enlisted advisor, and first sergeant.  Form is accepted only if dated and received after the event has occurred.



Section II.  Civilian Employees



18.  Decoration for exceptional civilian service.



19.  Civilian Award for Valor.  MACOM/MAJCOM level.



20.  Army or Air Force Civilian Award for valor.



21.  DoD Distinguished Civilian Service Award.



22.  President’s Award for Distinguished Federal Civil Service.



23.  Receipt of suggestion award for $500 or more.



24.  Graduation from military schools (as in paragraphs 3 and 16) when the civilian employee is a member of a class primarily composed of military personnel.



25.  Meritorious Civilian Service Award.



26.  Commander's Award for Civilian Service.
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APPENDIX D



COMMON ERRORS ON DD FORM 2266



1.  No signature or different signature from name in block 3.



2.  Social security number omitted, incomplete, or erroneous.



3.  Duplicated or carbon�copy signature.



4.  Information is illegible.



5.  Family�member ties.



    a.  Omitted.



    b.  Incomplete names.



    c.  Incomplete addresses.



    d.  No address.



    e.  No street address in a city of 30,000 or more population.



    f.  Unexplained differences in spelling of last name.  (For example, the name of the soldier is "Smyth" and his father's name is "Smythe.")



    g.  Foreign or military (AP and FPO) address only.



    h.  Parents are listed at the same address when service member indicates they are divorced or separated.



    i.  Name and address of spouse not listed when spouse is only hometown link.



6.  Rank.



    a.  Omitted.



    b.  Improperly identified in block 1.



7.  Post or city of assignment omitted.



8.  Event.



    a.  Omitted.
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    b.  Date of event omitted.



    c.  Date of event changed without explanation in block 19.



    d.  Cover story not provided when necessary.



    e.  Conflict between event and rank block.



    f.  Story facts not clear.



    g.  Story not processed by the Hometown News Service.



9.  Outdated.



    a.  Event more than 30 days old when DD Form 2266 received.



    b.  Signature more than 30 days old when form received and information not verified in block 21.



10.  ZIP code.



    a.  Invalid or not listed in the postal directory.



    b.  No media has requested releases for the ZIP code area.



11.  Technical school graduate submitted by the gaining unit.  (All school stories must be sent by the school.)



12.  Departures for permanent change of station, temporary duty, or expiration of terms of service.  (The only acceptable story is retirement.)



13.  Use of APO or FPO numbers instead of geographic location.



14.  Transfer on same post or in same overseas country.



15.  Form received by the Hometown News Service before the date of the event in block 8 (acceptable only for retirement which may be submitted up to 30 days in advance.)



16.  Individual denies permission to release information.
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APPENDIX E (ADDED)



PICTORIAL GUIDELINES



1.  Photographs or negatives are not suitable for use if—



    a.  Any person in the photograph is not identified or action is unexplained.



    b.  Out of focus.



    c.  Poorly lit.



    d.  Poorly exposed.



    e.  Excessive or insufficient contrast.



    f.  Scratched.



    g.  Fogged, stained, or streaked.



    h.  Fingerprinted.



    i.  Damaged.



    j.  Image size too small or too large.



    k.  Cropped too tightly.



    1.  Spotted by dust.



    m.  Excessively grainy.



    n.  Staple or paperclip mark is on the image.



    o.  Quality does not meet public release standards.



    p.  Ballpoint pen impression is visible (from writing on back of print).



    q.  35�mm negatives are individually cut.



    r.  The action is inappropriate or is a gimmick shot.



    s.  Sunglasses are worn.



    t.  There is a uniform discrepancy.
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    u.  Color film or color prints are sent.



    v.  The subject presents a poor personal appearance.



    w.  The subject has a poor facial expression.



    x.  There are too many people in the photograph.



    y.  Subjects are poorly placed.



    z.  Classified material or security badge is visible.



2.  Cutlines must fully identify all individuals in the photo.



3.  Place negatives in an envelope with full identification.



4.  Corresponding identification must be in block 19 of DD Form 2266.



�5.  Attach photograph or negative envelope to DD Form 2266.



6.  Use protective backing for prints or negatives when mailing.
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APPENDIX F (ADDED)



EXAMPLES OF NEWS RELEASES



1.  Example A.  Award presentation.



ARMY AND AIR FORCE HOMETOWN NEWS��Specialist 4 James R. Lamont, son of James D. and Linda M. Lamont of 2418 Benson Drive, Fredrick, MD, has been decorated with the Army Commendation Medal at Fort Riley, KS.



The Army Commendation Medal is awarded to those individuals who demonstrate outstanding achievement of meritorious service in the performance of their duties on behalf of the Army.



    Lamont is a cannon crewman with the 1st Infantry Division.



    His wife, Karen, is the daughter of Kenneth L. Bell of 159 Downing St., Oxon Hill, MD.



    The specialist is a 1976 graduate of Fredrick High school.



2.  Example B.  Promotion.



ARMY AND AIR FORCE HOMETOWN NEWS��Richard D. Anderson, son of Richard E. and Donna M. Anderson of 5980 Maple Ave., Lakewood, CA, has been promoted in the U.S. Army to the rank of sergeant.



    Anderson is a combat engineer in Frankfurt, West Germany, with the 3rd Armored Division.



    He is a graduate of Lakewood High School.



3.  Example C.  Arrival for duty.



ARMY AND AIR FORCE HOMETOWN NEWS��First Lieutenant William T. Dane, son of Lawrence A. and Pamela L. Dane of 7280 Prairieview Lane, Lubbock, TX, has arrived for duty at Fort Richardson, AK.



    Dane, a platoon leader with the 172nd Infantry Brigade, was previously assigned at Fort Polk, LA.



    He is a 1977 graduate of Texas A&M University, College Station.



4.  Example D.  School graduation.
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ARMY AND AIR FORCE HOMETOWN NEWS��Private James L. Taylor, son of William A. Taylor of 3832 Holly Drive, and Phyllis R. Royer of 1214 Maine Drive, both of Decatur, IL, has completed training as a Army military policy specialist under the one Station Unit Training (OSUT) program at Fort McClellan, AL.



    OSUT is a 13�week period that combines basic training with advanced individual training.



    Students were trained in civil and military law, traffic control, map reading and self�defense.



    Taylor is a 1982 graduate of Thomas Jefferson High School, Decatur.
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The proponent of this regulation is the Public Affairs office.  Users are invited to send comments to Cdr, USAFACFS, ATTN: ATZR�A, Fort Sill, OK 73503.



FOR THE COMMANDER:









OFFICIAL:					  GUY M. BOURN

  Colonel, FA

  Chief of Staff



/signed/

JIMMY S. PARKER

Director of Information

  Management



DISTRIBUTION:

MS Exchange Public Folders

Fort Sill Intranet Download Site

HQDA (SAPA�PP), Washington, DC 20310�1509
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