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MARI NE CORPS ORDER 1510. 62A
From Commandant of the Marine Corps
To: Di stribution List
Subj: | NDI VI DUAL TRAI NI NG STANDARDS (I TS) SYSTEM FOR PUBLI C AFFAI RS,

OCCUPATI ONAL FI ELD ( OCCFLD) 43

Ref : (a) MCO 1510. 34A
(b) MCO 1553. 1B
(c) MCO 1553.2
(d) MCO 1553.3
(e) MCO 3500. 27
Encl: (1) Description of an Individual Training Standard
(2) Managenent of |ndividual Training Standards
(3) Sunmary/Index of Individual Training Standards
(4) Conmmon | ndividual Training Standards
(5) Training Support
(6) Individual Training Standards
(7) Sunmary/Index of Individual Training Standards by Specific

Category (MXT, DL, PST)

1. Purpose. To publish revised Individual Training Standards (ITS) at
encl osures (1) through (7) for OccFld 43, Public Affairs.

2. Cancellation. MCO 1510.62

3. Background

a. The references establish the systemused to publish all training
standards, provide policy, and assign training responsibilities,
especially as applied to the Systens Approach to Training (SAT).

b. |TSs establish the training requirenents for all Marines in the sane
occupational field (CccFld), Mlitary Cccupational Specialty (MXS), or
billet. They provide a foundation upon which unit conmmanders and
Functional Learning Center (FLC) directors build training packages for

i ndi vi dual Marines as part of unit training plans or formal courses of

i nstruction

c. |TSs represent the skills that contribute to the unit m ssion as
expressed in the M ssion Performance Standards (MPS). Changes to doctrine
or force structure or the introduction of new weapons or equi pnment may
necessitate revision of this Order.

4. Summary of Revision. This order deletes two specialities fromthe ITS
Order (MOS 4321 Print Journalist and MOS 4391 Public Affairs Chief) to
reflect the current OccFld structure. It includes MOS 4341 Conbat

Corr espondent .

5. Information. |TSs are used by unit comuanders and FLC directors to
desi gn, devel op, conduct, and eval uate the individual training of Marines
Unit conmanders are
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responsi ble for the sustainnment of all individual tasks that have been
deemed, through analysis, to support the unit’s M ssion Essential Task
List (METL). Unit commanders can, therefore, use the tasks contained in
this Order as the basis of individual training through Managed On- The-Job
Training (MXT), instruction in unit-level schools, or incorporation in
their training plans. FLC directors will derive Termi nal Learning

oj ectives (TLO and Enabling Learning Objectives (ELO fromthe tasks,
condi tions, standards, and performance steps of each associated ITS. Task
lists reported by FLCs on Course Descriptive Data (CDD) submnissions will
consi st of tasks contained in this Order that are designated for training
at the appropriate level in the FLC

6. Action

a. Commanding General, Mirine Corps Conbat Devel opnent Command (GG
MCCDC)

(1) Ensure all FLCs use this Oder to train personnel to the
standards required by grade and MOS.

(2) Ensure the Marine Corps Institute (MZ) and the Training and
Audi ovi sual Support Centers (TAVSC) provi de standardized job aids and
ot her training support requirenents to facilitate training in units.

(3) Review, revise, and nanage the upkeep of this Oder in
coordination with Qperating Force and Supporting Establishnent conmanders
and MOS Speci al i sts/ CccFl d Advi sors.

(4) Ensure the Conbat Devel opnent Process identifies the inpact on
training, by MOS and ITS, of all new equi pnent.

(5) Ensure coordination with the Commander, Marine Corps Systens
Command ( COMVARCORSYSCOM) to integrate the acquisition of new equi pnent
into FLC training per the published |ITSs.

b. Commanding Generals of the Marine Forces and Supporting
Est abl i shnment Commands and Conmanders of Separate O gani zations not
Commanded by a General Oficer

(1) Use this Order as the basis for individual training.

(2) Conduct MAIT prograns and/or instruction in unit |level schools
to satisfy initial, sustainnent, and refresher training requirenents in so
far as the tasks support unit mi ssion requirenents.

7. Subm ssion of Reconmendations and Requirenents. Recomendations
concerning the content of this Order are invited. Subnmt recommendations
for additions, deletions, or nodifications to CG MCCDC (C461) via the
chai n of conmmand.
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8. Reserve Applicability. This Oder is applicable to the Mrine Corps
Reserve.

DI STRI BUTI O\ PCN 10201654400

Copy to: 7000110 (55)
7230004 (20)
8145005 (2)
8145001 (1)
7000144 (1)
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DESCRI PTI ON OF AN | NDI VI DUAL TRAI NI NG STANDARD

1. |ITS Designator. Each ITS has a unique three-part identifier that
represents an MOS (or billet), a duty (or functional) area within that
MOS, and a specific task included in that duty area. Each part is

separated by periods. An exanple of an I TS Designator is 0311. 02.08.

a. The first four positions ("0311" in the exanple above) represent
the MOS or billet. For any ITS associated with an official MJS, the four
digits must be identical to those assigned to the MOS in MCO P1200.7 (MOS
Manual ) .

b. The mddle two positions ("02" in the exanple above) represent the
duty or functional area. Duty areas within a given MOS are assi gned
Arabic numerals. Duty areas 1 through 9 are always preceded by a | eadi ng
zero. In the exanple above, "02" represents the second duty area under
MOS 0311.

c. The last two positions ("08" in the exanpl e above) represent a
specific task. Tasks within a specific duty or functional area are
assi gned Arabic nunerals. Tasks 1 through 9 are always preceded by a
| eading zero. In the exanple above, "08" represents one task within the
second duty area under MOS 0311.

2. |TS Conponents. There are six basic conponents of an ITS, five of
whi ch are mandatory:

a. Task. The task describes a specific and necessary behavi or
expected of a Marine in a particular MOS or job. It is a clearly stated,
performance-oriented action requiring a learned skill. Skills that "nmake"
a Marine or qualify that Marine for an MOS are designated as "Core."
Those advanced skills that are nmission, rank, or billet specific are
desi gnated as "Core Plus."

b. Condition(s). This portion of the ITS describes the equi pnent,
manual s, assi stance/ supervi sion, special physical demands, environnental
conditions, and location affecting a Marine's perfornmance of the task
under real -world circunstances.

c. Standard(s). This portion of the ITS describes the |evel of
proficiency to which the individual nust performthe task.

d. Performance Steps. Collectively, the performance steps represent
the | ogi cal sequence of actions required of the Marine to performthe task
to standard. These actions are typically detailed in the references.

e. Reference(s). References are doctrinal publications, technical
manual s, and ot her publications upon which the ITS and its perfornmance
steps are based. They should be readily avail able and provide detail to
the procedures that are only sunmari zed in the perfornance steps.

f. Administrative Instructions (Optional). Administrative
instructions provide the trainer/instructor with special required or
recommended circunstances, including safety precautions, relating to the
training or execution of the task. These instructions may also clarify
t he neani ng of the task.

3. LTS Training

a. Initial Training Setting. Al ITSs are assigned an initial
training setting

ENCLOSURE (1)
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that includes a specific location for initial instruction [Functiona
Learni ng Center (FLC) or Managed On- The-Job Training (MJJT)], a
sust ai nment factor (nunber of nonths between evaluation or retraining to
mai ntain the proficiency required by the standard), and a "Required By"
rank (the | owest rank at which task proficiency is required).

b. Training Materiel (Optional). Training materiel includes al
trai ning devices, simulators, aids, equipnment, and materials [except
amuni tion, distance learning (DL) products, and performance support tools
(PST)] required or recormmended to properly train the task under the
specified conditions and to the specified standard.

c. Amunition (Optional). This section includes any anmunition
expl osi ves, and/or pyrotechnics required for proper training of the ITS.

d. Distance Learning Product(s) (Optional). This section includes a
list of any currently available or planned DL products designed to provide
training related to this task.

e. Performance Support Tool (s) (Optional). This section includes a
list of any currently available or planned PSTs designed to provide
training related to this task.

ENCLOSURE (1)
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MANAGEMENT OF | NDI VI DUAL TRAI NI NG STANDARDS

1. 1TS Use

a. |TSs formthe basis for all individual training in Functiona
Learning Centers (FLC) and units. They are witten for all MOSs in order
to specify the critical skills required by units of their individual
Marines in support of the unit’s conmbat missions as defined in the unit’s
M ssion Essential Task List (METL).

b. FLC directors are responsible for reviewing all ITSs marked for
initial training at the FLC. They must conduct courses of instruction on
those I TSs appropriate for their student populations in ternms of grade or
rank. The task portion of each ITS taught in a given course nust appear
in the Task List (Item 24) of the CDD for that course. |In accordance with
SAT, a Program of Instruction (PO) nust al so be devel oped for the course.

c. |TSs provide neasures of performance that can be used by unit
conmanders to di agnose individual deficiencies and design training. Noted
defi ci enci es should be schedul ed for renediation on training plans or
t hrough Managed On- The-Job Training (MJJT), as appropriate

d. A Marine should continue to receive instruction on |ITSs that

support the unit’s METL. Individual training cannot cease upon graduation
fromthe FLC because FLCs cannot prepare every Marine to serve in every
billet. |Individuals should be given opportunities in the unit to gain

experience and responsibility as quickly as possible.

2. | TS Maintenance

a. Avrelationship exists between | TSs and the threat to Marine
forces. Changes in the threat often trigger correspondi ng changes in our
weapons, equi pment, or doctrine, which then necessitate produci ng new or
updated training standards. Such action requires a teameffort on the
part of the operating forces, the FLCs, and staff agencies at both
Headquarters, U S. Marine Corps and the Marine Corps Conbat Devel opnent
Command ( MCCDC) .

b. |1TSs are ultimately validated by unit commanders and FLC
directors. Records of Proceedings (ROP) resulting from Course Content
Revi ew Boards (CCRB) conducted by FLCs are particularly well suited for
recommendi ng revisions. The ROP should contain a justification for each
proposed addition, deletion, or change and shoul d acconpany any
request to obtain authority to depart fromthe currently published |ITSs.
Unit commanders can recomend changes through participation in a school’s
CCRB or directly via the chain of command. Unl ess significant changes
warrant earlier action, |ITS orders are revised and republished on a 4-year
cycle

c. |TS managenent is a dynam ¢ process involving user mintenance as
the key to refining standards to best serve unit missions. |ITS users
shoul d eval uate whether |ITSs support or fail to support an MOS, and I TS
conponents shoul d be exanined for realismand pertinence. Users are
encouraged to submt reconmended changes to published I TSs through the
chain of command

ENCLOSURE ( 2)
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SUMVARY/ | NDEX OF | NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure is a sunmary listing of all |ITS tasks grouped
by MOS and Duty Area.

2. Format. The columms are as foll ows:

a. SEQ Sequence Nunber. This nunber dictates the order in which
tasks for a given duty area are displayed.

b. TASK. |ITS Designator. This is the pernmanent designator assigned
to the task when it is created.

c. TITLE. ITS Task Title.

d CORE. An "X' appears in this colum when the task is designated
as a "core" task required to "make" a Marine and qualify that Marine for
the appropriate MXS. The absence of an "X" indicates that this is an
advanced ("core plus") task that is nmission, rank, or billet specific.

e. FLC Functional Learning Center. An "X' appears in this colum
when the FLC is designated as the initial training setting. The absence
of an "X" indicates that the initial training is acconplished through
Managed On- The-Job Training (MXT).

f. DL. Distance Learning Product. An "X" in this colum indicates
that at |east one DL product is associated with this task. Consult
encl osure (6) for details.

PST. Performance Support Tool. An "X' in this columm indicates
that at |east one PST is associated with this task. Consult enclosure (6)
for details.

h. SUS. Sustainment Training Period. An entry in this colum
represents the nunber of nonths between eval uation or retraining by the
unit to maintain the proficiency required by the standard, provided the
task supports the unit’s METL.

i. REQBY. Required By. An entry in this columm depicts the | owest
rank required to denonstrate proficiency in this task.

j. PAGE. Page Nunber. This colum lists the nunber of the page in
encl osure (6) that contains detailed informati on concerning this task.

SEQ TASK TITLE CORE FLC DL PST SUS

REQ BY PAGE

MOS 4302, PUBLI C AFFAI RS OFFI CER

DUTY AREA 01 - SUPERVI SI ON

1) 4302.01. 01 SUPERVI SE A PUBLI C AFFAI RS PROGRAM X X 12 2ndLt  6-A-1

2) 4302.01.02 WRI TE COMVAND COR | NSTALLATI ON ANNUAL 12 2ndLt  6-A-2
PUBLI C AFFAI RS CAMPAI GN PLAN

3) 4302.01. 03 EVALUATE REQUESTS FOR LATERAL MOVES | NTO 12 2ndLt  6-A-2
OCCFLD 43

4) 4302.01.04 ESTABLI SH PUBLI C AFFAI RS STANDI NG 12 2ndLt  6-A-3

OPERATI NG PROCEDURES ( SOP)

ENCLOSURE ( 3)
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SEQ TASK

TITLE CORE FLC DL PST SUS REQ BY PAGE

5) 4302.01. 05 DRAFT PUBLI C AFFAI RS ANNEX TO OPERATI ONS X X

6) 4302.01.06

7)
8)

9)
10)
11)
12)
13)
14)

15) 4302.

4302.
4302.

4302.
4302.
4302.
4302.
4302.
4302.

01.
01.

01.
01.
01.
01.
01.
01.

01.

07
08

09
10
11
12
13
14

15

DUTY AREA 02 -

PLANS AND ORDERS

REVI EW RELEASABLE | NFORMATI ON FOR X X
SECURI TY, ACCURACY, POLICY, AND

PROPRI ETY

ESTABLI SH PUBLI C | NFORMATI ON HOTLI NES

COCRDI NATE THE DRAFTI NG OF SPEECHES OR X X
ARTI CLES FOR PUBLI CATI ON

ESTABLI SH A COMVAND | NFORVATI ON' BUREAU

(C B)

DEVELOP PUBLI C AFFAI RS EMERGENCY/ CRI SI S

ACTI ON PLAN

WRI TE PROPCSED PUBLI C AFFAIRS GUIDANCE X X
(PAG)

MAI NTAI N THE PUBLI C AFFAI RS TABLE OF

EQUI PVENT ( T/ E)

SUPERVI SE PREPARATI ON OF ANNUAL PUBLI C

AFFAI RS BUDGET

ADVI SE THE COMMVANDER, SENI OR STAFF X X
OFFI CERS, AND SUBORDI NATE COMVANDS ON

CURRENT PUBLI C AFFAI RS MATTERS

SUPERVI SE COWAND WEB SI TE X X

COVMWUNI TY RELATI ONS

1) 4302.02.01

4302.
4302.
4302.
4302.

4302.
4302.

4302.

02.
02.
02.
02.

02.
02.

02.

02
03
04
05

06
07

08

DUTY AREA 03 -

MAI NTAI N A PROFESSI ONAL WORKI NG X X
RELATI ONSHI P W TH Cl VI C LEADERS AND

FEDERAL, STATE, AND LOCAL GOVERNVENT

ORGANI ZATI ONS

COORDI NATE MARI NE CORPS PARTICI PATION IN X X
SI GNI FI CANT LOCAL, STATE, AND NATI ONAL

EVENTS

PLAN TOUR PROGRAMS

COORDI NATE PLANNI NG FOR COMVAND OPEN

HOUSE

ORGANI ZE COMVAND SPEAKER S BUREAU

PROGRAM

DRAFT SPECI AL EVENTS CALENDAR

PROMOTE CULTURAL AWARENESS THROUGH

| NTERNAL | NFORVATI ON VEHI CLES

ASSESS THE EFFECTI VENESS OF COVMUNI TY X X
RELATI ONS PROGRAMS

| NTERNAL | NFORIVATI ON

1) 4302.03.01

2) 4302.03.02

3) 4302.03.03

ENCLOSURE ( 3)

SUPERVI SE THE PRODUCTI ON OF | NTERNAL X X
| NFORMATI ON VEHI CLES

SET PARAMETERS FOR CI VI LI AN ENTERPRI SE

(CE) NEWSPAPER CONTRACT

ASSESS THE EFFECTI VENESS OF | NTERNAL X X
| NFORMATI ON PROGRANS

12 2ndLt 6-A-4
12 2ndLt 6-A-5
12 2ndLt 6-A-6
12 2ndLt 6-A-7
12 2ndLt 6-A-8
12 2ndLt 6-A-9
12 2ndLt 6-A-10
12 2ndLt 6-A-11
12 2ndLt 6-A-11
12 2ndLt 6-A-12
12 2ndLt 6-A-13
12 2ndLt 6-A-14
12 2ndLt 6-A-14
12 2ndLt 6-A-15
12 2ndLt 6-A-16
12 2ndLt 6-A-16
12 2ndLt 6-A-17
12 2ndLt 6-A-18
12 2ndLt 6-A-18
12 2ndLt 6-A-20
12 2ndLt 6-A-20
12 2ndLt 6-A-21
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SEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PAGE
DUTY AREA 04 - MEDIA
1) 4302.04.01 | NSTI TUTE MEDI A | DENTI FI CATI ON AND 12 2ndLt 6-A-23
ESCORT PROCEDURES
2) 4302.04.02 COORDI NATE NEWS CONFERENCES AND 12 2ndLt 6-A-23
BRI EFI NGS
3) 4302. 04. 03 COORDI NATE THE MEDI A RELATI ONS PROGRAM X X 12 2ndLt 6-A-25
4) 4302. 04.04 COORDI NATE RESPONSE TO Cl VI LI AN MEDI A X X 12 2ndLt 6-A-26
QUERI ES
5) 4302.04.05 COORDI NATE MEDI A | NTERVIEWS AND VISITS X X 12 2ndLt 6-A-27
6) 4302.04.06 DEVELCP COVMAND MEDI A TRAI NI NG PROGRAM 12 2ndLt 6-A-28
7) 4302.04.07 COCRDI NATE MEDI A COVERAGE FOR SPECI AL X X 12 2ndLt 6-A-29
EVENTS
8) 4302. 04. 08 SHOOT PHOTOGRAPHS 12 2ndLt 6-A-39
9) 4302.04.09 WRI TE NEWS STORY 12 2ndLt 6-A-30
MOS 4313, Broadcast Journali st
DUTY AREA 01 - SUPERVI SI ON
1) 4313.01. 01 SUPERVI SE ARMED FORCES RADI O AND X 12 GySgt 6-B-1
TELEVI SI ON SERVI CE (AFRTS) RADI O AND
TELEVI SI ON STATI ONS
DUTY AREA 02 - BROADCAST JOURNALI SM
1) 4313.02.01 CONDUCT A RADI O | NTERVI EW X X 12 Pvt 6-B-2
2) 4313.02.02 CONDUCT A TELEVI SI ON | NTERVI EW X X 12 Pvt 6-B-2
3) 4313.02.03 WRI TE BROADCAST NEWS COPY X X 12 Pvt 6-B-3
4) 4313.02. 04 WRI TE RADI O TELEVI SI ON SPOT ANNOUNCEMENT X X 12 Pvt 6-B-4
COPY
5) 4313.02.05 EDI T RADI O TELEVI SI ON BROADCAST COPY 12 Cpl 6-B-5
6) 4313.02. 06 REVRI TE PRI NT RELEASE FOR ELECTRONI C 12 Pvt 6-B-6
MEDI A
7) 4313.02. 07 ANNOUNCE BROADCAST COPY X X 12 Pvt 6-B-7
8) 4313.02.08 ANNOUNCE A RADI O MJSI C PROGRAM X X 12 Pvt 6-B-7
9) 4313. 02.09 PRODUCE A RADI O SPOT ANNOUNCEMENT X X 12 Pvt 6- B-8
10) 4313.02.10 PRODUCE A TELEVI SI ON SPOT ANNOUNCEMENT X X 12 Pvt 6-B-9
11) 4313.02.11 PRODUCE TV NEWS | NSERT X X 12 Pvt 6- B- 10
12) 4313.02.12 PRODUCE A RADI O NEWS | NSERT X X 12 Pvt 6-B-11
13) 4313.02.13 PRODUCE A NEWS/ SPORTSCAST X X 12 Pvt 6-B-12
14) 4313.02. 14 PRODUCE A RADI O FEATURE X X 12 Pvt 6-B-12
15) 4313.02.15 PRODUCE A TELEVI SI ON FEATURE X X 12 Pvt 6-B-13
16) 4313.02.16 PRODUCE SPECI AL EVENT PROGRAM X 12 Sgt 6- B-14
17) 4313.02. 17 OPERATE TV/ RADI O AUDI O CONTROL ROOM 12 Pvt 6- B- 15
EQUI PMENT
18) 4313.02.18 OPERATE AN ANALOG OR DI G TAL AUDI O X X 12 Pvt 6- B- 16
EDI TI NG DECK
19) 4313.02.19 OPERATE A VI DEO SW TCHER FOR A 12 Pvt 6-B-17
PRODUCTI ON
20) 4313.02.20 OPERATE A CHARACTER GENERATCR 12 Pvt 6-B-17
21) 4313.02.21 ARRANGE A NEWS/ | NTERVI EW SET 12 Pvt 6- B- 18
22) 4313.02.22 ARRANGE BASI C TELEVI SI ON STUDI O LI GHTI NG 12 Pvt 6- B-18
23) 4313. 02. 23 OPERATE STUDI O TELEVI SI ON CAMERAS 12 Pvt 6- B-19

ENCLOSURE ( 3)
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SSEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PAGE

24) 4313.02.24 ARRANGE ELECTRONI C NEWS GATHERI NG (ENG X X 12 Pvt 6- B- 19
LI GHTI NG

25) 4313.02.25 OPERATE ELECTRONI C NEWS GATHERI NG (ENG X X 12 Pvt 6- B- 20
EQUI PVENT

26) 4313.02.26 EDI T ANALOG TAPE AND NON-LINEAR VIDEO X X 12 Pvt 6- B-21

27) 4313.02.27 PRODUCE | NSERT UTI LI ZI NG VI SUAL X X 12 Pvt 6- B- 22
STORYTELLI NG CONCEPTS

28) 4313.02.28 DEVELOP A RADI O PROGRAM FORMAT X 12 Sgt 6- B- 23

29) 4313.02.29 PERFORM OPERATOR S MAI NTENANCE ON X X 12 Pvt 6- B- 23
BROADCAST EQUI PVENT

30) 4313.02.30 DEVELOP A MASTER RADI O PROGRAM SCHEDULE X 12 Sgt 6- B- 24

31) 4313.02.31 CONDUCT AN AUDI ENCE SURVEY X 12 Sgt 6-B-24

32) 4313.02.32 MANAGE RADI Q' TELEVI S| ON PROGRAM X 12 Sgt 6- B- 25
MATERI ALS

33) 4313.02.33 MANAGE TRAFFI C AND CONTI NUI TY (T&C) 12 Sgt 6- B- 26

34) 4313.02.34 ESTABLI SH BROADCAST STANDI NG OPERATI NG 12 Sgt 6- B- 27
PROCEDURES ( SOP)

35) 4313.02.35 SUPERVI SE BROADCAST NEWS OPERATI ONS X 12 Sgt 6- B- 28

MOS 4341, COVBAT CORRESPONDENT

DUTY AREA 01 - SUPERVI SI ON

1) 4341.01.01 MAI NTAI N PUBLI C AFFAI RS STANDI NG 12 SSgt  6-C- 1
OPERATI NG PROCEDURES ( SOP)

2) 4341.01.02 REVI EW RELEASABLE | NFORMATI ON FOR POLI CY X 12 Sgt 6-C 2
VI OLATI ONS

3) 4341.01.03 SUPERVI SE ON- THE- JOB TRAI NI NG (QJT) 12 SSgt  6-C 2
PROGRANS

4) 4341.01.04 BRI EF PUBLI C AFFAI RS OFFI CER (PAO) ON 12 Sgt 6-C 3
PUBLI C AFFAI RS TRAI NI NG PROGRAMS

5) 4341.01.05 DEVELOP PROCEDURES FOR RELEASE OF X 12 Sgt 6-C 4
| NFORVATI ON TO THE PUBLI C

6) 4341.01.06 SUPERVI SE PREPARATI ON AND DI STRI BUTI ON 12 Cpl 6-C 4
OF NEWS CLIPS

7) 4341.01.07 WRI TE PROPCSED PUBLI C AFFAI RS GUI DANCE X 12 Sgt 6-C5

8) 4341.01.08 SUPERVI SE | NTERNAL MEDI A PRODUCTI ON 12 Sgt 6-C5

9) 4341.01.09 REVI EW ADVERTI SI NG FOR PROPRI ETY X 12 Sgt 6-C 6

10) 4341.01.10 DRAFT PUBLI C AFFAI RS ANNEX TO OPERATI ONS X 12 Sgt 6-C 6
PLANS AND ORDERS

11) 4341.01.11 ESTABLI SH COMVAND | NFORVATI ON BUREAU 12 SSgt  6-C- 7
(C B)

12) 4341.01.12 PREPARE ANNUAL PUBLI C AFFAI RS BUDGET 12 SSgt  6-C- 8

13) 4341.01.13 PREPARE FI VE- YEAR PUBLI C AFFAI RS BUDGET 12 SSgt  6-C- 8

14) 4341.01.14 SUPERVI SE COMMAND WEB SI TE 12 SSgt  6-C- 9

DUTY AREA 02 - COVMUNI TY RELATI ONS

1) 4341.02.01 CONDUCT | NSTALLATI ON TOUR 12 PFC  6-C 10

2) 4341.02.02 DRAFT EVENTS CALENDAR 12 Cpl 6- C- 10

3) 4341.02.03 RESPOND TO COMMUNI TY | NQUI RY 12 PFC  6-C 11

4) 4341.02.04 RESPOND TO COMMUNI TY SPONSORED EVENTS X 12 Cpl 6-C 11

ENCLOSURE ( 3)
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CORE FLC DL PST SUS REQ BY PAGE

DUTY AREA 03 -

| NTERNAL | NFORNVATI ON

1) 4341.03.01 CONDUCT A NEWSPAPER SURVEY X 12 Sgt 6-C 13
DUTY AREA 04 - MEDIA
1) 4341.04.01 MAI NTAIN MEDI A CONTACT LI ST 12 Sgt 6-C 14
2) 4341.04.02 RESPOND TO MEDI A QUERY 12 Opl 6-C 14
3) 4341.04. 03 COORDI NATE MEDI A | NTERVI EW 12 Cpl 6-C 15
4) 4341.04.04 CONDUCT MEDI A TRAI NI NG 12 Sgt 6-C 15
5) 4341.04.05 PREPARE PRESS KI T 12 Pvt 6-C- 16
6) 4341.04.06 COORDI NATE MEDI A COVERAGE FOR NEWS 12 Cpl 6-C 16
EVENTS
7) 4341.04.07 CONDUCT BRI EFI NGS X 12 Sgt 6-C 17
DUTY AREA 05 - JOURNALI SM
1) 4341.05.01 CONDUCT | NTERVI EW X X 12 Pvt 6-C- 18
2) 4341.05.02 WRI TE NEW5S STORY X X 12 Pvt 6-C 18
3) 4341.05.03 WRI TE ACCI DENT NEWS STORY X X 12 Pvt 6-C 19
4) 4341.05.04 WRI TE FEATURE STCRY X X 12 Pvt 6-C 20
5) 4341.05.05 WRI TE SPORTS STORY X X 12 Pvt 6-C 20
6) 4341.05.06 WRI TE PHOTO CUTLI NES X X 12 Pvt 6-C 21
7) 4341.05.07 LOCALI ZE NEWS MATERI AL X X 12 Pvt 6-C 22
8) 4341.05.08 WRI TE AN EDI TORI AL 12 Pvt 6-C 22
9) 4341.05. 09 RESEARCH REPCRTI NG ASSI GNMVENT 12 Pvt 6-C 23
10) 4341.05.10 COPY EDI T MATERI AL FOR PUBLI CATI ON X X 12 Pvt 6-C- 23
11) 4341.05.11 WRI TE A NEWSPAPER HEADLI NE X X 12 Pvt 6-C 24
12) 4341.05.12 DESI GN PUBLI CATI ON X X 12 Pvt 6-C 24
13) 4341.05. 13 SHOOT PHOTOGRAPHS X X 12 Pvt 6-C 25
14) 4341.05.14 SELECT | MAGES FOR PUBLI CATI ON X X 12 Pvt 6-C 25
15) 4341.05. 15 SELECT APPROPRI ATE LENS FOR PHOTOGRAPHIC X X 12 Pvt 6- C- 26
ASSI GNVENT
16) 4341.05.16 PERFORM OPERATOR S MAI NTENANCE ON 12 Pvt 6-C- 26
CAMERAS AND LENSES
17) 4341.05.17 TRANSM T ELECTRONI C | MACES 12 Pvt 6-C 27
18) 4341.05. 18 OPERATE DI G TAL CAMERA X X 12 Pvt 6- C- 27
19) 4341.05.19 OPERATE CONVENTI ONAL CAMERA X X 12 Pvt 6-C 28
20) 4341.05.20 SHOOT PHOTO ESSAY X 12 Cpl 6-C 28
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COMVON | NDI VI DUAL TRAI NI NG STANDARDS

1. Ceneral. This enclosure lists the ITS tasks comon to nore than one MOS within theCccFld. It
is designed to assist the trainer in consolidating training for conmon tasks.

2. Format. The columms are as foll ows:

a. TASK TITLE. A listing of all tasks comon to at |east two MOSs.

b. COWON TASK NUMBERS. A listing of the ITS designators for all 1TSs containing the same task
title.

TJASK TITLE COVIMON TASKNUNBERS

DRAFT PUBLI C AFFAI RS ANNEX TO OPERATI ONS PLANS AND 4302.01.05 4341.01.10
ORDERS

SHOOT PHOTOGRAPHS 4302.04.08 4341.05.13
SUPERVI SE COVMAND WEB SI TE 4302.01.15 4341.01.14
VWRI TE NEWS STORY 4302.04.09 4341.05.02

ENCLOSURE ( 4)
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TRAI NI NG SUPPORT

1. This enclosure summarizes five categories of training support by ITS for the entire
CccFl d:

Appendi x A: References
Appendi x B: Training Mteriel
Appendi x C.  Amunition, Explosives, and Pyrotechnics
Appendi x D: Distance Learning Products
Appendi x E: Performance Support Tool s
2. If support identified in any appendix is not applicable to this OccFld, the appendix

will include a statenent to that effect.

ENCLOSURE ( 5)
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REFERENCES
1. Ceneral. References are doctrinal publications, technical manuals, and other publications upon
which an I TS and its performance steps are based. They should be readily avail able and provide the
detail ed procedures for acconplishing the task. This section includes a list of all reference
publications associated with any task in this CccFld.

2. Format. The columms are as foll ows:

a. REFERENCES. This columm summarizes all references associated with at least one TS task in
this CccFl d.

b. TASK NUMBERS. Alisting of all ITS tasks to which the corresponding reference is
associ at ed.

REFERENCES TASK NUMBERS

AP STYLEBOOK, Associated Press Stylebook 4302.01.01 4302.03.01 4302.04.09 4313.02.03
4313.02.04 4313.02.05 4313.02.06 4313.02.11
4313.02.12 4313.02.13 4313.02.14 4313.02.15
4313.02.16 4313.02.27 4313.02.35 4341.01.03

BROADCAST WRI TI NG STYLE CUI DE, Def ense 4313.02.03 4313.02.04 4313.02.05 4313.02.06
I nformati on School (DI NFOS) 4313.02.09 4313.02.10 4313.02.11 4313.02.12

CJCSM 3122. 3, Joint Operation Planning 4302.01.01 4302.01.05 4341.01.10 4341.01.11
and Execution System- Vol 11

COVMERCI AL BROADCAST REFERENCE TEXT, 4313.02.07 4313.02.08 4313.02.09 4313.02.10
Various aut hors 4313.02.11 4313.02.12 4313.02.13 4313.02. 14

COVVERCI AL JOURNALI SM REFERENCE TEXT, 4341. 05. 12
Vari ous aut hors

CONCEPTS AND | SSUES, Annual HQMC Prograns 4302.01.08 4302.02.05 4313.01.01 4341.01.01
and Resources publication

DI NFOS | NSTRUCTI ON MATERI ALS, Def ense 4302.01.01 4302.04.06 4302.04.08 4302.04.09
I nformati on School Reference Materials 4313.02.03 4313.02.04 4313.02.05 4313.02.06
4313.02.07 4313.02.08 4313.02.09 4313.02.10
4313.02.11 4313.02.12 4313.02.13 4313.02.14

Appendi x A to
ENCLOSURE ( 5)
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REFERENCES TASK NUVBERS

4313. 02. 15 4313.02.17 4313.02.18 4313.02.19
4313.02.20 4313.02.21 4313.02.22 4313.02.23
4313.02.24 4313.02.25 4313.02.26 4313.02.27
4341.01.03 4341.01.04 4341.04.01 4341.04.03
4341.04.07 4341.05.01 4341.05.02 4341.05.03
4341.05.04 4341.05.05 4341.05.06 4341.05.07
4341.05.08 4341.05.09 4341.05.10 4341.05.12
4341.05.13 4341.05.14 4341.05.15 4341.05.17
4341.05.18 4341.05.19 4341.05.20

DOD 5120. 20- R, Managenent and Operation 4302.03.01 4302.03.03 4313.01.01 4313.02.11

of Arnmed Forces Radi o and Tel evi si on 4313.02.16 4313.02.28 4313.02.30 4313.02.31

Service (AFRTS) 4313.02.32 4313.02.33 4313.02.34 4313.02.35

DOD 5500. 7-R, Joint Ethics Regul ation 4302.01.13 4341.01.01

(JER

DOD DI RECTI VE 3025.1, Mlitary Support to 4302.01. 07

Cvil Authorities (MSCA)

DOD DI RECTI VE 3025.12, Mlitary 4302. 01. 07

Assi stance for G vil D sturbances

(MACDI S)

DOD DI RECTI VE 5040.5, Alteration of 4302.01.06 4313.02.10 4313.02.11 4313.02.13

Oficial DoD I nagery 4313.02.15 4313.02.16 4341.05.14

DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o 4302.03.01 4302.03.03 4313.01.01 4313.02.01

and Tel evi si on Servi ce (AFRTS) 4313.02.02 4313.02.03 4313.02.04 4313.02.05
4313.02.06 4313.02.08 4313.02.09 4313.02.10
4313.02.11 4313.02.12 4313.02.13 4313.02.14
4313.02.15 4313.02.16 4313.02.28 4313.02.29
4313.02.30 4313.02.31 4313.02.32 4313.02.33
4313.02.34 4313.02.35

DOD DI RECTI VE 5122. 10, Anerican Forces 4302.02.07 4302.03.01 4313.01.01 4313.02.01

I nformati on Service (AFIS) 4313.02.02 4313.02.03 4313.02.04 4313.02.05
4313.02.06 4313.02.08 4313.02.11 4313.02.12
4313.02.13 4313.02.14 4313.02.15 4313.02.16
4313.02.28 4313.02.30 4313.02.31 4313.02.32
4313.02.33 4313.02.34 4313.02.35

DOD DI RECTI VE 5230. 16, Nucl ear Acci dent 4302.01.07 4302.01.10

and Incident Public Affairs (PA) Cuidance

DOD DI RECTI VE 5230.9, C earance of DoD 4302.01.04 4302.01.06 4302.01.10 4302.01.11

I nformation for Public Rel ease 4302.04.02 4302.04.04 4302.04.05 4302.04.06
4302.04.07 4313.02.01 4313.02.02 4313.02.03
4313.02.05 4313.02.06 4313.02.08 4313.02.12
4313.02.13 4313.02.16 4341.01.02 4341.01.05

DOD DI RECTI VE 5400. 11, Department of 4302.01.06 4302.01.07 4302.01.10 4302.04.02

Def ense (DoD) Privacy Program 4302.04.03 4302.04.04 4302.04.05 4341.05. 14

Appendi x A to
ENCLOSURE ( 5)

5-A-2



MCO 1510. 62A

17 FEB 00
REFERENCES TASK NUMBERS
DOD DI RECTI VE 5400. 13, Joint Public 4302.01.05 4341.01.10
Affairs Operations
DOD DI RECTI VE 5400. 7, Departnent of 4302.01.06 4302.01.07 4302.01.10 4302.01.14
Def ense Freedom of Information Act (FO A) 4302.04.02 4302.04.03 4302.04.04 4341.01.02
Pr ogram 4341.01. 11
DOD DI RECTI VE 5410. 14, Cooperation with  4302.01.07
U S. News Media Representatives at the
Scene of MIlitary Accidents Cccurring
Qutside MIlitary Installations
DOD DI RECTI VE 5410. 18, Conmunity 4302.01.01 4302.01.02 4302.01.04 4302.01.08
Rel ati ons 4302. 01.13 4302.01.14 4302.02.01 4302.02.02
4302. 02. 03 4302.02.04 4302.02.05 4302.02.06
4302.02.07 4302.02.08 4341.02.01 4341.02.04
DOD DI RECTI VE 5525.5, DoD Cooperation 4302. 01. 07
with Cvilian Law Enforcenent O ficials
DOD | NSTRUCTI ON 5120. 4, Departnent of 4302.01.01 4302.01.06 4302.03.01 4302.03.03
Def ense Newspapers, Magazi nes and 4341.01.08 4341.03.01
Cvilian Enterprise Publications
DOD | NSTRUCTI ON 5230.29, Security and 4302.01.15 4341.01.01 4341.01.14
Pol i cy Revi ew of DoD Information for
Public Rel ease
DOD | NSTRUCTI ON 5405. 3, Devel opnent of 4302.01.05 4302.01.10 4302.01.11 4341.01.07
Proposed Public Affairs Gui dance (PPAG 4341.01. 10
DOD | NSTRUCTI ON 5435. 2, Del egation of 4302.01.14 4341.01.01
Authority to Approve Travel In and Use of
Mlitary Carriers for Public Affairs
Pur poses
DOD | NSTRUCTI ON 5505. 10, Investigation of 4302.01.10 4341.01.01
Nonconbat—Deat-hs—of Active Dut \JI Nenhers
of the Arnmed Forces
DOD WEB POLI CY MEMORANDUM Dated 7 Dec 98 4302.01.15 4341.01.01 4341.01.14
JO NT PUB 1-02, DoD Dictionary of 4313.02. 03 4313.02.08 4341.01.03
Mlitary and Associ ated Terns
JO NT PUB 3-61, Doctrine for Public 4302.01.05 4341.01.10 4341.01.11
Affairs in Joint Operations
JO NT PUB 5-03.1, Joint Cperation 4302.01.05 4341.01.10 4341.01.11

Pl anni ng and Execution System Vol |
(Pl anning Policies and Procedures)

5-A-3
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REFERENCES

TASK NUMBERS

Joi nt Operation
Pl anni ng and Execution System (JOPES),
Vol |1

MANUFACTURER' S | NSTRUCTI ONS, I nstructions
for equi pnent operation/nai ntenance

MARADM N 094/99, World Wde Wb Site
Conpli ancy Assessnent, dtd 5 Mar 99

MCO 5100. 27, Armed Forces Radi o and
Tel evi si on Services (AFRTS)

MCO 5230. 18, C earance of Departnent of
Defense Information for Public Rel ease

MCO 5510.9_, Security of Information for
Publ i c Rel ease

MCO 5700. 5, Devel opnment of Proposed
Public Affairs Guidance (PPAG

MCO 5720. 70, Anerican Forces | nformation
Service

MCO 5720. 71, Joint Public Affairs
Oper ati ons

MCO 5720. 72, Procedures for Joint Public
Affairs Operations

MCO 6100.10_, Weight Control and Mlitary
Appear ance

MCO P1020.34_, Marine Corps Uniform
Regul ati ons

MCO P1200.7_, Mlitary Qccupati onal
Specialties Manual (Short Title: MOS
Manual )

MCO P5211.2_, The Privacy Act of 1974

Appendi x A to
ENCLOSURE ( 5)
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MCO P5600. 31 _, Marine Corps Publications

and Printing Regul ations

MEDI A SKI LLS GUIDE, Division of Public

Affairs instructional material

SECNAVI NST 5720.42_, Departnent of the
Navy Freedom of Information Act (FO A)

Program

SECNAVI NST 5720.44_, Department of the

Navy Public Affairs Policy and
Regul ati ons

SECNAVI NST 5720. 47, Departnent of Navy
Policy for Content of Publicly Accessible

Wrld Wde Web Sites, dtd 1 Jul 99

SOP, Standing Operating Procedures

T/ E, Table of Equi pnent

TRAI NI NG | NPUT PLAN (TIP), Marine Corps
Conbat Devel opment Conmand, T&E Divi sion,

MPB (C463FT) document (annual)
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TRAI NI NG VATERI EL

DOES NOT APPLY TO THI' S ORDER

Appendi x B to
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AMMUNI TI ON, EXPLOSI VES, AND PYROTECHN CS

DOES NOT APPLY TO THI' S ORDER

Appendix Cto
ENCLOSURE ( 5)
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DI STANCE LEARNI NG PRODUCTS

DOES NOT APPLY TO THI' S ORDER

Appendix D to
ENCLOSURE ( 5)



MCO 1510. 62A
17 FEB 00

PERFORVANCE SUPPORT TOOLS

DOES NOT APPLY TO THI' S ORDER

Appendi x E to
ENCLOSURE ( 5)
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I NDI VI DUAL TRAI NI NG _STANDARDS

1. Ceneral. This enclosure contains all of the ITSs for this OccFld, grouped by MOS. Each MXS is
contained in a separate Appendi x to Enclosure (6).

2. Format. For each ITS, the follow ng elements of information are provided:

a. TASK. The task describes a specific and necessary behavi or expected of a Marine in a

particular MOS or job. It is a clearly stated, performance-oriented action requiring a | earned
skill. Skills that "make" a Marine or qualify that Marine for the
appropriate MOS are designated as "CORE." Those advanced skills that are mission, rank,

or billet specific are designated as "CORE PLUS."

b. CONDI TI S). This portion of the ITS describes the equi pnent, manual s, assistance/
supervi sion, special physical demands, environnental conditions, and |location affecting a Marine's
performance of the task under real -world circunmstances.

c. STANDARD(S). This portion of the ITS describes the |evel of proficiency to which the
i ndi vi dual nust performthe task.

d. PERFORMANCE STEPS. Collectively, the performance steps represent the |ogical sequence of
actions required of the Marine to performthe task to standard. These actions are typically
detailed in the references.

e. INITIAL TRAINING SETTING All I1TSs are assigned an initial training setting that includes a
specific location for initial instruction [Functional Learning Center (FLC) or Managed On- The-Job
Training (MXT)], a sustainnent factor (nunber of nonths between evaluation or retraining to
mai ntain the proficiency required by the standard), and a "Required By" rank (the | owest rank at
whi ch task proficiency is required).

f. REFERENCE(S). References are doctrinal publications, technical nanuals, and other
publications upon which the ITS and its perfornmance steps are based. They should be readily
avai |l abl e and provide detail to the procedures that are only sumarized in the performance steps.

g. TRAINING MATERIEL (Optional). Training materiel includes all training devices, sinulators
ai ds, equipnment, and nmaterials [except anmunition, distance |earning (DL) products, and performance
support tools (PST)] required or recommended to properly train the task under the specified
conditions and to the specified standard. Mndatory itens are preceded by an asterisk(*).

h. AMMUNITION (Optional). This table, if present, depicts the amunition, explosives, and/or
pyrotechnics required for proper training of the ITS.

i. DISTANCE LEARNI NG PRODUCT(S) (Optional). This section includes a list of any currently
avail abl e or planned DL products designed to provide training related to this task.

j. PERFORMANCE SUPPORT TOOL(S) (Optional). This section includes a list of any currently
avai |l abl e or planned PSTs designed to provide training related to this task.

k. ADM NI STRATI VE | NSTRUCTI ONS (Optional). Administrative instructions provide the trainer/
instructor with special required or reconmmended circunstances, including safety

ENCLOSURE ( 6)
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precautions, relating to the training or execution of the task. These instructions may also clarify
t he neani ng of the task.
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MOS 4302, PUBLIC AFFAI RS OFFI CER

DUTY AREA 01 - SUPERVI SI ON

TASK: 4302.01. 01 (CORE) SUPERVI SE A PUBLI C AFFAI RS PROGRAM

CONDI TION(S): When assigned as a Public Affairs Oficer and given the appropriate references,
personnel, materials, and equipnent.

STANDARIX S): Per the references, ensuring the programincludes internal information, external
information, media relations, and comunity relations.

PERFORVANCE STEPS:

1. Evaluate the command’ s existing Public Affairs office organization.
2. Assess Public Affairs office manpower status.

3. Evaluate the Public Affairs Standing Operating Procedures (SOP).

4., Supervise an external infornation program

5. Supervise an internal information program

6. Supervise a community relations program

7. Supervise a media relations program

8. Evaluate quality of internal nedia products, to include (but not Iimted to) video and still
phot ogr aphy, print and broadcast naterials, and website design and content.

9. Monitor Managed On-the-Job (MXT) program
10. Assess the effectiveness of the entire Public Affairs program

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. CJCsSM 3122.3, Joint Operation Planning and Execution System - Vol 11
3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
4. DOD DI RECTI VE 5410. 18, Community Rel ations

5. DOD I NSTRUCTI ON 5120. 4, Departnent of Defense Newspapers, Magazines and
Cvilian Enterprise Publications

6. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons
Appendix Ato
ENCLOSURE ( 6)
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7. SECNAVI NST 5720.47, Departnent of Navy Policy for Content of Publicly
Accessible Wrld Wde Wb Sites, dtd 1 Jul 99

8. SOP, Standing Operating Procedures

9. TRAINING I NPUT PLAN (TIP), Marine Corps Conbat Devel opnent Command, T&E
Di vi sion, MPB (C463FT) document (annual)

ADM NI STRATI VE | NSTRUCTI ONS: The list of references is not all inclusive.

TASK: 4302.01.02 (CORE PLUS) WRI TE COMWWAND OR | NSTALLATI ON ANNUAL PUBLI C AFFAI RS
CAMPAI GN PLAN

CONDI TION(S): Wen assigned as a Public Affairs Oficer and given the appropriate
ref erences, personnel, materials, and equiprment.

STANDARIX S): Per the references, ensuring the plan conplies with current Marine Corps
and conmand goal s.

PERFORVANCE STEPS:

1. Quarterly review and update the annual Public Affairs plan.
2 Mai ntain |iaison with higher headquarters.

3. Miintain list of events that are unique to the command.

4 Coordi nate Public Affairs plan.

5. Ontain conmander’s approval of the Public Affairs plan.

6. Include annual Special Events Cal endar.

NI TIAL TRAINING SETTING  MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302. 01. 03 (CORE PLUS) EVALUATE REQUESTS FOR LATERAL MOVES | NTO OCCFLD 43

CONDI TION(S): When assigned as a Public Affairs Oficer and given the appropriate
references, materials, and equi prment.

STANDARIX S): Per the reference, ensuring candi dates neet the prerequisites of the
occupational field.

Appendi x A to
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PERFORVANCE STEPS:

1. Ensure the Career Planners are aware of OccFld 43 requirenents.
2. Interview all prospective candi dates.
3. Reviewtest results of all prospective candidates.
4, Screen record books of all prospective candi dates.
5. Submit appropriate recommendation to CMC (MM.
I NI TIAL TRAINING SETTING MXT Sustainnent: 12 Req By: 2ndLt

REFERENCE( S) :

1. MCO P1200.7_, Mlitary QOccupational Specialties Manual (Short Title: MOS
Manual )

ADM NI STRATI VE | NSTRUCTI ONS:

1. For officer lateral noves, contact the occupational specialist at D vPA for
gui dance.

2. For enlisted lateral nobves, contact the Public Affairs Chief at the nearest USM
base/ stati on.

TASK: 4302.01. 04 (CORE PLUS) ESTABLI SH PUBLI C AFFAI RS STANDI NG OPERATI NG PROCEDURES
(SCP)

CONDI TION(S): When assigned as Public Affairs Oficer and given the appropriate
references, materials, and equi prment.

STANDARIX S): Accurately incorporating the infornmation/procedures contained in the
r ef erences.

PERFORVANCE STEPS:

1. Review local objectives and policies.
2. Analyze local procedures in each of the functional areas of Public Affairs.
3. Evaluate existing Standing Operating Procedures (SOP).

4. Revise/Wite draft Standing Operating Procedures (SOP), incorporating
appropriate office procedures.

5. Route the draft Standing Operating Procedures (SOP) for
comment s/ r ecommendat i ons.

6. Incorporate revisions to the draft Standing Operating Procedures (SOP), if
appropri at e.
Appendi x A to
ENCLOSURE ( 6)
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7. Submit Standing Operating Procedures (SOP) for signature.
8. Publish Standing Operating Procedures (SOP).

NI TIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE(S) :
1. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease
2. DOD DI RECTI VE 5410.18, Community Rel ations

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

4, SOP, Standing Qperating Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Use CMC and ot her hi gher headquarters Strategi c/ Canpai gn
Pl ans as additional references.

TASK: 4302.01. 05 (CORE) DRAFT PUBLI C AFFAI RS ANNEX TO OPERATI ONS PLANS AND ORDERS

CONDI TION(S): When assigned as Public Affairs Oficer and given the appropriate
references, materials, and equi pnent.

STANDARIX S): Per the references.
PERFORVANCE STEPS:

1. Review the references.

2. Consult commander’s gui dance, the basic order, and hi gher headquarters Public
Affairs (PA) annex for assistance.

3. Wite annex, including provisions for all pertinent Public Affairs functional
ar eas.

4, Staff draft Public Affairs (PA) annex to affected staffs and sections.
5. Revise draft annex, as needed.

6. Submit approved Public Affairs annex for inclusion in Operations Plans and
O ders.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. CICSM 3122.3, Joint Operation Planning and Execution System- Vol I
2. DOD DI RECTI VE 5400. 13, Joint Public Affairs Operations
Appendi x A to
ENCLOSURE ( 6)
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3. DOD | NSTRUCTI ON 5405. 3, Devel opnent of Proposed Public Affairs Guidance
(PPAG

4, JONT PUB 3-61, Doctrine for Public Affairs in Joint Operations

5. JONT PUB 5-03.1, Joint Operation Planning and Execution System Vol |
(Pl anning Policies and Procedures)

6. JONT PUB 5-03.2, Joint Operation Planning and Execution System (JOPES), Vol
Il

7. MCO 5720.71, Joint Public Affairs Operations

8. MCO 5720.72, Procedures for Joint Public Affairs Qperations

TASK: 4302.01.06 (CORE) REVI EW RELEASABLE | NFORVMATI ON FOR SECURI TY, ACCURACY, POLICY,
AND PROPRI ETY

CONDI TION(S): Wen assigned as a Public Affairs Oficer and given the appropriate
references, materials, and equi prment.

STANDARIX S): Per the references, ensuring information accuracy and conpliance with
current law and Marine Corps policy.

PERFORVANCE STEPS:

1. Reviewthe references, with special attention paid to all references pertaining

to libel, slander, copyright laws, Privacy Act, and Freedom of Information Act.

2. Inplenent internal controls to ensure proper witing, editing,
revi ewi ng/ staffing, and approval of rel easable nmaterials.

3. Conduct staff training on current libel/slander |aws, copyright |aws, Privacy
Act, and Freedom of Information Act.

4., Determine proper release authority and |evel.

5. Ensure conpliance with all regulations, to include all Iibel/slander and
copyright laws, the Privacy Act, and the Freedom of |nformation Act.

6. Ensure release of imagery conforns with security, accuracy, policy, and
propriety.

7. Ensure editorial material is clearly identified and does not solicit nembership

or endorse political positions.

8. Ensure materials do not deal with matters of partisan politics.

9. Ensure advertising is not discrininatory, does not inply DoD endorsenent, and is

appropri ate.

10. Elimnate unnecessary nention of trade names or brand nanes.

Appendi x A to
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11. Ensure materials do not include pronotion of lotteries or ganes of chance.
12. Ensure materials do not violate security.

13. Ensure information is accurate.

14. Ensure all materials are appropriate for rel ease.

15. Release materials to all applicable nedia.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I nmagery
2. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease
3. DOD DI RECTI VE 5400. 11, Department of Defense (DoD) Privacy Program

4, DOD DI RECTI VE 5400.7, Departnment of Defense Freedom of Information Act
(FA A) Program

5. DOD | NSTRUCTI ON 5120. 4, Department of Defense Newspapers, Magazi nes and
Cvilian Enterprise Publications

6. MCO 5230. 18, Cd earance of Departnent of Defense Information for Public
Rel ease

7. MCO 5510.9_, Security of Information for Public Rel ease
8. MCO P5600.31_, Marine Corps Publications and Printing Regul ations

9. SECNAVI NST 5720.42_, Department of the Navy Freedom of Information Act
(FO A) Program

10. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.01. 07 (CORE PLUS) ESTABLI SH PUBLI C | NFORVATI ON HOTLI NES

CONDITION(S): Gven a scenario requiring hotline service, standard tel ephone service,
operating funds, personnel manning hotline phone(s), nmaterials, references, and

equi prmrent .

STANDARIX S): Per the references, ensuring operators provide accurate information in a
timely manner.

PERFORVANCE STEPS:

1. Evaluate need for a hotline service.

Appendi x A to
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2. If required, establish a hotline nunber (either an existing line or a dedicated
toll free/local Iline).

3. Establish standard hotline call handling procedures.

4. UWilize a tel ephone answering machine, if required.

5. Train hotline operators on call handling procedures.

6. Publicize hotline nunber(s).

7. Maintain a record of calls and responses.

NI TIAL TRAINING SETTING  MXMJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTIVE 3025.1, Mlitary Support to Civil Authorities (MSCA)
2. DOD DI RECTI VE 3025.12, Mlitary Assistance for Civil Disturbances (MACDIS)

3. DOD DI RECTI VE 5230. 16, Nucl ear Accident and Incident Public Affairs (PA)
Qui dance

4., DOD DI RECTI VE 5400. 11, Departnent of Defense (DoD) Privacy Program

5. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FA A) Program

6. DOD DI RECTI VE 5410. 14, Cooperation with U S. News Media Representatives at
the Scene of Mlitary Accidents Occurring Qutside Mlitary Installations

7. DOD DI RECTI VE 5525.5, DoD Cooperation with Cvilian Law Enforcenent
Oficials

8. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.01. 08 (CORE) COORDI NATE THE DRAFTI NG OF SPEECHES OR ARTI CLES FOR PUBLI CATI ON

CONDITION(S): G ven an engagenent requiring a speech or article for publication, access
to information, references, materials, and equipnent.

STANDARIX S): Per the references, ensuring speeches/articles accurately reflect comrand
policy, current law, and Department of Defense (DoD) and Marine Corps regul ations.

PERFORVANCE STEPS:

1. Research topics pertinent to the speech/article requirenent, considering the
follow ng el enents:

a. Audi ence anal ysis.

Appendi x A to
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b. Desired subject matter.
c. Command gui dance/ position.
d. Current concepts and issues.
2. Research speech files and Internet for existing pertinent material s.
3 Draft outline, bullets, or speech/article, as required.
4., Submit materials for approval or clearance, as appropriate.
5. Maintain copy of material in |local speech file.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. CONCEPTS AND | SSUES, Annual HQMC Programs and Resources publication
2. DOD DI RECTI VE 5410.18, Community Rel ations

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

ADM NI STRATI VE | NSTRUCTI ONS: Use USMC Strat egi ¢/ Canpai gn Plans as an additional
ref erence.

TASK: 4302.01. 09 (CORE PLUS) ESTABLI SH A COMWAND | NFORVATI ON BUREAU ( Cl B)

CONDITION(S): Gven a newsworthy event, nedia access, personnel, funds, reference,
materi al s, and equi prent.

STANDARD(S): Per the reference.
PERFORMANCE STEPS:

1. Evaluate the need for establishing a Command Information Bureau (Cl B) based on
nmedi a i nterest and inportance of the event.

2. Evaluate the level of nedia interest in the event, and deterni ne the anount and
type of equipnent the nmedia will bring to the event.

3. Evaluate resource requirenments (nmanpower, transportation, comunication, supply,
equi prent) .

4. Deternine avail abl e resources and perspective sites.
5. Draft Command Information Bureau (ClB) Standing Operating Procedures (SOP), to

include internal structure of the bureau, budgetary requirenents, anount and
type of equi pnent needed, and the inpact of environmental conditions.

Appendi x A to
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6. Ensure close coordi nati on between the Command | nfornati on Bureau and ot her
pertinent principle staff and subordi nate commands.

7. Miintain close coordination with the comuander.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.01.10 (CORE PLUS) DEVELOP PUBLI C AFFAI RS EMERGENCY/ CRI SI'S ACTI ON PLAN
CONDITION(S): G ven references, personnel, materials, and equipnent.

STANDARIX S): Per the references, ensuring the plan is conprehensive and tailored to the
needs of the conmand and the public.

PERFORVANCE STEPS:

1. Review command gui dance and applicabl e references.

2. Conpile and distribute an energency recall roster listing all nenbers of the
Public Affairs Ofice staff, including civilians.

3. Conpile a quick reference folder containing the follow ng material s:
a. Energency recall rosters of command and hi gher headquarters.

b. Information sheets, still photographs, slides, etc., of mmjor equipnent
itens located in the comand.

c. Formats/Exanpl es of news rel eases and radi o spot announcenents.

d. List of nedia contacts.
4, Establish procedures for activation of a Contingency Press Center (CPC) at a
suitable facility with anple parking, briefing capability, work space for News
Medi a Representatives (NVMRs), access to tel ephones, rest roomfacilities, and
other anenities, as required.

5. Wien necessary, establish procedures for activation and advertisenent of at
| east one toll-free telephone line to provide updated information to the public.

6. Establish a response-to-energency chain of command within the Public Affairs
Ofice (PAO staff.

7. Establish a duty roster of Public Affairs personnel to support a Crisis Action
Center, as needed.
Appendi x A to
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8. Establish a list of Subject Matter Experts (SMES) to respond to specific
questions, if necessary.

9. Establish an after-action reporting system

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. DOD DI RECTI VE 5230. 16, Nucl ear Accident and Incident Public Affairs (PA)
CGui dance

2. DOD DI RECTI VE 5230.9, C earance of DoD Information for Public Rel ease
3. DOD DI RECTI VE 5400. 11, Department of Defense (DoD) Privacy Program

4. DOD DI RECTI VE 5400.7, Department of Defense Freedom of |nformation Act
(FO A) Program

5.  DOD | NSTRUCTI ON 5405. 3, Devel opnent of Proposed Public Affairs Guidance
(PPAG

6. DOD | NSTRUCTI ON 5505. 10, Investigation of Nonconbat Deaths of Active Duty
Menbers of the Arned Forces

7. MO P5211.2_, The Privacy Act of 1974
8. SOP, Standing Operating Procedures

ADM NI STRATI VE | NSTRUCTI ONS: Use command crisis action plan as an additional reference.

TASK: 4302.01.11 (CORE) WRI TE PROPCSED PUBLI C AFFAI RS GUI DANCE ( PAG)

CONDITION(S): Gven a newsworthy event/exerci se/operation, references, conmand
gui dance, materials, and equiprent.

STANDARIX S): Per the references, ensuring the guidance reflects current Marine Corps

policies and regulations and includes a |list of expected questions and acceptable
answers.

PERFORVANCE STEPS:

1. Review the references and comand gui dance.

2. Research infornmation pertaining to the event/topic.

3. Devel op opening statenent to provide general information on the issue/topic.
4. Devel op antici pated questions/answers based on the event/topic. Questions
shoul d focus on the "who, what, when, where, why, and how' of the event/topic.

Questions should also include potentially enbarrassing issues/topics (i.e.,
those questions we hope will not be asked).

Appendi x A to
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5. Coordinate proposed Public Affairs Quidance with relevant staff sections and
subordi nate and adj acent commands, as appropriate.

6. otain final approval prior to publishing Public Affairs Guidance (PAG.
INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: 2ndLt

REFERENCE(S) :
1. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease

2. DOD | NSTRUCTI ON 5405. 3, Devel opnent of Proposed Public Affairs Guidance
(PPAG

3. MCO 5700.5, Devel opnent of Proposed Public Affairs Gui dance (PPAG

TASK: 4302.01.12 (CORE PLUS) MAI NTAIN THE PUBLI C AFFAI RS TABLE OF EQUI PMENT ( T/ E)

CONDITION(S): Gven the Table of Equiprment (T/E), a Public Affairs budget, projected
equi pment upgrades and additions, equipnent reconmendations, materials, and equi pnent.

STANDARIX S): Ensuring the appropriate equi pnent is either on hand, on order, or
properly annotated in a budget request.

PERFORVANCE STEPS:

1. Review the Table of Equipnent (T/E).

2. Reviewthe Public Affairs Chief’s equi pnent recomrendati ons and deternine
requi renents for audi ovi sual equi pnent.

3. Ensure all authorized equipnent is either on-hand, on order, or included in the
budget request.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :

1. T/E, Table of Equi pnent

TASK: 4302.01.13 (CORE PLUS) SUPERVI SE PREPARATI ON OF ANNUAL PUBLI C AFFAI RS BUDGET

CONDI TION(S): Provided the command’ s fiscal year budget and the appropriate references,
materi al s, and equi prent.

STANDARIX S) : Ensuring budget addresses all facets of the Public Affairs mission with
full justification and docunentation of each expenditure.

PERFORVANCE STEPS:

1. Deternmine Public Affairs budget requirenents based on the m ssion.

Appendi x A to
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2. Prioritize budget requirenents.

3. ldentify deficiencies.

4. Prioritize deficiencies.

5. Request additional funding for deficiencies, if appropriate.
6. Justify and docunent each proposed expenditure.

7. Monitor operating budget.

8. Review and subnit input during mdyear budget review

9. Wen required, submt an estimate for Public Affairs budget for future
expenditures (5-yr plan.)

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD 5500.7-R Joint Ethics Regulation (JER
2. DOD DI RECTI VE 5410.18, Community Rel ations

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.01.14 (CORE) ADVI SE THE COMVANDER, SENI OR STAFF OFFI CERS, AND SUBORDI NATE
COVMANDS ON CURRENT PUBLI C AFFAI RS MATTERS

CONDI TION(S): When assigned as a Public Affairs Oficer and given the appropriate
references, materials, and equi prment.

STANDARIX S): Per the references, ensuring the advice reflects current Marine Corps
policies and regul ati ons.

PERFORVANCE STEPS:

1. Review the references.
2. Ensure advice confornms with Marine Corps policies/orders.

3. InformDivision Public Affairs (Div PA) about issues with potential interest
beyond the local conmmunity.

4. ldentify courses of action and anticipated outconme for each.

5. Recommend t he best course of action based on specific Public Affairs
consi derati ons.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

Appendi x A to
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REFERENCE( S) :
1. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FO A) Program
2. DOD DI RECTI VE 5410. 18, Community Rel ations

3. DOD I NSTRUCTI ON 5435. 2, Del egation of Authority to Approve Travel In and Use
of Mlitary Carriers for Public Affairs Purposes

4. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.01.15 (CORE) SUPERVI SE COWAND WEB SI TE

CONDITION(S): Gven the appropriate conputer assets, information, references, |nternet
access, and responsibility for upkeep of the conmmand web site.

STANDARIX S): Per the references, ensuring information is accurate and consistent with
hi gher headquarters’ gui dance.

PERFORVANCE STEPS:

1. Review applicable references.

2. Evaluate assets, including availability of personnel and equi pnment to support
the web site.

3. Ensure web site content reflects the commander’s intent, is accurate, in
conpliance with regul ations, and consistent w th higher headquarters’ guidance.

4, Evaluate effectiveness of web site.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. DOD I NSTRUCTI ON 5230.29, Security and Policy Review of DoD Information for
Publ i c Rel ease

2. DOD VWEB POLI CY MEMORANDUM Dated 7 Dec 98
3. MARADM N 094/99, Wrld Wde Wb Site Conpliancy Assessnent, dtd 5 Mar 99
Appendi x A to
ENCLOSURE ( 6)
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DUTY AREA 02 - COVMUNI TY RELATI ONS

TASK: 4302.02.01 (CORE) MNAI NTAIN A PROFESSI ONAL WORKI NG RELATI ONSHI P W TH Cl VI C LEADERS
AND FEDERAL, STATE, AND LOCAL GOVERNVENT ORGANI ZATI ONS

CONDITION(S): Gven the appropriate personnel, references, materials, and equi prment.

STANDARD(S): Per the references.
PERFORMANCE STEPS:

1. Miintain a list of all community |eaders.

2. ldentify opinion | eaders w thin each group.

3. ldentify nenbers of military command with special comunity interests.
4, Actively encourage mlitary personnel to becone involved in comunity
activities.

5. Ensure mlitary representation on |ocal governnent and civic comittees.
6. Coordinate support to local civic groups.

7. Coordinate comand functions with local civic groups.

8. Coordinate activities/prograns with |ocal veterans’ groups.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE(S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.02. 02 (CORE) COORDI NATE MARI NE CORPS PARTI Cl PATION I N SI GNI FI CANT LOCAL,
STATE, AND NATI ONAL EVENTS

CONDITION(S): Gven references, personnel, materials, equipnment, and opportunities for
support.

STANDARIX S): Per the references, ensuring the Marine Corps participation is
appropri ate.

PERFORVANCE STEPS:

1. Reviewthe references to ensure conpliance with regul ati ons gover ni ng
participation in public events.

Appendi x A to
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2. Advise the comander and pertinent staff officers of all aspects of
partici pation.

3. Evaluate appropriateness of the civilian agency request.
4, Coordinate events of national inportance with Headquarters, U S. Marine Corps.

5. Coordinate participation (exhibits, displays, bands, etc.) in public events with
| ocal Departnment of Defense (DoD) activities.

6. Assist Marine Corps Recruiting Conmand with Public Affairs support, when
appropri at e.

7. Maintain records of all external requests and support provided.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302. 02. 03 (CORE PLUS) PLAN TOUR PROGRAMS
CONDITION(S): Gven the references, equipnent, and availability of personnel.

STANDARIX S): Per the references, ensuring the tours project a positive Marine Corps
i mage.

PERFORVANCE STEPS:

1. Analyze tour requirenents.

2 Anal yze each tour request.

3. Develop tours appropriate to the target audi ence.

4. Advi se commander and coordinate with all pertinent staff agencies.
5. Select personnel to serve as tour guides.

INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE(S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

Appendi x A to
ENCLOSURE ( 6)
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TASK: 4302.02. 04 (CORE PLUS) COORDI NATE PLANNI NG FOR COMVAND OPEN HOUSE
CONDITION(S): G ven appropriate references, materials, equipment, and personnel.

STANDARIX S): Per the references, ensuring the open house events are pertinent to the
public’'s interests and present a positive i mage of the Marine Corps.

PERFORVANCE STEPS:

1. Ensure open house events address the public’s interests.
2. Coordinate with commander and appropriate staff sections.

Coordinate with civilian public officials, as appropriate.

W

Develop a crisis action plan.

5. Publicize the open house events.

6. Invite the nmedia to the open house and provide guidelines for coverage.

7. Facilitate specific nedia requests.

8. Determine the need for a Command | nformati on Bureau and supporting materials.
9. Evaluate effectiveness of command open house.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.02. 05 (CORE PLUS) ORGANI ZE COMVAND SPEAKER S BUREAU PROGRAM
CONDITION(S): G ven access to conmand speakers, references, materials, and equi pnent.

STANDARIX S): Per the references, ensuring an assessnment of information accuracy,
speaker suitability, and program effectiveness.

PERFORVANCE STEPS:

1. Establish comrand Speaker’s Bureau Program

2. Assess opportunities for speaki ng engagenments with special consideration for
vet erans’ organi zations.

3. Verify accuracy of information presented.
Appendi x A to
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4, Conpile information/biographies on all qualified speakers, and assess
suitability of speaker for requesting audi ence.

5. Assess program effectiveness by eval uating frequency of engagenents, audience
f eedback, media and/or community response.

NI TIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. CONCEPTS AND | SSUES, Annual HQMC Progranms and Resources publication
2. DOD DI RECTI VE 5410.18, Community Rel ations

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.02.06 (CORE PLUS) DRAFT SPECI AL EVENTS CALENDAR

CONDITION(S): Gven a series of special events, references, materials, and equi pnent.
STANDARIX S): Per the references, including all pertinent events.

PERFORVANCE STEPS:

1. Research files for recurring special events and identify new events.

2. Query Chanber of Commerce, civic organizations, and | ocal veterans' groups for
significant events for inclusion.

3. Prioritize recurring/new special events.

4., Determine |level of support required.

5. Draft a proposed special events cal endar.
6. Staff draft cal endar for command approval .
7. Publicize approved special events cal endar.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

Appendi x A to
ENCLOSURE ( 6)
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TASK: 4302.02. 07 (CORE PLUS) PROMOTE CULTURAL AWARENESS THROUGH | NTERNAL | NFORVATI ON
VEHI CLES

CONDI TION(S): When operating in a foreign country, given the availability of internal
i nformati on systens, access to cultural information, references, materials, and

equi prent .

STANDARIX S): Per the references, ensuring adequate di ssem nation of information.

PERFORVANCE STEPS:

1. Solicit information on cultural sensitivities fromU. S. governnent sources
(State Departnent, U S. Intelligence Agency, etc.).

2. Ensure preparation and publication of newspaper feature stories.
3. Ensure preparation of handouts/panphlets for wel cone aboard material s.

4. Coordinate with Armed Forces Radi o and Tel evi sion Services (AFRTS) for airing of
cultural information.

INITIAL TRAINING SETTING  MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTIVE 5122.10, Anmerican Forces Information Service (AFIS)
2. DOD DI RECTI VE 5410.18, Community Rel ations
3. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)
4. MCO 5720. 70, Anmerican Forces Informati on Service

ADM NI STRATI VE | NSTRUCTI ONS: Consult with foreign nationals working with the comrand
for additional insight on cultural information.

TASK: 4302.02. 08 (CORE) ASSESS THE EFFECTI VENESS OF COVMUNI TY RELATI ONS PROGRAMS

CONDI TION(S): G ven ongoing comunity rel ations prograns, the appropriate references,
material s, personnel, and equipnent.

STANDARD(S): Per the references.
PERFORMANCE STEPS:

1. ldentify issues of inportance to the comunity.

2. Ensure issues of inportance to the conmunity are adequately addressed by the
command through the community rel ations program

3. Evaluate the community’s understandi ng of and appreciation for Marines and their
m ssi on.
Appendi x A to
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4, Adjust the community relations programs, if necessary.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations
2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons
Appendi x A to
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DUTY AREA 03 - | NTERNAL | NFORVATI ON

TASK: 4302.03.01 (CORE) SUPERVI SE THE PRODUCTI ON OF | NTERNAL | NFORMATI ON VEHI CLES

CONDITION(S): Gven information pertinent to an internal audi ence, audi ence survey
results, access to the publication contract, references, materials, and equi pnent.

STANDARIX S): Per the references, ensuring dissenination of pertinent information to the
internal public.

PERFORVANCE STEPS:

1. Evaluate the internal infornmational needs of the conmand.

2. Analyze internal audience surveys.

3. Establish/Evaluate conmand internal information vehicles.

4. Enphasi ze command nessages in internal information vehicles.

5. Staff content of internal information vehicles, as required.

6. Adm nister contract for printing of internal information vehicles.

7. Ensure conpliance with governnment and Civilian Enterprise (CE) contracts.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook

2. DOD 5120.20-R, Managenent and QOperation of Armed Forces Radi o and Tel evi si on
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
4. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

5. DOD | NSTRUCTI ON 5120. 4, Departnent of Defense Newspapers, Magazi nes and
Cvilian Enterprise Publications

6. MCO P5600.31_, Marine Corps Publications and Printing Regul ations

7. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.03.02 (CORE PLUS) SET PARAMETERS FOR Cl VI LI AN ENTERPRI SE (CE) NEWSPAPER
CONTRACT

CONDITION(S): Gven a Cvilian Enterprise (CE) newspaper, materials, and equipnent.
Appendi x A to
ENCLOSURE ( 6)
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STANDARIX S): Conplying with all generally accepted professional and technical industry
st andar ds.

PERFORVANCE STEPS:

1. Research professional and technical newspaper printing requirenents.
2. Wite statenent of requirenments/conditions.

3. Submit statement of requirenents/conditions to purchasing and contracting
of fice.

4., Ensure the contract includes a provision stating the Public Affairs Oficer
(PAO) reserves the right to renove any adverti senent which does not conformw th
the policies set forth by current regul ations.

5. Provide gui dance and recomendations to purchasing and contracting official on
prof essional and technical issues, as appropriate.

NI TIAL TRAINING SETTING MXMJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) : ( NONE)

TASK: 4302.03. 03 (CORE) ASSESS THE EFFECTI VENESS OF | NTERNAL | NFORVATI ON PROGRAMS

CONDITION(S): G ven ongoing internal information prograns, the appropriate references,
materi al s, personnel, and equipnent.

STANDARIX S): Per the references, ensuring the assessnment is based on objective data
generated t hrough standard data gathering techni ques.

PERFORVANCE STEPS:

1. Conduct an objective survey, tracking command use of internal information
prograns.

2. Conpile the data generated by the survey.

3. Analyze the data, conparing actual audience with the intended audi ence of the
prograns.

4. Analyze the data to assess understandi ng of intended comand messages.
5. Report the results of the survey to the partici pants/audi ence.

6. Adjust the internal information programs to appeal to/benefit the appropriate
audi ence, if necessary.

7. Contact the purchasing/contracting official of any Commercial Enterprise (CE)
vendor’ s nonconpli ance.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

Appendi x A to
ENCLOSURE ( 6)
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REFERENCE( S) :

1. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi si on
Servi ce (AFRTS)

2. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)

3. DOD | NSTRUCTI ON 5120. 4, Department of Defense Newspapers, Mgazi nes and
Cvilian Enterprise Publications

4., MCO P5600.31_, Marine Corps Publications and Printing Regul ations
5.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

Appendi x A to

ENCLOSURE ( 6)

6- A-22



MCO 1510. 62A
17 FEB 00

DUTY AREA 04 - MEDI A

TASK: 4302.04.01 (CORE PLUS) | NSTI TUTE MEDI A | DENTI FI CATI ON AND ESCORT PROCEDURES

CONDITION(S): Gven the requirenment to identify and escort civilian nedia
representatives, the appropriate references, equipnent, and naterials.

STANDARIX S): Per the references, accurately identifying legitimte nmedia
representatives.

PERFORVANCE STEPS:

1. Establish and maintain a current list of |ocal and regional nedia
representatives.

2. Verify professional credentials of nedia representatives.
3. Ensure nedia representatives are informed of ground rules and procedures.

4. |ssue press/vehicle passes to sel ected nedia representatives, based on frequency
of routine visits.

5. Ensure press pass contains control nunbers and is properly entered into a
tracking system

6. In contingency operations, verify and record:
a. Media name and affiliation.
b. I mmuni zation records.
c. Passport and visa nunbers.
d. List of equipnent, capabilities, and space requirenents.
e. List of any governnment equi pnment |oaned to nedia representatives.
f. Emergency nedical information/next of kin notification infornmation.

7. Ensure nedia representatives are escorted, as required.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :

1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons

2. SOP, Standing Operating Procedures

TASK: 4302.04. 02 (CORE PLUS) COCRDI NATE NEWS CONFERENCES AND BRI EFI NGS

Appendi x A to
ENCLOSURE ( 6)
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CONDITION(S): Gven the need for a news conference/briefing, references, personnel,
equi pment, and naterials.

STANDARIX S): Per the references, ensuring briefing informati on accurately reflects
Marine Corps policy and gui dance.

PERFORVANCE STEPS:

1. Deternmine the need for a news conference/briefing.
2 Determi ne the Marine Corps’ position on the conference subject natter.
3. Determine the nbst inportant points of the conference subject nmatter.
4 Determ ne | ocation requirenents based on:
a. Size.
b. Lighting.
c. Ventilation.
d. Restroomfacilities.
e. Tel ephones.
f. Electrical/Conmputer outlets.
5. Evaluate suitability of all avail able perspective |ocations.
6. Select appropriate conference site.
7. Reserve and inspect the chosen |ocation.

8. ldentify Subject Matter Experts (SMEs) familiar with the news conference subject
matter.

9. Recommend a prinmary and al ternate spokesman.

10. Brief spokesperson on details of conference (ground rules, the attitude of the
invited nmedia representatives, location, uniform etc.).

11. Draft an opening statenent that is short, clear, and to the point.
12. Staff/Review the opening statenent, as appropriate.

13. Provide spokesperson with opening statenent, and sel ected antici pated
guesti ons/ answers.

14. Rehearse conference with spokesperson. Provide nedia training and critique, as
appropri at e.

15. Notify appropriate civilian news agenci es of upcom ng conference/briefing.
16. Assenble press kits.
Appendi x A to
ENCLOSURE ( 6)
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17. Brief the comrander on invited and confirmed attendees.

18. Serve as noderator for press conference/briefing.

19. Deternmine tentative publication/broadcast dates and obtain copies/clips.
20. Monitor/Record the news conference/briefing.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease
2. DOD DI RECTI VE 5400. 11, Department of Defense (DoD) Privacy Program

3. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FO A) Program
4

MCO P5211.2_, The Privacy Act of 1974

5.  SECNAVI NST 5720.42_, Department of the Navy Freedom of Information Act
(FO A) Program

6. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302. 04. 03 (CORE) COORDI NATE THE MEDI A RELATI ONS PROGRAM

CONDITION(S): G ven access to | ocal nedia, schedule of upcom ng events, references,
materi al s, and equi pnent.

STANDARIX S): Per the references, ensuring nedia accessibility to designated events and
accuracy of conveyed information.

PERFORVANCE STEPS:

1. Serve as spokesperson for all routine natters.

2. Maintain current list of |ocal nedia representatives.
3. Coordinate rel ease of external information.

4. Inpartially interact with all nedia representatives.

5. Meet with each nmedia representative periodically.

6. Informnedia representatives of all upcom ng events.
7. Invite nedia representatives to visit the conmand.
8. Include nedia representatives in comand special events.

Appendi x A to
ENCLOSURE ( 6)

6- A- 25



MCO 1510. 62A
17 FEB 00

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5400. 11, Departnent of Defense (DoD) Privacy Program

2. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FA A) Program

3. MCO 5230. 18, d earance of Departnent of Defense Information for Public
Rel ease

4, MCO P5211.2_, The Privacy Act of 1974

5. SECNAVI NST 5720.42_, Department of the Navy Freedom of Information Act
(FO A) Program

6. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302. 04. 04 (CORE) COORDI NATE RESPONSE TO Cl VI LI AN MEDI A QUERI ES

CONDITION(S): Gven queries fromthe civilian nedia, a standard query form equi pnent,
materi al s, and references.

STANDARIX S): Per the references, ensuring the responses are pronpt, accurate, tactful,
and contain the maxi num di scl osure of rel easable information.

PERFORVANCE STEPS:

1. Ensure the Public Affairs Oficer (PAO is designated as the rel easing
aut hority.

2. Ensure all queries are referred to the Public Affairs Ofice.
3. Informthe comander of all significant queries.
4, Gather needed information fromappropriate staff sections or agencies.

5. Draft a response that neets the test of security, accuracy, policy, and
propriety.

6. Staff the draft response through the appropriate sections or agenci es.
7. Submit response to the commander for final approval.
8. Ensure the approved response is provided to the requesting media.

9. Ensure all nedia queries and approved responses are recorded on standard query
fornms and nmamintained in appropriate files.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

Appendi x A to
ENCLOSURE ( 6)
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REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, d earance of DoD Infornation for Public Rel ease
2. DOD DI RECTI VE 5400. 11, Department of Defense (DoD) Privacy Program

3. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FA A) Program

4. MCO 5510.9_, Security of Information for Public Rel ease
5. MCO P5211.2_, The Privacy Act of 1974

6. SECNAVI NST 5720.42_, Departnment of the Navy Freedom of Information Act
(FA A) Program

7. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.04.05 (CORE) COORDI NATE MEDI A | NTERVI EW5 AND VI SI TS

CONDITION(S): Gven a nmedia request for an interview visit, access to interviewee,
materials, references, and equi prment.

STANDARIX S): Per the references, ensuring appropriate nedia access.

PERFORVANCE STEPS:

1. Ensure all requests are directed to the Public Affairs Ofice.
Evaluate validity of interviewvisit request.

Sel ect and notify spokesperson/intervi enee.

P w0 DN

Provide nmedia training to spokesperson/intervi ewee, as appropriate.

5. Prepare a proposed itinerary.

6. Staff the itinerary for coordination and submt to commander for approval.
7. Distribute approved itinerary to participants.

8. Prepare press kits for distribution to nedia, as needed.

9. notain copy of conpleted articles resulting frominterviewvisit.

10. Evaluate the interview results.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease
Appendi x A to
ENCLOSURE ( 6)
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2. DOD DI RECTI VE 5400. 11, Departnment of Defense (DoD) Privacy Program
3. MO P5211.2_, The Privacy Act of 1974

4. SECNAVI NST 5720.42_, Departnent of the Navy Freedom of |nformation Act
(FO A) Program

5.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.04.06 (CORE PLUS) DEVELOP COMVAND MEDI A TRAI NI NG PROGRAM
CONDI TION(S): G ven personnel, references, materials, and equipnent.

STANDARD( S): Per the references.
PERFORMANCE STEPS:

1. Conpile appropriate training materials, including nedia training handbooks,
gui des, videos, etc., from Defense Information School (DI NFOS), Division Public
Affairs (Div PA), and other sources, as avail able.

2. Follow the outline provided in the nedia traini ng handbook.

3. Establish a course of instruction that includes basic nedia interview
t echni ques.

4, Train Public Affairs staff in nedia training techniques (Train the Trainers).

5. Ensure the training on nmedia interviews enphasizes the requirenent for a nedia
interview to devel op and conmuni cate comand nessages, rather than sinply answer

a reporter’s questions.

6. Create realistic training scenarios that represent nost |ikely media encounters.
7. Conduct on-canera interviews during nedia training.

8. Provide critique of on-canmera interview training.

9. Provide nedia training prior to all anticipated nedia interviews, as needed.

10. Tailor media training requirenments to neet the needs of the command.

11. Evaluate the effectiveness of the conmand nedia training program and adjust, as
necessary.

NI TIAL TRAINING SETTING MXJT Sustainment: 12 Req By: 2ndLt

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials
2. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease
Appendi x Ato
ENCLOSURE ( 6)
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ADM NI STRATI VE | NSTRUCTI ONS:

1. Use Media Skills Training Quide (blue book), handout cards, and sel ected
vi deot aped interviews as references/ materials.

2. O her good references include books such as "Hotel Warriors" and "DCOD Press Pool
report”.

TASK: 4302. 04. 07 (CORE) COORDI NATE MEDI A COVERAGE FOR SPECI AL EVENTS

CONDITION(S): Gven a schedul ed special event, invited nedia, avail able escorts,
references, materials, and equi prment.

STANDARIX S): Per the references, ensuring nedia are properly escorted.
PERFORMANCE STEPS:

1. Compile a list of attending nedia.

2. Brief key personnel of anticipated nedia coverage prior to the event.
3. Determine nedia requirenments.

4. Prepare press kits.

5. Ensure nedia are given a specified tinme and location to neet with assigned nedi a
escorts.

6. Brief the media on ground rules.

7. Ensure nedia representatives remain with escorts.

8. Provide transportation to the event site, when necessary.
9. Monitor nedia coverage.

10. Evaluate the nedia support provided during the special event, and adjust for
future special events, as appropriate.

INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: 2ndLt
REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, d earance of DoD Infornation for Public Rel ease

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

3. SOP, Standing Operating Procedures

TASK: 4302.04. 08 (CORE PLUS) SHOOT PHOTOGRAPHS

Appendi x A to
ENCLOSURE ( 6)
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CONDITION(S): Gven a scenario involving the non-availability of a Conbat Correspondent
and the requirenent to shoot news photographs, a digital or conventional canera, |enses,
manufacturer’s operating instructions, and references.

STANDARIX S): Per the references, ensuring professional quality.

PERFORVANCE STEPS:

1. Load canera.
2. Set aperture and shutter speed controls.

3. Conpose, focus, and capture the inmage.

NI TIAL TRAINING SETTING  MXMJT Sustainment: 12 Req By: 2ndLt
REFERENCE( S) :
1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ mai nt enance

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4302.04.09 (CORE PLUS) WRI TE NEWS STORY

CONDITION(S): Gven a scenario involving a newsworthy event and the non-availability of
a Conbat Correspondent, access to reporter’s notes (if available), references, standard
Mari ne Corps word processing software, and equi pnent.

STANDARIX S): Per the references, ensuring the story is accurate, tinely, concise, and
wi t hout grammatical /spelling errors.

PERFORVANCE STEPS:

1. Deternine | ead enphasis.

2. ldentify "who, what, when, where, why, and how' in lead, if possible.
3. Strive for 35 words or less in |ead.

4. Structure lead for both internal and external publications.

5. Wite bridge transitioning | ead to body.

6. Use inverted pyramid witing style for entire story.

7. Determine what information needs attribution.

NI TIAL TRAINING SETTING MXMJT Sustainment: 12 Req By: 2ndLt

Appendi x A to
ENCLOSURE ( 6)
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REFERENCE( S) :

1. AP STYLEBOXK, Associated Press Styl ebook

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and

Regul ati ons
Appendi x A to
ENCLOSURE ( 6)
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MOS 4313, BROADCAST JOURNALI ST

DUTY AREA 01 - SUPERVI SI ON

TASK: 4313.01. 01 (CORE PLUS) SUPERVI SE ARMED FORCES RADI O AND TELEVI SI ON SERVI CE
(AFRTS) RADI O AND TELEVI SI ON STATI ONS

CONDITION(S): Gven program materials, |ocal program schedul e, personnel, references,
and equi pnent.

STANDARIX S): Per the references, ensuring proper handling, control, and disposition of
radio and TV program material s.

PERFORVANCE STEPS:

1. Air prograns according to | ocal schedule.
2. Programtinme-sensitive materials according to the |ocal schedule.
3. File materials in radio and television library.

4. Dispose of materials after airing, to include inventory and packing naterials
for shipnment, as appropriate.

5. File applicable docunents.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: GySgt

REFERENCE( S) :
1. CONCEPTS AND | SSUES, Annual HQMC Programs and Resources publication

2. DOD 5120.20-R, Managenent and QOperation of Armed Forces Radi o and Tel evi si on
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
4. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
5. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

6. MCO 5720.70, Anerican Forces Infornmation Service

Appendi x B to
ENCLOSURE ( 6)
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DUTY AREA 02 - BROADCAST JOURNALI SM

TASK: 4313.02.01 (CORE) CONDUCT A RADI O | NTERVI EW

CONDITION(S): Gven an interview topic, access to an intervi ewee, access to the
Internet, electronic/non-electronic reference materials, a conputer, appropriate
equi pment, and admi nistrative materials.

STANDARIX S): Per the references, ensuring the relevancy of the interview questions and
the production of a quality interview tape.

PERFORVANCE STEPS:

1. Deternine objectives of the interview
Determ ne type of interview and questioni ng technique.

Research the interview topic and intervi ewee background.

P w0 DN

Coordi nate access to the intervi ewee.

5. Ensure adequate set-up time for the interview.

6. Prepare questions based on interview objectives.

7. Ensure equipnent is operational.

8. Conduct interview, ensuring proper m crophone techniques and audi o |evels.

9. Check tape quality prior to leaving the interview site.

NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE(S) :
1. DOD DI RECTI VE 5120. 20, Arned Forces Radi o and Tel evi si on Service (AFRTS)
2 DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
3. DOD DI RECTI VE 5230.9, C earance of DoD Information for Public Rel ease
4 MCO 5100. 27, Arned Forces Radio and Tel evi sion Services (AFRTS)

5. MCO 5720. 70, Anerican Forces Information Service

TASK: 4313.02. 02 (CORE) CONDUCT A TELEVI SI ON | NTERVI EW
CONDITION(S): Gven an interview topic, access to an intervi ewee, access to the

Internet, electronic/non-electronic reference materials, a conmputer, appropriate
equi pment, and adm nistrative nmaterials.

Appendi x B to
ENCLOSURE ( 6)
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STANDARIX S): Per the references, ensuring the rel evancy of the interview questions and
conplying with Marine Corps uniform and groom ng standards.

PERFORVANCE STEPS:

1. Deternine objectives of the interview

2. Determine type of interview and questioning technique.
3. Research the interview topic and interviewe background.
4. Coordinate access to the interviewee.

5. Ensure adequate set-up tinme for the interview

6. Prepare questions based on interview objectives.

7. Ensure equipnent is operational.

8. Fanmiliarize interviewee with the tel evision production process and with possible
di stractions that nay be encountered.

9. Ensure strict conpliance with uniformand groom ng standards, utilizing proper
make-up techni ques, as required.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DOD DI RECTIVE 5120. 20, Arned Forces Radi o and Tel evi si on Service (AFRTS)
2. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
3. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease
4. MCO 5100. 27, Armed Forces Radi o and Tel evi si on Services (AFRTS)
5. MCO 5720. 70, Anerican Forces Infornation Service
6. MCO 6100.10_, Weight Control and Mlitary Appearance
7. MCO P1020.34_, Marine Corps Uniform Regul ations

TASK: 4313.02.03 (CORE) WRI TE BROADCAST NEWS COPY

CONDITION(S): Gven a news topic, background information, access to the Internet,

el ectroni c/non-el ectronic reference materials, a computer, equipnent, and adm nistrative
mat eri al s.

STANDARIX S): Per the references and within the prescribed tine franme, ensuring accuracy
of the news copy.
Appendi x B to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Deternine target audi ence and desired copy | ength.
2. lsolate mmjor story points.
3. Wite a "what happened" or "interest getting" |ead.

4. Wite the body of the story, recounting the facts chronologically or in
descendi ng order of inportance.

5. Provide attribution, as needed.

6. Ensure the story is free of |libelous statenents and confornms to the command’ s
security and policy concerns.

7. Use active and conversational voice.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2 BROADCAST WRI TI NG STYLE GUI DE, Defense Infornmati on School (Dl NFOS)
3. DINFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
4 DOD DI RECTI VE 5120. 20, Arned Forces Radi o and Tel evi si on Service (AFRTS)
5. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
6. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease
7. JONT PUB 1-02, DoD Dictionary of MIlitary and Associ ated Terns
8. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

9. MCO 5720.70, Anerican Forces Infornmation Service

TASK: 4313.02.04 (CORE) WRI TE RADI O TELEVI SI ON SPOT ANNOUNCEMENT CORPY
CONDITION(S): G ven an announcenent topic, background information, access to the

Internet, electronic/non-electronic reference materials, a conputer, equipnrent, and
adm nistrative material s.

STANDARIX S): Per the references and within the prescribed tine franme, ensuring accuracy
of the announcenent copy.

PERFORVANCE STEPS:

1. Determine spot announcenent objective and identify target audi ence.

Appendi x B to
ENCLOSURE ( 6)
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2. Choose proper radio/television script fornat.

3. Review Research background i nfornation.

4. Wite the "steps" conprising the spot announcenent.
a. Attention step - Gab interest and keep sentence short.
b. Appeal step - Reinforce the inportant infornmation.

c. Action step - For "selling" spots, conclude with an action designed to
notivate the audience to act.

5. Ensure the spot neets the assigned tine requirenent.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
4. DOD DI RECTI VE 5120.20, Arned Forces Radi o and Tel evi sion Service (AFRTS)
5. DOD DI RECTI VE 5122. 10, Anerican Forces Infornmation Service (AFIS)
6. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

7. MCO 5720.70, Anerican Forces Information Service

TASK: 4313.02.05 (CORE PLUS) EDI T RADI O TELEVI SI ON BROADCAST COPY

CONDITION(S): G ven draft broadcast copy, background information, access to the
Internet, electronic/non-electronic reference materials, a conmputer, equiprment, and
adm nistrative material s.

STANDARIX S): Per the references, ensuring factual and grammatical accuracy.

PERFORVANCE STEPS:

1. Review the background information and references.

2. Verify all factual information.
3. Ensure copy is witten in active voice and fl ows snoothly.
4, Elimnate mlitary jargon and acronyns.

5. Ensure all pertinent information is included.

Appendi x B to
ENCLOSURE ( 6)
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6. Ensure proper attribution is provided.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
3. DINFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
4 DOD DI RECTI VE 5120. 20, Arned Forces Radi o and Tel evi si on Service (AFRTS)
5. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
6. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease
7. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

8. MCO 5720.70, Anerican Forces Infornmation Service

TASK: 4313.02. 06 (CORE PLUS) REVRI TE PRI NT RELEASE FOR ELECTRONI C MEDI A

CONDITION(S): Gven a print rel ease, background information, access to the |nternet,
el ectroni c/non-electronic reference materials, a conputer, equipnent, and adm nistrative
mat eri al s.

STANDARIX S): Per the references, w thout violating security concerns, and ensuring
factual accuracy.

PERFORVANCE STEPS:

1. Determnmine target audi ence and desired copy | ength.
2. lsolate mmjor story points.

3. Wite a "what happened"” or "interest getting" |ead.
4.

Wite the body of the story, recounting the facts chronologically or in
descendi ng order of inportance.

5. Provide attribution, as needed.

6. Ensure the story is free of |ibelous statenents and conforns to the command’s
security and policy concerns.

INITIAL TRAINING SETTING MXMT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
Appendi x B to
ENCLOSURE ( 6)
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2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)

3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
4. DOD DI RECTI VE 5120.20, Arnmed Forces Radi o and Tel evi sion Service (AFRTS)

5. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

6. DOD DI RECTI VE 5230.9, C earance of DoD Information for Public Rel ease

7. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

8. MCO 5720.70, Anerican Forces Infornmation Service

TASK: 4313. 02. 07 (CORE) ANNOUNCE BROADCAST COPY
CONDI TION(S): G ven broadcast copy, pronunciation guide, dictionary, and references.

STANDARIX S): Per the references, within the prescribed tine period, and conplying with
est abl i shed broadcast standards.

PERFORVANCE STEPS:

1. Rehearse by readi ng copy al oud.

2 Mark copy for pauses, breathing, and words needi ng enphasis.

3. Use proper speed and inflection to aid in listener’s understandi ng.
4 Use verbal transitions between stories.

5. For television only: Miintain appropriate eye contact.

6. For television only: Avoid nonverbal messages which could be construed as
editorial coment.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DINFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

TASK: 4313. 02. 08 (CORE) ANNOUNCE A RADI O MUSI C PROGRAM
CONDI TION(S): G ven program | ogs, records, tapes, conpact discs, appropriate equipnent,
broadcast copy, and references.

Appendi x B to
ENCLOSURE ( 6)
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STANDARIX S): Per the references, conplying with professional broadcast standards and
| ocal policy.

PERFORVANCE STEPS:

1. Present all elenents of the programin conpliance with the program/l og.
2. Ensure the schedul ed nusic corresponds to the program fornat.
3. Rehearse all announcenents schedul ed for airing during the shift.
4. Ensure all equipnent is operational.
5. Maintain one-on-one comunication with the audience.
6. Conplete appropriate log entries.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
3. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
4., DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

5. DOD DI RECTI VE 5230.9, C earance of DoD Information for Public Rel ease
6. JONT PUB 1-02, DoD Dictionary of MIlitary and Associ ated Terns
7. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

8. MCO 5510.9_, Security of Information for Public Rel ease

TASK: 4313.02. 09 (CORE) PRODUCE A RADI O SPOT ANNOUNCEMENT

CONDITION(S): G ven the appropriate recordi ng equi pment, access to musi ¢ and sound
effects library, script, and references.

STANDARIX S): Per the references, in conpliance with the script instructions, and within
the time requirenents.

PERFORVANCE STEPS:

1. Select materials which support script, ensuring copywited material is cleared
for use.

2. Rehearse the spot ensuring proper tinming of the script el enents.
3. Record spot digitally or on analog tape to allow editing.
Appendi x B to
ENCLOSURE ( 6)
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4, Ensure quality control of the conpleted product for timng, accuracy, and
overal | delivery.

5. Transfer finished product to audio cartridge or |ocal database and |abel it
according to |l ocal Standing Operating Procedures (SOP).

NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. BROADCAST WRI TI NG STYLE QUI DE, Defense Infornmation School (Dl NFOS)
2. COWMMERCI AL BROADCAST REFERENCE TEXT, Various authors
3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
4. DOD DI RECTI VE 5120.20, Armed Forces Radi o and Tel evision Service (AFRTS)

5. SOP, Standing Operating Procedures

TASK: 4313.02.10 (CORE) PRODUCE A TELEVI SI ON SPOT ANNOUNCEMENT

CONDITION(S): G ven the appropriate equipnent, video editing cell, nusic sound effects
library, script, and references.

STANDARIX S): Per the references, conplying with Marine Corps uniform and grooning
standards, and within the designated tine requirenents.

PERFORVANCE STEPS:

1. Obtain the necessary video to support the television spot.
2 Sel ect nusic/sound effects, if required.
3. Voice spot, per the script, ensuring conpliance with established standards.
4 M x/ Edit voice, nmusic, and video to obtain desired results.
5. Ensure quality control of the conpleted production.
6. Label the tape, per local Standing Operating Procedures (SOP).
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. BROADCAST WRI TI NG STYLE CUI DE, Defense Information School (D NFCS)

2. COMVERCI AL BROADCAST REFERENCE TEXT, Various authors

3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

4. DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I magery
Appendi x B to
ENCLOSURE ( 6)
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5. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi si on Service (AFRTS)
6. MCO 6100.10_, Weight Control and Mlitary Appearance
7. MCO P1020.34_, Marine Corps Uniform Regul ations

8. SOP, Standing Operating Procedures

TASK: 4313.02.11 (CORE) PRODUCE TV NEWS | NSERT

CONDITION(S): Gven a news event, references, access to background research
i nformati on, and appropriate equi pnent.

STANDARIX S): Per the references and within the designated tinme frane.
PERFORMANCE STEPS:

1. Compl ete background research.
2. ntain video and audio to support news insert.

3. Wite copy including the "who, what, when, where, why, and how', including sound
bites frominterviews, and using natural sound when effective.

4. Voice the script, editing any sound bites, per the script.
5. Prepare proposed announcer introduction.
6. Transfer final product to digital database or naster tape.

7. Quality control product and label it, per local Standing Operating Procedures
(SOP) .

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
3. COMVERC|I AL BROADCAST REFERENCE TEXT, Various authors
4. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

5. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

6. DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I magery
7. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi sion Service (AFRTS)
8. DOD DI RECTI VE 5122. 10, Anerican Forces Infornmation Service (AFIS)
Appendi x B to
ENCLOSURE ( 6)
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MCO 5100. 27, Arned Forces Radio and Tel evi sion Services (AFRTS)
MCO 5720. 70, Anerican Forces |Informati on Service

SOP, Standing Operating Procedures

TASK: 4313.02.12 (CORE) PRODUCE A RADI O NEWS | NSERT

CONDITION(S): Gven a news event, references, access to background research
i nformati on, and appropriate equi prment.

STANDARIX S): Per the references and within the designated tine frane.

PERFORVANCE STEPS:

1.

2.

3.

Conpl et e background research.
Cbtain audi o to support news insert.

Wite copy including the "who, what, when, where, why, and how' and i ncl uding

sound bites frominterviews, etc.

4.

5.

6.

Voi ce the script, editing any sound bites, per the script.
Prepare proposed announcer introduction.

Transfer final product to audio cartridge or digital database and |abel it, per

| ocal Standing Operating Procedures (SOP).

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE(S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
3. COWMMERCI AL BROADCAST REFERENCE TEXT, Various authors
4. DI NFGOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
5. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
6. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
7. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease
8. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)
9. MCO 5720.70, Anerican Forces Infornation Service
10. SOP, Standing Operating Procedures

Appendi x B to
ENCLOSURE ( 6)
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TASK: 4313.02.13 (CORE) PRODUCE A NEWS/ SPORTSCAST

CONDITION(S): G ven a conputer, access to the Internet, access to news sources,
appropri ate equi pnent, established format, and references.

STANDARIX S): Per the references, adhering to professional industry standards, and
within the prescribed tine frame.

PERFORVANCE STEPS:

1. Develop the script fromavail abl e sources of copy.

2. Arrange story order and select inserts, if available.

3. For TV: Select graphics to be used and script them per local policy.
4. Time the news/sportscast and adjust accordingly.

5. Rehearse and distribute script, inserts, and graphics to the appropriate
per sonnel .

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
3. COMVERCI AL BROADCAST REFERENCE TEXT, Vari ous authors
4. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Material s
5. DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I nmagery
6. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi si on Service (AFRTS)
7. DOD DI RECTI VE 5122.10, Anerican Forces Information Service (AFIS)
8. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease
9. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

10. MCO 5720. 70, Anmerican Forces | nformation Service

TASK: 4313.02.14 (CORE) PRODUCE A RADI O FEATURE

CONDITION(S): Gven the appropriate equi pnent, script, access to audio nmaterials
(music, sound effects, etc.), and references.

Appendi x B to

ENCLCSURE ( 6)
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STANDARIX S): Per the references, adhering to professional industry standards, and
within the prescribed tine frame.

PERFORVANCE STEPS:

1. Gather and record any support materials required by the script.

2. Schedul e rehearsal and production tine.

3. Rehearse, ensuring all supportive materials are used as scripted.

4. Time the feature and adjust accordingly.

5. Record the program

6. Quality control the feature.

7. Label the product, per local Standing Operating Procedures (SOP).
NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. AP STYLEBOXK, Associated Press Styl ebook
BROADCAST WRI TI NG STYLE GUI DE, Defense Infornmati on School (Dl NFOS)
COMMERCI AL BROADCAST REFERENCE TEXT, Various authors

P w0 DN

DI NFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
5. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)

6. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

7. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

8. MCO 5720.70, Anerican Forces Infornation Service

9. SOP, Standing Operating Procedures

TASK: 4313.02.15 (CORE) PRODUCE A TELEVI SI ON FEATURE

CONDITION(S): Gven the references, appropriate equi pnent, music/sound effects, and
script.

STANDARIX S): Per the references, adhering to professional industry standards and Marine
Corps Uni form and G oom ng Standards, and within the prescribed time frane.

PERFORVANCE STEPS:

1. Conduct interviewms) and shoot all necessary supporting footage/audio.

Appendi x B to
ENCLOSURE ( 6)
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2. Wite script, incorporating strong soundbites, video, and natural sound.
3. Gather all renunining supportive materials, (rmusic, sound effects, etc.).
4. Schedul e production tine.

5. Conpl ete announcer functions for the script.

6. Edit the feature.

7. Quality control the feature.

8. Label tape or digital database appropriately.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE(S) :

1. AP STYLEBOOXK, Associated Press Styl ebook
BROADCAST WRI TI NG STYLE GUI DE, Defense Infornmati on School (Dl NFOS)
COMMERCI AL BROADCAST REFERENCE TEXT, Various authors

P w0 DN

DI NFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
5. DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I nmagery

6. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)

7. DOD DI RECTI VE 5122.10, Anerican Forces Information Service (AFIS)

8. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

9. MCO 5720.70, Anerican Forces Infornation Service

10. MCO 6100.10_, Weight Control and Mlitary Appearance

11. MCO P1020.34_, Marine Corps Uniform Regul ati ons

TASK: 4313.02.16 (CORE PLUS) PRODUCE SPECI AL EVENT PROGRAM

CONDITION(S): Gven a special event assignment, personnel, |ocation, access to

el ectroni c/non-el ectroni c research sources, appropriate office equi pnent and suppli es,
budget resources, and references.

STANDARIX S): Per the references and conplying with industry standards.

PERFORVANCE STEPS:

1. Research the assignnent.

2. ldentify the program objective and the target audi ence.
Appendi x B to
ENCLCSURE ( 6)
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3. Conduct a studio or site survey to determ ne personnel and equi pnent needs.
4. Coordinate any | ogistical needs.

5. Coordinate scripting requirenents, if necessary.

6. Ensure appropriate power sources.

7. Sel ect needed personnel and equi pnent.

8. Verify tine, date, location, etc., with project officer.

9. Provide a list of personnel covering the event, for access lists.
10. Coordinate pronotion of the event.

11. Coordinate nmeetings with production personnel, as necessary.

12. Ensure equi prent operability.

13. Rehearse and identify potential problem areas.

14. Produce program

15. Wite an after action report for future reference.

NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt
REFERENCE(S) :
1. AP STYLEBOXK, Associated Press Styl ebook
BROADCAST WRI TI NG STYLE GUI DE, Defense Infornmati on School (DI NFOS)
COMMVERCI AL BROADCAST REFERENCE TEXT, Various authors

2.
3.
4, DOD 5120.20-R, Managenent and Operation of Arned Forces Radi o and Tel evi si on
Servi ce (AFRTS)

o

DOD DI RECTI VE 5040.5, Alteration of O ficial DoD I nmagery

o

DOD DI RECTI VE 5120. 20, Arned Forces Radi o and Tel evi si on Service (AFRTS)
7. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

8. DOD DI RECTI VE 5230.9, Clearance of DoD Informati on for Public Rel ease

9. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

10. MCO 5720. 70, Anerican Forces Information Service

TASK: 4313.02.17 (CORE PLUS) OPERATE TV/ RADI O AUDI O CONTROL ROOM EQUI PMENT

Appendi x B to
ENCLOSURE ( 6)
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CONDITION(S): Gven an audi o console with mcrophone, cartridge machi nes, reel-to-reel
nmachi ne, Conpact Disc players, associated equi pnent, audio materials, format, and
r ef erences.

STANDARIX S): Per the references, ensuring equi pnent operability and ensuring final
products neet acceptabl e broadcast industry standards.

PERFORVANCE STEPS:

1. Gather appropriate materials (logs, reader copy, conpact discs, cartridges,
etc.)

2. Correctly operate all of the audio equi pnent.

3. Miintain correct audio/voice |levels.

4. UWilize all input/output/channel selector/audio |evel controls.
5. Ensure final product neets professional broadcast standards.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

TASK: 4313.02.18 (CORE) OPERATE AN ANALOG OR DI G TAL AUDI O EDI TI NG DECK

CONDITION(S): Gven a reel-to-reel deck, razor blade, grease pencil, pre-recorded tape,
script, splicing tape, associated digital editing equipment, and references.

STANDARIX S): Per the references, ensuring the final edited product conforns to industry
st andar ds.

PERFORVANCE STEPS:

1. Load tape on deck or editing platform

2 Play tape or digital segnent to |locate edit points.

3. If analog: ldentify erase, record, and play-back heads.

4 If analog: Mark edit points with grease pencil as they pass pl ay-back head.
If digital: Mrk edit points.

5. If analog: Cut the tape at both places at the 45 degree cut of the editing
bl ock with the razor bl ade.

If digital: Lift or cut desired segment.
Appendi x B to
ENCLOSURE ( 6)
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6. |If analog: Connect the two ends together with splicing tape.
7. If analog: Re-thread tape and playback to ensure quality.

If digital: Playback to ensure quality.

I NI TIAL TRAI NI NG SETTI NG FLC Sustainment: 12 Req By: Pvt
REFERENCE(S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

TASK: 4313.02.19 (CORE PLUS) OPERATE A VI DEO SW TCHER FOR A PRODUCTI ON

CONDITION(S): Gven a video switcher, all necessary inputs and outputs, associated
equi pment, video sources, and the references.

STANDARIX S): Per the references, mmintaining correct video | evels and continuity of
production or program sequence.

PERFORVANCE STEPS:

1. Assenble required video itens for the production, ensuring all sources are cued
and ready for on-air use.

2. Execute switch fromone source to another, as prescribed by |ocal policy.
3. Execute use of special effects bank.
4. Monitor video neters to maintain quality broadcast.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE(S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

3. SOP, Standing Operating Procedures

TASK: 4313. 02.20 (CORE PLUS) OPERATE A CHARACTER GENERATOR
CONDITION(S): Gven a character generator, appropriate software, and references.
STANDARD( S): Per the references.
Appendi x B to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:

1. Load font/graphics disks.

2. Review preformatted fonts and graphics.

3. Type in new nmessage(s), including fonts and graphics, as necessary.
4., Record nessage(s) as created.

5. Display fonts/graphics, as needed.

INITIAL TRAINING SETTING MXMT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

TASK: 4313.02.21 (CORE PLUS) ARRANGE A NEWS/ | NTERVI EW SET

CONDITION(S): Gven a television studio with associ ated equi pnent, appropriate
furniture, appropriate lighting, and references.

STANDARIX S): Per the references, ensuring proper lighting, canera placenent, angles,
and conposition.

PERFORVANCE STEPS:

1. Determine the set requirenents and avail abl e assets.
2. Design set according to needs and existing assets.
3. Ensure proper lighting, canera placenent, angles, conposition, and m crophones.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DINFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

TASK: 4313.02.22 (CORE PLUS) ARRANGE BASI C TELEVI SI ON STUDI O LI GHTI NG

CONDITION(S): Gven a TV studio with associ ated equi pnent, tenperature neter, set, and
ref erences.

STANDARIX S): Per the references, ensuring correct lighting |evels.
Appendi x B to
ENCLOSURE ( 6)
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PERFORVANCE STEPS:
1. Arrange basic 3-point lighting for the set.
2. Adjust lighting to control illumination and intensity and to properly bal ance

caneras, as necessary.
3. Check tenperature with a nmeter.

4. Adjust tenperature with barn doors, scrinms, etc., as necessary.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. COWMMERCI AL BROADCAST REFERENCE TEXT, Various authors
2. DINFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

3. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ nai nt enance

TASK: 4313. 02.23 (CORE PLUS) OPERATE STUDI O TELEVI S| ON CAMERAS

CONDITION(S): Gven tel evision caneras, headset, control room personnel, appropriate
equi prrent, and references.

STANDARID S): Per the references, correctly executing all functions associated with
canera operation.

PERFORVANCE STEPS:

1. Review canera operator functions and director conmands.
2. Ensure caneras have been registered and are in a ready status.
3. Performall canera functions, per director’s conmand.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE(S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

3. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ nai nt enance

TASK: 4313. 02. 24 (CORE) ARRANGE ELECTRONI C NEWS GATHERI NG (ENG) LI GHTI NG

Appendi x B to
ENCLOSURE ( 6)
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CONDITION(S): G ven the appropriate equi pnment, subject/location, props, and references.

STANDARIX S): Per the references, ensuring sufficient illumination for canera operation
and subject, and neeting all technical requirenents.

PERFORVANCE STEPS:

1. Survey the location to determine lighting requirements.

2. Light the subject/location using basic 2 or 3-point lighting, as necessary.
3. Adjust scenery, props, and equi pnent, as required.

4, Balance the canera after lighting is established.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ nai nt enance

TASK: 4313.02. 25 (CORE) OPERATE ELECTRONI C NEWS GATHERI NG (ENG) EQUI PMENT

CONDITION(S): G ven Electronic News Gathering (ENG equiprment (to include canera,
tripod, lights, mcrophone), and the references.

STANDARIX S): Per the references, ensuring equi pnent operability and quality vi deotape
producti on.

PERFORVANCE STEPS:

1. Connect power source and insert videotape.

2. Ensure correct lighting.

3. Bal ance the canera.
4. Record video and audi o, ensuring good shot conposition and video and audio
| evel s.

5. Playback tape to ensure correct video before |eaving |ocation.
6. Renpbve tape and di sconnect power source.
7. Secure the equipnent.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

Appendi x B to
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REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ mai nt enance

TASK: 4313.02.26 (CORE) EDI T ANALOG TAPE AND NON- LI NEAR VI DEO

CONDITION(S): G ven prerecorded primary footage (A-Roll), prerecorded secondary footage
(B-Roll), a script, log, prerecorded narration, and appropriate editing equi pment.

STANDARIX S): Per the references, ensuring product adheres to the script and is free of
techni cal problens.

PERFORVANCE STEPS:

1. Preview both A and B-Rolls, making a | og of video which includes shots and
ti mecode.

2. Conpare log and script and wite in video selections at the appropriate point in
the script.

3. Bulk erase a tape for the final product.

4., Record an anple amount of control track (bl ack).

5. Rewi nd tape.

6. |If digital: Digitize selected clips.

7. Record color bars, tone, and countdown, as required.

8. If analog: Insert soundbite and narration on channel 1, natural sound on channel
2, and primary footage in scripted order.

If digital: Add narration, soundbites, natural sound, and primary footage,
wher e appropri ate.

9. Quality control the product.
10. If digital: Record to master tape and quality control the product.
11. Label the tape.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
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2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

TASK: 4313.02.27 (CORE) PRODUCE | NSERT UTI LI ZI NG VI SUAL STORYTELLI NG CONCEPTS

CONDI TION(S): G ven prerecorded primary footage (A-Roll), prerecorded secondary footage
(B-Roll), and appropriate editing equi pnent.

STANDARIX S): Per the references, ensuring tape is free of technical problenms and
i ncorporates appropriate storytelling techniques.

PERFORVANCE STEPS:

1. Log A and B-Roll tapes. (Note instances of strong natural sound that will
assist in effectively telling the story.)

2. Select effective soundbites.
3. Select footage that dempnstrates a variety of shots, including:
a. Extrene close ups.
b. C ose ups.
c. Medium shots.
d. Long shots.
4, UWilize variety of shots to nake up a three-shot sequence, when appropriate.

5. Include instances of strong natural sound and effective soundbites that nmay
contain periods where subject does not directly address the canera.

6. Wite script incorporating all the elenments in Steps 3, 4, and 5.

7. Edit story followi ng scripted guidelines and utilizing the follow ng techni ques:
a. Audi o Punctuation.
b. Audi o Weavi ng.
c. Non-Narrative or Limted Narrative.

8. Choose shots that show variety and aid in visualization.

9. Quality Control and ensure product neets broadcast standards.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. BROADCAST WRI TI NG STYLE GUI DE, Defense Information School (DI NFCS)
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3. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

4. DI NFOS | NSTRUCTI ON MATERI ALS, Defense Informati on School Reference Materials

TASK: 4313.02.28 (CORE PLUS) DEVELOP A RADI O PROGRAM FCORVAT

CONDITION(S): G ven current audience survey results, references, command gui dance,
equi pment, and admi nistrative materials.

STANDARIX S): Per the references, ensuring bal ance between survey results and command
requirenents.

PERFORVANCE STEPS:

1. Analyze the audience survey results.

2. Reflect survey results and command requirenents in the programformat.
3. Ensure spot placenent and frequency neet conmand requirenents.

4. Devel op progranming aids to conplinent the fornmat.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :

1. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

2. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)

3. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

TASK: 4313.02.29 (CORE) PERFORM OPERATOR S MAI NTENANCE ON BROADCAST EQUI PMENT

CONDI TION(S): G ven broadcast equi pnent and the appropriate cl eaning gear and supplies,
aut hori zati on, and references.

STANDARIX S): Per the references, within the established tinefrane, ensuring equi pment
operability.

PERFORVANCE STEPS:

1. Perform Qperator’s Preventive Miintenance (OPM, including basic head cl eaning.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors
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2. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)

3. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ nai nt enance

TASK: 4313.02. 30 (CORE PLUS) DEVELOP A MASTER RADI O PROGRAM SCHEDULE

CONDITION(S): Gven a current program schedul e, the audi ence survey results, radio
package informati on, appropriate equipnment, administrative nmaterials, and references.

STANDARIX S): Per the references, ensuring the schedule reflects the audi ence survey
results and command requirenents.

PERFORVANCE STEPS:

1. Analyze the audience survey results to establish target audience, audience
desires, and peak |istening periods.

2. Programlocally produced prograns during peak |istening periods.

3. Program expanded news bl ocks and ot her special infornmation prograns at
traditional news tinmes or per special audience survey results.

4. Program Arned Forces Radi o Tel evi sion Service (AFRTS) satellite programm ng for
remai nder of broadcast day.

5. Ensure established radi o programm ng techniques are utilized in the program
schedul e.

6. UWilize appropriate progranm ng techniques if progranmng for both AM and FM
7. Submit proposed schedul e to approving authority.
8. Publish the schedul e.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :

1. DOD 5120.20-R, Managenent and Operation of Arnmed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

2. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi si on Service (AFRTS)
3. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
4. MCO 5100. 27, Armed Forces Radi o and Tel evi si on Services (AFRTS)

5. MCO 5720. 70, Anerican Forces Information Service

TASK: 4313.02.31 (CORE PLUS) CONDUCT AN AUDI ENCE SURVEY
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CONDITION(S): G ven previous surveys and results, appropriate equiprent, and
ref erences.

STANDARIX S): Per the references, utilizing standard surveying techni ques and a
statistically valid sanple size.

PERFORVANCE STEPS:

1. Review previous survey and update questions, as necessary.

2. Ensure survey questions include denographic information and cover all aspects of
br oadcast operations.

3. Determine statistically valid sanple size.

4. Determne nethod of survey distribution.

5. Use random sanpling techniques to determ ne survey recipients.
6. Coordinate with host command, as appropriate.

7. Pretest the survey and revise, as necessary.

8. Promote/Publicize the survey.

9. Distribute the survey to the sanpl e audience.

10. Tabul ate survey results.

11. Publish the results of the survey.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt
REFERENCE( S) :
1. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi si on Service (AFRTS)
4. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
5. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

6. MCO 5720.70, Anerican Forces Infornmation Service

TASK: 4313.02. 32 (CORE PLUS) MANAGE RADI O TELEVI SI ON PROGRAM MATERI ALS
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CONDITION(S): Gven Armed Forces Radi o and Tel evi sion Service (AFRTS) current Satellite
Net wor k ( SATNET) information schedul e, AFRTS TV/radi o SATNET advi sory, appropriate

equi pent, administrative materials, and references.

STANDARIX S): Per the references, ensuring conplete and current inventory.

PERFORVANCE STEPS:

1. Supervise the unpacking of all programnmaterials, verifying the packing |ist
with the contents of the program package.

2. Contact Arnmed Forces Radi o Tel evision Service-Broadcast Center (AFRTS-BC)
i medi ately if discrepancies exist between package contents and packing list.

3. Supervise breakdown of shipnment and file or store according to references.
4. Ensure regul ati ons addressi ng copyright and control are followed.

5. Ensure proper disposition (disposal, storage) of materials.

6. Conplete and file appropriate docunents.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Arnmed Forces Radi o and Tel evi si on Service (AFRTS)
4. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
5. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

6. MCO 5720.70, Anerican Forces Infornmation Service

TASK: 4313.02. 33 (CORE PLUS) MANAGE TRAFFI C AND CONTI NUI TY ( T&C)
CONDI TION(S): When assigned to a broadcast outlet and given access to program | ogs,

files, appropriate equi pnent, Arnmed Forces Radi o and Tel evi sion Service (AFRTS) and
| ocal spots, contact list, and adninistrative supplies.

STANDARD(S): Per the references.
PERFORMANCE STEPS:

1. Ensure daily log preparation and proper filing.
2. Maintain liaison with clients on current contact list.
Appendi x B to
ENCLOSURE ( 6)
6- B- 26



MCO 1510. 62A
17 FEB 00

3. Determine Command Information (Cl) objectives.
4. Evaluate spots for effectiveness.

5. Fornul ate spot canpai gns.

6. Monitor spots for audience inpact.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Sgt

REFERENCE(S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
4. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)
5. MCO 5100.27, Armed Forces Radi o and Tel evi sion Services (AFRTS)

6. MCO 5720. 70, Anerican Forces Information Service

TASK: 4313.02. 34 (CORE PLUS) ESTABLI SH BROADCAST STANDI NG OPERATI NG PROCEDURES ( SOP)

CONDITION(S): Gven the references, equipnent, a conputer with current word processing
software, administrative supplies, and access to broadcast activities.

STANDARIX S): Per the references and command requirenments, ensuring currency.
PERFORMANCE STEPS:

1. Review the references.

2. Review current Standing Operating Procedures (SOP), if applicable, for
reliability, pertinence, and accuracy.

3. Gather pertinent information on broadcast activities.

4. Organize information and include adninistrative instruction in draft Standing
Qperating Procedures (SOP) fornat.

5. Route the draft Standing Operating Procedures (SOP) to appropriate sections for
comment .

6. Review coments and nake appropriate revisions to the draft Standing Operating
Procedures (SOP).

7. Submit Standing Operating Procedures (SOP) for signature.

8. Publish Standing Operating Procedures (SOP).
Appendi x B to
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9. Distribute Standing Operating Procedures (SOP).
10. Maintain Standing Operating Procedures (SOP) with current information.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. COWERCI AL BROADCAST REFERENCE TEXT, Various authors

2. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

3. DOD DI RECTI VE 5120. 20, Armed Forces Radi o and Tel evi si on Service (AFRTS)
4., DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

5. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

6. MCO 5720.70, Anerican Forces Information Service

7. SOP, Standing Operating Procedures

TASK: 4313. 02. 35 (CORE PLUS) SUPERVI SE BROADCAST NEWS OPERATI ONS

CONDITION(S): Gven a newsroom associated files and pl anni ng gui des, personnel,
appropriate equi pnent, administrative materials, and references.

STANDARIX S): On a daily basis, ensuring conplete and accurate news coverage, per the
ref erences.

PERFORVANCE STEPS:

1. Conduct an on-going orientation programfor newy assigned personnel.

2 (bserve and eval uate personnel on a regul ar basis.

3. Ensure mlitary training requirenents are net.

4, Maintain newsroomfiles and references, on-call rosters, background files, alibi
g:J: 32,8 sensitivity files, events cal endars, and other appropriate planning

5. Schedul e personnel for duty.

6. Establish liaison with the Public Affairs Oficer (PAO and key nenmbers of the
command.

7. Make decision on news coverage and events to be aired, referring to higher
authority, if necessary.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt
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REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. COWMERCI AL BROADCAST REFERENCE TEXT, Various authors

3. DOD 5120.20-R, Managenent and Operation of Armed Forces Radi o and Tel evi sion
Servi ce (AFRTS)

4. DOD DI RECTI VE 5120.20, Armed Forces Radi o and Tel evi sion Service (AFRTS)

5. DOD DI RECTI VE 5122. 10, Anerican Forces Information Service (AFIS)

6. MCO 5100.27, Arned Forces Radi o and Tel evi sion Services (AFRTS)

7. MCO 5720.70, Anerican Forces Infornation Service

8. SOP, Standing Operating Procedures
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MOS 4341, COVBAT CORRESPONDENT

DUTY AREA 01 - SUPERVI SI ON

TASK: 4341.01. 01 (CORE PLUS) MAI NTAIN PUBLI C AFFAI RS STANDI NG OPERATI NG PROCEDURES
(SCP)

CONDI TION(S): When assigned as Public Affairs Chief or Marketing and Public Affairs
Representative (MPA Rep), given comrand publications and directives, equipnent,
standard Marine Corps word processing software, and references.

STANDARIX S): Per the references, ensuring currency.

PERFORVANCE STEPS:

1. Evaluate existing Standing Operating Procedures (SOP).
2. Analyze local procedures in each of the functional areas of Public Affairs.
3. Review |l ocal objectives and policies.

4. Docunent/Update Standi ng Operating Procedures (SOP), incorporating changes in
procedures and/or policies.

5. Route Standing Operating Procedures (SOP) for conments.

6. Incorporate revisions to the draft Standing Operating Procedures (SOP), if
appropri at e.

7. Submit Standing Operating Procedures (SOP) for signature.

8. Publish Standing Operating Procedures (SOP).

9. Distribute Standing Operating Procedures (SOP).

10. Maintain Standing Operating Procedures (SOP) with current information.

INITIAL TRAINING SETTING MXJT Sustainment: 12 Req By: SSgt

REFERENCE(S) :
1. CONCEPTS AND | SSUES, Annual HQMC Prograns and Resources publication
2. DOD 5500.7-R, Joint Ethics Regulation (JER)

3. DOD | NSTRUCTI ON 5230.29, Security and Policy Review of DoD Information for
Publ i ¢ Rel ease

4, DOD I NSTRUCTI ON 5435. 2, Del egation of Authority to Approve Travel In and Use
of Mlitary Carriers for Public Affairs Purposes

5. DOD | NSTRUCTI ON 5505. 10, Investigation of Nonconbat Deaths of Active Duty
Menbers of the Armed Forces
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6. DOD WEB POLI CY MEMORANDUM Dated 7 Dec 98

7. MCO 5230. 18, O earance of Departnent of Defense Information for Public
Rel ease

8. MCO 5700.5, Devel opnent of Proposed Public Affairs Gui dance (PPAG

9. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

10. SECNAVI NST 5720. 47, Departnent of Navy Policy for Content of Publicly
Accessible Wrld Wde Wb Sites, dtd 1 Jul 99

11. SOP, Standing Operating Procedures

12. T/ E, Table of Equipnent

TASK: 4341.01. 02 (CORE PLUS) REVI EW RELEASABLE | NFORVATI ON FOR POLI CY VI OLATI ONS

CONDITION(S): Gven the appropriate references, materials, and equi pment.

STANDARD( S): Per the references.
PERFORMANCE STEPS:

1. Review the references.
2. Ensure releasable information conforns to regul ati ons.
3. Determine proper release authority and | evel.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, Cearance of DoD Information for Public Rel ease

. DOD DI RECTI VE 5400.7, Departnment of Defense Freedom of Information Act
FO A) Program

2
(
3. MCO 5510.9_, Security of Information for Public Rel ease
4 MCO P5211.2_, The Privacy Act of 1974

5.  SECNAVI NST 5720.42_, Departnment of the Navy Freedom of Information Act
(FA A) Program

6. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01. 03 (CORE PLUS) SUPERVI SE ON- THE-JOB TRAI NI NG (OQJT) PROGRAMS
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CONDITION(S): Gven the appropriate references, access to training materials,
i nstructors, standard Marine Corps software prograns, equi pnent, and naterials.

STANDARIX S): Per the references.
PERFORVANCE STEPS:

1. Review the references.

2. Determine the training requiremnment.

3. Assign personnel to conduct training.

4. Review |l esson plans and correct deficiencies, as required.
5. Monitor and eval uate training.

6. Critique and counsel instructors.

7. Document training.

NI TIAL TRAINING SETTING MXJT Sustainment: 12 Req By: SSgt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
DI NFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
JO NT PUB 1-02, DoD Dictionary of Mlitary and Associ ated Terns

2.
3.
4. MCO P1200.7_, MIlitary Cccupational Specialties Manual (Short Title: MOS
Manual )

TASK: 4341.01. 04 (CORE PLUS) BRI EF PUBLI C AFFAI RS OFFI CER (PAO) ON PUBLI C AFFAI RS
TRAI NI NG PROGRAMS

CONDITION(S): Gven the references, information on current Public Affairs prograns, and
equi prent .

STANDARI S): Per the references, ensuring all Public Affairs training prograns are
accurately briefed.

PERFORVANCE STEPS:

1. Brief Public Affairs Oficer (PAO on courses offered through the MOS producing
school house.

2. Brief the Public Affairs annual training schedul e.
3. Include information on the other Arned Services’ distance |learning outlets.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Sgt
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REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials

2. TRAINING I NPUT PLAN (TIP), Marine Corps Conbat Devel opnent Conmand, T&E
Di vi sion, MPB (C463FT) docunent (annual)

TASK: 4341.01. 05 (CORE PLUS) DEVELOP PROCEDURES FOR RELEASE OF | NFORMATI ON TO THE
PUBLI C

CONDITION(S): Gven references, nmaterials, and equi pnent.

STANDARIX S): Per the references, ensuring information is accurate and in conpliance
wi th Departnent of Defense (DoD) and Marine Corps policies.

PERFORVANCE STEPS:

1. Review the references.

2. Inplenent internal controls to ensure conpliance with DoD and Mari ne Corps
Publ i c Affairs guidance.

3. Ensure procedures for release are properly witten, edited, and revi ewed.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt
REFERENCE( S) :
1. DOD DI RECTI VE 5230.9, d earance of DoD Infornmation for Public Rel ease

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01. 06 (CORE PLUS) SUPERVI SE PREPARATI ON AND DI STRI BUTI ON OF NEWS CLI PS

CONDITION(S): Gven Marine Corps related articles clipped fromnewspapers, nmgazi nes,
and periodicals, the reference, materials, and equiprent.

STANDARIX S): Per the reference.
PERFORVANCE STEPS:

1. Review Marine Corps related cli ps.
2. Review format of clips.
3. Ensure clips are distributed, as required.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl
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REFERENCE( S) :

1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01. 07 (CORE PLUS) WRI TE PROPOSED PUBLI C AFFAI RS GUI DANCE

CONDITION(S): Gven a newsworthy event, references, materials, standard Marine Corps
wor d processing software, and equi pnent.

STANDARIX S): Per the references, ensuring the guidance reflects current Departnent of
Def ense (DoD) and Marine Corps policies and regul ations.

PERFORVANCE STEPS:

1. Research information pertaining to the event/topic.

2. Reviewthe references. (Departnment of Defense (DoD), Marine Corps, and | ocal
gui dance) .

3. Devel op statenent, questions, and answers.
4. Route anticipated questions/answers.
5. Ontain higher comand approval, if applicable.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :

1. DOD I NSTRUCTI ON 5405. 3, Devel opnent of Proposed Public Affairs Gui dance
(PPAG

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01. 08 (CORE PLUS) SUPERVI SE | NTERNAL MEDI A PRODUCTI ON

CONDITION(S): Gven information pertinent to an internal audi ence, audi ence survey
results, access to publication contract, references, materials, and equi prment.

STANDARIX S): Per the references, ensuring dissenination of pertinent information to the
i nternal audience.

PERFORVANCE STEPS:

1. Evaluate internal audi ence needs.
2. Review conmand i nternal information.

INITIAL TRAINING SETTING MXMT Sustainment: 12 Req By: Sgt

Appendix Cto
ENCLOSURE ( 6)

6-C5



MCO 1510. 62A
17 FEB 00

REFERENCE( S) :

1. DOD I NSTRUCTI ON 5120. 4, Department of Defense Newspapers, Mgazi nes and
Cvilian Enterprise Publications

2. MCO P5600.31_, Marine Corps Publications and Printing Regul ations

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01.09 (CORE PLUS) REVI EW ADVERTI SI NG FOR PROPRI ETY
CONDI TION(S): G ven proposed advertising and references.

STANDARD( S): Per the references.
PERFORMANCE STEPS:

1. Review the references.
2. Ensure advertising is in conpliance with references.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. MO 5720.71, Joint Public Affairs Operations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01.10 (CORE PLUS) DRAFT PUBLI C AFFAI RS ANNEX TO OPERATI ONS PLANS AND ORDERS

CONDI TION(S): When assigned as Public Affairs Chief and given appropriate references,
materi al s, equi pment, and standard Marine Corps word processing software.

STANDARD(S): Per the references.
PERFORMANCE STEPS:

1. Review the references.

2. Consult commander’s gui dance, the basic order, and hi gher headquarters Public
Affairs (PA) annex for assistance.

3. Wite annex, including provisions for all pertinent Public Affairs functional
ar eas.

4. Staff draft Public Affairs (PA) annex to affected staffs and sections.
5. Revise draft annex, as needed.
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6. Submit approved Public Affairs annex for inclusion in Operations Plans and
O ders.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. CICSM 3122.3, Joint Operation Planning and Execution System- Vol I
2. DOD DI RECTI VE 5400. 13, Joint Public Affairs Operations

3. DOD | NSTRUCTI ON 5405. 3, Devel opnent of Proposed Public Affairs Guidance
(PPAG

4. JONT PUB 3-61, Doctrine for Public Affairs in Joint Operations

5. JONT PUB 5-03.1, Joint Operation Planning and Execution System Vol |
(Pl anning Policies and Procedures)

6. JONT PUB 5-03.2, Joint Operation Planning and Execution System (JOPES), Vol
I

7. MCO 5720.71, Joint Public Affairs Operations

8. MCO 5720.72, Procedures for Joint Public Affairs Qperations

TASK: 4341.01.11 (CORE PLUS) ESTABLI SH COMVAND | NFORMATI ON BUREAU ( ClI B)

CONDITION(S): Gven a newsworthy event, nedia access, personnel, funds, references,
materi al s, and equi prent.

STANDARD( S): Per the references.
PERFORMANCE STEPS:

1. Evaluate the inportance of the newsworthy event.

2. Evaluate nedia interest in the event, and deterni ne the anpbunt and type of
equi pmrent the media will bring to the event.

3. Evaluate resource requirenents (nmanpower, transportation, comunication, supply,
equi prent ) .

4. Deternine avail abl e resources and perspective sites.

5. Draft Command Information Bureau (Cl B) Standing Operating Procedures (SOP), to
include internal structure of the bureau, budgetary requirenents, amunt and

type of equi pnent needed, and the inpact of environnmental conditions.

6. Coordinate with pertinent staff nenbers (operations, |ogistics, supply, budget
officers, etc.).

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt
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REFERENCE( S) :
1. CICSM 3122.3, Joint Operation Planning and Execution System- Vol I

2. DOD DI RECTI VE 5400. 7, Departnent of Defense Freedom of Information Act
(FO A) Program

3. JAONT PUB 3-61, Doctrine for Public Affairs in Joint Operations

4. JAONT PUB 5-03.1, Joint Operation Planning and Execution System Vol |
(Pl anning Policies and Procedures)

5. JONT PUB 5-03.2, Joint Operation Planning and Execution System (JOPES), Vol
Il

6. MCO 5720.72, Procedures for Joint Public Affairs Qperations

7. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.01.12 (CORE PLUS) PREPARE ANNUAL PUBLI C AFFAI RS BUDGET

CONDI TION(S): Provided the appropriate reference, local orders and directives,
materi al s, and equi pnent.

STANDARIX S) : Ensuring budget addresses all facets of Public Affairs mssion with full
justification and docunentation of each expenditure.

PERFORVANCE STEPS:

1. Determine Public Affairs budget requirenents based on the m ssion.
2 Prioritize budget requirenents.

3. Justify and docunent each proposed expenditure.

4 Moni t or operating budget.

5. Respond to the mnidyear budget review

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. SOP, Standing Operating Procedures

TASK: 4341.01.13 (CORE PLUS) PREPARE Fl VE- YEAR PUBLI C AFFAI RS BUDGET

CONDITION(S): G ven command budget gui dance/regul ations/directives and the appropriate
equi pment, materials, and reference.

Appendix C to
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STANDARIX S): Per the command budget gui dance, ensuring budget addresses all facets of
Public Affairs mission with full justification and docunentati on of each proposed
expendi t ure.

PERFORVANCE STEPS:

1. Prioritize budget requirenents.

2. Justify and docunent each proposed expenditure.
3. Monitor operating budget.

4. Respond to the mdyear budget review

NI TIAL TRAINING SETTING MXJT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. SOP, Standing Operating Procedures

TASK: 4341.01.14 (CORE PLUS) SUPERVI SE COWAND WEB S| TE

CONDITION(S): Gven the appropriate conputer assets, information, references, |nternet
access, and responsibility for upkeep of the command web site.

STANDARIX S): Per the references, ensuring information is accurate and consistent with
hi gher headquarters’ gui dance.

PERFORVANCE STEPS:

1. Review applicable references.

2. Evaluate assets, including availability of personnel and equi pment to support
the web site.

3. Ensure web site content reflects the conmander’s intent, is accurate, in
conpliance with regul ations, and consistent w th higher headquarters’ guidance.

4. Evaluate effectiveness of web site.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: SSgt

REFERENCE( S) :

1. DOD I NSTRUCTI ON 5230.29, Security and Policy Review of DoD Information for
Publ i c Rel ease

2. DOD WEB POLI CY MEMORANDUM Dated 7 Dec 98

3. MARADM N 094/99, Wrld Wde Wb Site Conpliancy Assessnent, dtd 5 Mar 99
Appendi x Cto
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DUTY AREA 02 - COVMUNI TY RELATI ONS

TASK: 4341.02.01 (CORE PLUS) CONDUCT | NSTALLATI ON TOUR
CONDITION(S): Gven a tour itinerary, transportation, references, and equi prment.

STANDARIX S): Per the references, ensuring accuracy of tour information and adherence to
the itinerary.

PERFORVANCE STEPS:

1. Validate the itinerary.

2. Coordinate |ogistical support.

3. Arrange for base access.

4 Meet the visitors at a pre-arranged tine.

5. Geet and brief the visitors.

6. Be prepared to accurately answer questions.

7. Miintain firmbut friendly control of the group at all tines.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: PFC

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.02.02 (CORE PLUS) DRAFT EVENTS CALENDAR

CONDITION(S): Gven a series of events, the reference, materials, and equiprment.
STANDARIX S): Per the reference, including all pertinent events.

PERFORVANCE STEPS:

1. Research recurring events and identify new events.
2. Prioritize events.

3. Determine level of support required.

4. Distribute approved events cal endar.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl

Appendix Cto
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REFERENCE( S) :

1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.02.03 (CORE PLUS) RESPOND TO COMMUNI TY | NQUI RY

CONDITION(S): Gven a civilian community request, standard Marine Corps word processing
software, equi pnment, and materials.

STANDARIX S): Ensuring the responses are pronpt, accurate, and tactful.
PERFORVANCE STEPS:

1. Record all vital information fromthe incom ng request.
a. Name, address, phone nunber, and organization.

b. Tinme and date of the request.

I nf orm supervi sor of the request.

Eval uate request to determi ne appropriate response.

P w0 DN

Gat her needed i nformation.
5. Draft an accurate and conpl ete response.
6. Ensure the approved response is sent to the requestor.

| NITIAL TRAINING SETTING MXT Sustainment: 12 Req By: PFC
REFERENCE( S):  ( NONE)

TASK: 4341.02. 04 (CORE PLUS) RESPOND TO COVMMUNI TY SPONSCRED EVENTS

CONDITION(S): Gven a comunity sponsored event, a request for support, the appropriate
forms, materials, references, and equi pnent.

STANDARD( S): Per the references.
PERFORMANCE STEPS:

1. Determine required support.
2. Generate request formfor Arned Forces participation in public events.
a. Non-Aviation DoD Form 2536.
b. Aerial Support DoD Form 2535.
Appendi x C to
ENCLOSURE ( 6)
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3. Evaluate Departnent of Defense (DoD) request forns for appropriateness and
conpliance with DoD policies and for coordination with units involved.

4. Respond to requestor.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Cpl

REFERENCE( S) :
1. DOD DI RECTI VE 5410. 18, Conmunity Rel ations

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

ADM NI STRATI VE | NSTRUCTI ONS: Contact Division of Public Affairs, Conmunity Rel ations
Branch, for DoD Forns 2535 and 2536 if they are not available at |ocal command.

Appendix Cto
ENCLOSURE ( 6)

6-C 12



MCO 1510. 62A
17 FEB 00

DUTY AREA 03 - | NTERNAL | NFORVATI ON

TASK: 4341.03.01 (CORE PLUS) CONDUCT A NEWSPAPER SURVEY

CONDITION(S): Gven a requirenment for readership data, references, standard Marine
Corps word processi ng and dat abase software, and equi pnent.

STANDARD(S): Per the references.
PERFORMANCE STEPS:

1. Select the preferred survey nethod.
a. Ml survey.
b. Focus group interview
c. Personal interviews.
2. Generate questionnaire.
3. Select a survey popul ation.
4. Select a sanpling technique.
a. Sinple random sanpl i ng.
b. Stratified random sanpling.
c. Custer sanpling.
d. Systematic sanpling.
5. Admi nister the survey.
6. Analyze the data.
7. Conpile a survey report.
8. Publish survey results.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :

1. DOD I NSTRUCTI ON 5120. 4, Department of Defense Newspapers, Mgazi nes and
Cvilian Enterprise Publications

2. MCO P5600.31_, Marine Corps Publications and Printing Regul ations
3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons
Appendix Cto
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DUTY AREA 04 - MEDI A

TASK: 4341.04.01 (CORE PLUS) MAI NTAIN MEDI A CONTACT LI ST

CONDITION(S): Gven the requirenent to identify civilian and mlitary nedia
organi zations and representatives, access to sources of information, references,
materi al s, and equi prent.

STANDARIX S): Per the references, ensuring |list accuracy.

PERFORVANCE STEPS:

1. Research all local, regional, and national nedia outlets.
2. Establish point of contact at each nedia outlet.
3. Update media contact list, as needed, to ensure currency.

NI TIAL TRAINING SETTING MXT Sustainment: 12 Req By: Sgt

REFERENCE(S) :
1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.04.02 (CORE PLUS) RESPOND TO MEDI A QUERY
CONDITION(S): Gven a nmedia query, query form equipnment, materials, and the reference.

STANDARIX S): Per the reference, ensuring the response is accurate and contains maxi mum
di scl osure with mni num del ay of releasable infornmation.

PERFORVANCE STEPS:

1. Ensure all queries are docunented.

2. Research proper response to queries.

3 Generate response to query based on research.
4. Rel ease approved query to requesting nedia.
5. File each conpl eted query.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl

REFERENCE( S) :
1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons
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TASK: 4341.04. 03 (CORE PLUS) COCRDI NATE MEDI A | NTERVI EW

CONDITION(S): Gven a media request for interview, materials, references, and
equi prent .

STANDARIX S): Per the references, ensuring appropriate nedia access.

PERFORVANCE STEPS:

1. Select/Notify spokesperson.

2. Establish tine and date for interview.
3. Brief/Rehearse spokesperson.

4. Record interview

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.04.04 (CORE PLUS) CONDUCT MEDI A TRAI NI NG

CONDITION(S): G ven non-Public Affairs personnel, the references, materials, and equi pnent.
STANDARD( S) : Per the references.

PERFORVANCE STEPS:

1. Coordinate scheduling of nedia training for non-Public Affairs personnel.
2. Cenerate syllabus for nedia training.
3. Conplete nedia training.

INITIAL TRAINING SETTING  MXMJT Sustainnment: 12 Req By: Sgt

REFERENCE( S) :
1. MEDI A SKILLS QU DE, Dvision of Public Affairs instructional materi al

2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

Appendi x Cto
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TASK: 4341.04.05 (CORE PLUS) PREPARE PRESS KI T

CONDITION(S): Gven a newsworthy event, access to pertinent information, the reference,

materi al s, and equi pnent.

STANDARIX S): Per the reference, ensuring the kit contains only pertinent,
non-cl assi fi ed background i nformati on on the event.

PERFORVANCE STEPS:

1. Gather appropriate material for press kit.
2. Ensure sufficient quantities are avail able.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. SECNAVI NST 5720.44_, Department of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.04.06 (CORE PLUS) COCRDI NATE MEDI A COVERAGE FOR NEWS EVENTS

CONDITION(S): Gven a news event, list of invited nedia, list of available escorts,
equi prrent .

STANDARIX S) : Ensuring media remain under escort control.
PERFORVANCE STEPS:

1. Compile a list of attending nedia.

2. Determine print and el ectronic nedia requirenents.
3. Select nuster point.

4. Prepare press kits.

5. Determnmine required nunber of media escorts.

6. Brief key participants prior to the event.

.

Brief media ground rules.
8. Convoy nedia to the event site, if necessary.
9. Wite an after action report, if warranted.

INITIAL TRAINING SETTING MXT Sustainnent: 12 Req By: Cpl

REFERENCE( S) : ( NONE)
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TASK: 4341.04.07 (CORE PLUS) CONDUCT BRI EFI NGS

CONDITION(S): Gven a scenario requiring a briefing, standard Marine Corps word processing and
presentation software, equipnment, materials, and references.

STANDARIX S): Per the references, ensuring accuracy of information.
PERFORVANCE STEPS:

1. Research topic.

2. Devel op visual aids, computer presentation, and handouts, if applicable.
3. Select an appropriate briefing site.

4. Provide opportunity for audi ence question/answer period.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Sgt

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials
2. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons
Appendix Cto
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DUTY AREA 05 - JOURNALI SM

TASK: 4341.05.01 (CORE) CONDUCT | NTERVI EW
CONDI TION(S): Provi ded background files, sources, references, equipnment, and materials.

STANDARIX S) : Ensuring enough information is gathered to produce an accurate
news/ feature story/spot announcement.

PERFORVANCE STEPS:

1. Research interview topic.

2. Schedul e tine/place for interview

3. Ensure tape recorder, canera, note pad and witing utensils are on hand.
4. Ensure accuracy, brevity, and clarity of facts/infornmation.

5. Coordinate followup questions, if necessary.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

2.  SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.02 (CORE) WRI TE NEWS STORY

CONDITION(S): Gven a newsworthy event, access to reporter’s notes, references, standard Marine
Corps word processing software, and equi prment.

STANDARIX S): Per the references, ensuring the story is accurate, tinely, concise, and without
grammatical /spelling errors.

PERFORVANCE STEPS:

1. Deternine | ead enphasis.

2. ldentify "who, what, when, where, why, and how' in lead, if possible.
3. Strive for 35 words or less in |ead.

4. Structure lead for both internal and external publications.

5. Wite bridge transitioning | ead to body.

6. Use inverted pyramid witing style for entire story.
7. Determne what information needs attribution.
Appendix Cto
ENCLOSURE ( 6)
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INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.03 (CORE) WRI TE ACClI DENT NEWS STORY

CONDITION(S): G ven an accident, accident reports, access to individuals with pertinent infornation,
ref erences, standard Marine Corps word processing software, and equi pnent.

STANDARIX S): Per the references, ensuring the story is accurate, tinmely, concise, and wthout
grammatical /spelling errors.

PERFORVANCE STEPS:

1. Determnine | ead enphasis of story.

2 Identify "who, what, when, where, why, and how' in lead, if possible.
3. Strive for 35 words or less in |ead.

4 Structure lead for both internal and external publications.

5. Wite bridge identifying victinms or stating victinms’ identities are being
wi t hhel d pendi ng notification of next of kin.

6. Use inverted pyramid witing style for entire story.
7. Determne what information needs attribution.

8. Include appropriate "under investigation" statenent.
9. Ensure accuracy of information gathered.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

Appendi x Cto
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TASK: 4341.05. 04 (CORE) WRI TE FEATURE STORY

CONDITION(S): Gven a subject, references, access to research materials, standard Marine Corps word
processing software, and equi pnent.

STANDARIX S): Per the references, ensuring the story is accurate, tinely, concise, and without
grammatical /spelling errors.

PERFORVANCE STEPS:

1. Select topic.

2. Determine lead as narrative, descriptive, direct question, quotation, or teaser.
3. Use lead to set nmood or tone of story.

4. Use figurative | anguage and various story-telling devices of fiction witing.

5. (oserve and record actions, settings, and personality characteristics of people and things
in story.

6. Use transitions to carry reader fromone thought to another.
7. Vary sentence and paragraph | engths.

8. Ensure story is free of |ibelous statenents.

9. Tie conclusion of story to | ead, as appropriate.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.05 (CORE) WRI TE SPORTS STORY

CONDITION(S): Gven a sporting event, access to research materials, references, standard Marine
Corps word processing software, and equi prment.

STANDARIX S): Per the references, ensuring the story is accurate, tinmely, concise, and wthout
grammatical /spelling errors.

PERFORVANCE STEPS:

1. Determnine proper sources for gathering sports data.
2. Determine | ead enphasis.
Appendix Cto
ENCLOSURE ( 6)
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3. ldentify statistics and "who, what, when, where, why, and how' in | ead, as possible.
4. Use sports termn nol ogy.
5. Use statistics, nicknanmes, and ranks, when appropriate.
6. Use discriptive | anguage.
7. Wite bridge transitioning | ead to body.
INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.06 (CORE) WRI TE PHOTO CUTLI NES

CONDITION(S): Gven still photographs, references, standard Mari ne Corps word
processing software, and equi prment.

STANDARIX S): Per the references, in standard journalistic style, w thout granmatical,
spelling, or syntax errors.

PERFORVANCE STEPS:

1. Determnmine type of cutline.
2. In first sentence, describe the action and identify persons and objects in the photograph.

3. In second sentence, provide background information which includes the "who, what, when,
where, why, and how' information.

4. Wite photograph credit according to |ocal style.
5. Wite cutline in present tense.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials
Appendi x Cto
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3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.07 (CORE) LOCALI ZE NEWS MATERI AL

CONDITION(S): Gven a news story, references, standard Marine Corps word processing software, and
equi prent .

STANDARIX S): Per the references.
PERFORVANCE STEPS:

1. Research local angle and mlitary tie.

2. ldentify as many of the "who, what, when, where, why, and how' (Five W and H)in | ead, as
possi bl e.

3. Use local authorities for attribution, when appropriate.

NI TIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook
2. DINFOS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.08 (CORE PLUS) WRI TE AN EDI TORI AL

CONDITION(S): Gven a topic, references, access to research materials, standard Marine Corps word
processing software, and equi pnent.

STANDARIX S): Per the references, ensuring the expressed opinion does not violate Marine Corps
conmand policy, security, or propriety.

PERFORVANCE STEPS:

1. Research subject.

2. Ensure editorial addresses topic w thout violating Marine Corps command policy, security, or
propriety issues.

3. Set tone of editorial: inform influence, or entertain.
4., Include title, |lead, body, and concl usion.
5. Present facts objectively.
Appendi x C to
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6. Ensure editorial does not violate the AP Styl ebook and contains no errors in spelling,
granmmar, or syntax.

INITIAL TRAINING SETTING MXMT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

TASK: 4341.05. 09 (CORE PLUS) RESEARCH REPORTI NG ASSI GNVENT

CONDITION(S): Gven the reference, access to informational sources (to include
Internet), standard Marine Corps word processing software, equi pment, and nmateri al s.

STANDARIX S): Per the reference, ensuring accuracy and pertinence of the background infornmation.

PERFORVANCE STEPS:

1. Conpile assignnent objectives and special instructions.
2. Coordinate logistical requirenments, when needed.
3. Conpile resource material (Internet, newspaper norgue, biographical files, library, etc.).

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

TASK: 4341.05.10 (CORE) COPY EDI T MATERI AL FOR PUBLI CATI ON

CONDITION(S): Gven a story, supporting art, cutlines, standard Marine Corps word processing
software, equi pnent, and references.

STANDARIX S): Per the references and established industry standards.

PERFORVANCE STEPS:

1. Read story for familiarization.
2. Ensure accuracy of information and adherence to spelling and grammar rul es.

3. Ensure witing utilizes transitions, colorful verbs, clarity, and other stylistic
t echni ques.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
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REFERENCE( S) :
1. AP STYLEBOXK, Associated Press Styl ebook

2. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

TASK: 4341.05.11 (CORE) WRI TE A NEWSPAPER HEADL| NE

CONDITION(S): Gven a newspaper story, a designated headline indicating colum w dth, nunber of
lines and typeface, standard Marine Corps word processing software, equipnent, and the reference.

STANDARIX S): Per Associated Press (AP) Styl ebook and professional journalistic
st andar ds.

PERFORVANCE STEPS:

1. Read the copy.
2. Designate | ayout requirenents.
3. Wite effective headline.

4, Ensure headline neets editorial standards.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
REFERENCE( S) :

1. AP STYLEBOXK, Associated Press Styl ebook

TASK: 4341.05.12 (CORE) DESI GN PUBLI CATI ON
CONDITION(S): Gven references, standard Mari ne Corps desktop publishing software, and equi pnent.

STANDARIX S) : Ensuring publication nmeets acceptabl e Associ ated Press (AP) and Departnent of Defense
(DoD) standards.

PERFORVANCE STEPS:

1. Determnine size and requirenents of publication.
2. Create dummy pages.
3. Inport text and phot os.

4, Ensure all design elenments neet industry standards.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt
Appendi x C to
ENCLOSURE ( 6)
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REFERENCE( S) :

1. AP STYLEBOXK, Associated Press Styl ebook

2. COMVERCI AL JOURNALI SM REFERENCE TEXT, Vari ous authors

3. DI NFOS | NSTRUCTI ON MATERI ALS, Defense |Informati on School Reference Materials

4. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons




TASK: 4341.05.13 (CORE) SHOOT PHOTOGRAPHS

CONDITION(S): Gven a digital or conventional canera, |enses, manufacturer’s operating instructions,
and references.

STANDARIX S): Per the references, ensuring professional quality.
PERFORVANCE STEPS:

1. Load canera.
2. Set aperture and shutter speed controls.
3. Conpose, focus, and capture the inage.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ mai nt enance

3. SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.14 (CORE) SELECT | MAGES FOR PUBLI CATI ON
CONDI TION(S): G ven phot ographs, situational requirenments, and references.

STANDARIX S): Per the references, ensuring sel ected photographs nmeet propriety, quality,and security
st andar ds.

PERFORVANCE STEPS:

1. Evaluate all photographic images for quality, creativity, propriety, and security.
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2. Evaluate all photographic imges for subject content and applicability to the story line.
3. Select the best photographic imges to support the story line and | ayout requirenents.

4. Mark sel ected photographic i mages for printing and annotate printing
i nstructions.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials
DOD DI RECTI VE 5040.5, Alteration of Oficial DoD I nmagery
DOD DI RECTI VE 5400. 11, Departnent of Defense (DoD) Privacy Program

2.
3.
4, SECNAVI NST 5720.44_, Departnent of the Navy Public Affairs Policy and
Regul ati ons

TASK: 4341.05.15 (CORE) SELECT APPROPRI ATE LENS FOR PHOTOGRAPHI C ASSI GNVENT
CONDITION(S): G ven appropriate equipnent, references, and information about the assignnent.
STANDARIX S): Ensuring sel ected | ens produces desired professional quality photographs.

PERFORVANCE STEPS:

1. Evaluate the assignnent.
2. Determine the desired effect and select the appropriate |ens.

3. Munt the |l ens on the canera.

INITIAL TRAINING SETTING FLC Sustainnment: 12 Req By: Pvt
REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ mai nt enance

TASK: 4341.05.16 (CORE PLUS) PERFORM OPERATOR S MAI NTENANCE ON CAMERAS AND LENSES
CONDITION(S): Gven a canera, cleaning equipnment, and the reference.
STANDARIX S): Per the equi pnment manufacturer’s operating instructions.
Appendi x C to
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PERFORVANCE STEPS:

1. dean all authorized surfaces and ot her accessori es.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :

1. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ mai nt enance

MCO 1510. 62A

TASK: 4341.05.17 (CORE PLUS) TRANSM T ELECTRONI C | MAGES

CONDITION(S): Gven an inmmge, references, standard Marine Corps software and equi pnent.

STANDARIX S): Per the references, ensuring successful transm ssion.

PERFORVANCE STEPS:

1. Scan inmge.

2. Attach image to e-mail.
3. Send e-muil.

4, Save immge and file.

INITIAL TRAINING SETTING MXT Sustainment: 12 Req By: Pvt

REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nfornmati on School

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ nai nt enance

Reference Materials

TASK: 4341.05.18 (CORE) OPERATE DI G TAL CAMERA
CONDITION(S): Gven a digital canera and references.
STANDARIX S): Per canera manufacturer’s operating instructions.

PERFORVANCE STEPS:

1. Check for correct exposure.
2. Conpose shot.
3. Focus and shoot photo.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

6-C 27
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REFERENCE( S) :
1. DI NFGCS | NSTRUCTI ON MATERI ALS, Defense | nformati on School Reference Materials

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ nai nt enance

TASK: 4341.05.19 (CORE) OPERATE CONVENTI ONAL CAMERA
CONDI TION(S): G ven a conventional canera and references.
STANDARIX S): Per canera manufacturer’s operating instructions.

PERFORVANCE STEPS:

1. Check for correct exposure.
2. Conpose shot.
3. Focus and shoot phot ograph.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Pvt

REFERENCE(S) :
1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials

2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper ati on/ mai nt enance

TASK: 4341.05.20 (CORE PLUS) SHOOT PHOTO ESSAY

CONDITION(S): Gven digital or conventional canera equipnment and the references.
STANDARD( S) : Per the references.

PERFORVANCE STEPS:

1. Select topic.

2. Devel op story board.

3. Coordi nate photographi c shoot.
4. Conduct shoot.

INITIAL TRAINING SETTING FLC Sustainment: 12 Req By: Cpl

REFERENCE( S) :

1. DI NFCS | NSTRUCTI ON MATERI ALS, Defense Information School Reference Materials
Appendi x C to
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2. MANUFACTURER S | NSTRUCTI ONS, Instructions for equi pnent
oper at i on/ nai nt enance

Appendi x Cto
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SUMVARY/ | NDEX OF | NDI VI DUAL TRAI NI NG STANDARDS BY SPECI FI C CATEGORY (MXJT, DL, PST)

1. This enclosure sumuarizes the Individual Training Standards (I TS) according to three
cat egori es:

Appendi x A1 | TSs Trai ned via Managed On-The-Job Training (MXT)
Appendi x B: | TSs Supported by Di stance Learning (DL) Products
Appendi x C. | TSs Supported by Performance Support Tools (PST)

2. If noinformation is applicable to a category, the appendix will include a statement to that
ef fect.

3. Format. The colums in each appendix are as foll ows:

a. SEQ Sequence Nunber. This nunber dictates the order in which tasks for a given duty area
are di spl ayed.

b. TASK. |ITS Designator. This is the permanent designator assigned to the task when it is
creat ed.

c. TITLE |ITS Task Title.

d CORE. An "X' appears in this colum when the task is designated as a "core" task required
to "make" a Marine or qualify that Marine for the appropriate MOS. The absence of an "X' indicates
that this is an advanced ("core plus") task that is mssion,
rank, or billet specific.

e. LC. Functional Learning Center. An "X' appears in this colum when the FLC is designated

as the initial training setting. The absence of an "X' indicates that the initial training is
acconpl i shed t hrough Managed On-The-Job Training (MXT).

f. DL. Distance Learning (DL) Product. An "X' in this colum indicates that at |east one DL
product is associated with this task. Consult enclosure (6) for details.

g. PST. Performance Support Tool (PST). An "X' in this colum indicates that atleast one PST
is associated with this task. Consult enclosure (6) for details.

h. SUS. Sustainnment Training Period. An entry in this colum represents thenunber of nonths
bet ween eval uation or retraining by the unit to maintain theproficiency required by the standard,
provided the task supports the unit’s METL.

i. REQBY. Required By. An entry in this columm depicts the | owest rank requiredto
denonstrate proficiency in this task.

j. PAGE. Page Nunber. This colum lists the nunber of the page in enclosure (6)that contains
detailed information concerning this task.

ENCLOSURE (7)
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| NDI VI DUAL TRAI NI NG STANDARDS TRAI NED VI A MANAGED ON- THE- JOB TRAI NI NG

Thi s appendi x i ncludes summary listing of all ITS tasks planned for initial Managed On-The-Traini ng
(MXJT). They are grouped by MOS and Duty Area.

SEQ TASK TI TLE CORE FLC DL PST SUS REQ BY PAGE

MOS 4302, PUBLI C AFFAI RS OFFI CER

DUTY AREA 01 - SUPERVI SI ON

2) 4302.01.02 WRI TE COVMMAND OR | NSTALLATI ON ANNUAL 12 2ndLt 6-A-2
PUBLI C AFFAI RS CAMPAI GN PLAN

3) 4302.01.03 EVALUATE REQUESTS FOR LATERAL MOVES | NTO 12 2ndLt 6-A-2
OCCFLD 43

4) 4302.01.04 ESTABLI SH PUBLI C AFFAI RS STANDI NG 12 2ndLt 6-A-3
OPERATI NG PROCEDURES ( SOP)

7) 4302.01.07 ESTABLI SH PUBLI C | NFORMATI ON HOTLI NES 12 2ndLt 6-A-6

9) 4302.01.09 ESTABLI SH A COMVAND | NFOMATI ON BUREAU 12 2ndLt 6-A-8
(Cl A

10) 4302.01.10 DEVELOP PUBLI C AFFAI RS EMERGENCY/ CRI SI S 12 2ndLt 6-A-9
ACTI ON PLAN

12) 4302.01.12 MAINTAIN THE PUBLI C AFFAI RS TABLE OF 12 2ndLt 6-A-11
EQUI PVENT ( T/ E)

13) 4302.01. 13 SUPERVI SE PREPARATI ON OF ANNUAL PUBLIC 12 2ndLt 6-A-11

AFFAI RS BUDGET

DUTY AREA 02 - COVMUNI TY RELATI ONS

3) 4302.02.03 PLAN TOUR PROGRAMS 12 2ndLt 6-A-15
4) 4302.02. 04 COORDI NATE PLANNI NG FOR COMVAND OPEN 12 2ndLt 6-A-16
HOUSE
5) 4302.02. 05 ORGANI ZE COMVAND SPEAKER S BUREAU 12 2ndLt 6-A-16
PROGRAM
6) 4302.02. 06 DRAFT SPECI AL EVENTS CALENDAR 12 2ndLt 6-A-17
7) 4302.02.07 PROMOTE CULTUREA AWARENESS THROUCH 12 2nd Lt 6-A-18

| NTERANAL | NFORVATI ON VEHI CLES

DUTY AREA 03 - | NTERNAL | NFORVATI ON

2) 4302.03.02 SET PARAMETERS FOR CI VI LI AN ENTERPRI SE 12 2ndLt 6-A-20
(CE) NEWSPAPER CONTRACT

DUTY AREA 04 - MEDIA

1) 4302.04.01 | NSTI TUTE MEDI A | DENTI FI CATI ON AND 12 2ndLt 6-A-23
ESCORT PROCEDURES

2) 4302.04.02 COORDI NATE NEWS CONFERENCES AND 12 2ndLt 6-A-23
BRI EFI NGS

6) 4302.04.06 DEVELCP COVMAND MEDI A TARAI NI NG PROGRAM 12 2ndLt 6-A-28

Appendi x A to
ENCLOSURE ( 7)

7-A-1



MCO 1510. 62A

17 FEB 00
SEQ TASK TITLE CORE FLC DL PST SUS REQ BY PAGE
8) 4302.04.08 SHOOT PHOTOGRAPHS 12 2ndLt 6-A-29
9) 4302.04.09 VWRI TE NEWS STORY 12 2ndLt 6-A-30

Appendi x A to
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| NDI VI DUAL TRAI NI NG STANDARDS SUPPORTED BY DI STANCE LEARNI NG PRODUCTS

There are no Distance Learning Products assigned to any tasks in this order.
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| NDI VI DUAL TRAI NI NG STANDARDS SUPPORTED BY PERFORMANCE SUPPORT TOOLS

There are no performance support tools assigned to any tasks in this order.
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