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military security.

4. Sumpary of Revision. This revision contains numerous changes
and should be revised in its entirety.
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CHAPTER 7

COMMUNITY RELATIONS

7000, POLIGY

1. The relaticnship which exists between a Marine Corps command,
personnel attached to that command, and the community 18 of vital
importance to the Marine Corps. The degree to which public under-
standing and support will be accorded the Marine Corps is dependent in
large upon the state of the relatiaonship. It will be favorable 1f the
command accepts and seeks to carry out i1ts responsibility to the
comminity and if individoals withain the command are good neighbors and
good citizens,

2. Accordingly, it is the pelicy of the Marine Corps and the Marine
Corpa Logistics Base to exert every reasonable effort to develop and
maintain geood community relations through internal and external means.

7001. IMPLEMENTATION. In addition to Command participation which is
a continuing program, it is important that all members of the Command
understand their part in the community relations program. The best
advertisement of any product is the cquality of the product itself.

Our product 18 Marines. Accordingly, individual members of the Marine
Corps are encouraged to actively seek opportunities to participate in
the activities of the community and its civic crganizations. Refer-
ence (b) outlines Marine Corps policy regarding community relations
programs.

7002, LIMITATIONS. The program for the establishment of favorable
community relations 15 not to be construed as permitting Marines to
endorse commercial products, causes or undertakings when such endorse-—
ment may be interpreted as cofficial. Extensive limitations on the
appearance of perseonnel in uniform Iin connection with various causes
and for purposes of endoraing products have been imposed by the
Department of Defense. All personnel at the Marine Corps Loglistics
Base area are advised to consult with the Public Affairs Officer
before particapating in any advertising venture.

7002, BASE TOURS

1. When a written request for a base tour is received, the
Public Affairs Officer or representative should contact the
requestor and confirm the time, size of the group, interest of
the group, places to visit, and whether or not the group needs
lunching facilities,

2. The proposed request is then relayed to the appropriate

division to determine feasibility of supporting specific tour
regquiremants.

7-3
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3. Should on-base transportation such as buses for larger groups be
needed, the arrangements would then be made through the Base Garrison
Mobile Equipment Branch. Military transportation will be used only
aboard base; no transportation will be provided to bring tour grovps
to the bass.

4. Tours of the Indian Lake Wildlife Refuge are coordinated through
the Chief Game Warden.

5. A Public Affairs representative will accompany each tour group.
If the group 18 over 30 people, additicnal ¢guides may be provided by
Battalion Operations to aid the public affairs personnel., Feollowing
each tour, an after action report 1s prepared for the Chief of Staff
crtaing any problems encountered.

TO004. BPECIAL EVENTS. The Public Affairs QOfficer will formalate a
plan for special events aboard the Base or in conjuncticn with civil-
ian groups. The Public Affairs Officer will be guided by the provi-
sions of reference (a).

*7005. HIDR RESER FPOR

1. When a request for orientation training or support is received,
the Public Affairs Officer or representative should contact the
requestor and confirm the dates, size of the group, interest of the
group, and training requirements needed and ensure funds are available
for messing requirements.

2. HReguests from Marine Corps or Navy ROTC and JROTC units will be
honored within mission restraints. BAir Force and Army ROTC and
JROTC's will be honored providing they're from the following Gecrgia
counties: Dougherty, Turner, Mitchell, Celoguitt, Lee and Worth
Counties. PBRequests for Air Force and army units putside of the
designated counties will be referred to Moady Air Farce Rase, Fort
Benning Army Base or facilities closer to their locality.

=
X
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CHAPTER 1

GENERAL INFORMATION

1000, MISSTON. The Public Affairs mission of the Marine Corps is to
keep the public and Marines informed concerning the mission of the
Marine Corps, its corganization, and performance of assighed tasks arxd
activities of the Marine Corps as compatible with military security.

l00r. PUB AFFATRS PR -U.5. CORPS. The Public Affairs
Program of the Marine Corps 18 dependent for success upon the attitude
of every commander. Recognition by each commander of his responsibil-
ity results in mutual cordial relations with the civilian population
ard media representatives. In addition, every member of the Command
benefits by this recognition to the extent that he understands the
importance of the Marine Corps to the national defense and his role
within the Corps. This understanding ls communicated to the public
through newspapers, magazines, radio and television stations, service
and civic organizations, military oriented and veterans organizaticns
and the Command newspaper.

1002. PUBLIC AFFAJIRS PROG = INE CORP STICS BASE. The nature
of the mission of the Marine Corps Logistics Base iz such that Marines
and civilian employees have comparative cbligations in keeping the
public informed. Therefore, infeormation disseminated by the Marine
Corps Logistica Base, to be effective, must reflect areas of current
and contimiing interest of Base military and c¢ivilian personnel. The
success of the Public Affairs Program 18 dependent on the attitude of
the Command Staff and military and civilian supervisors.
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CHAFPTER 2

FPUBLIC AFFAIRS OFFICER

2000.  GENERAL INFORMATION

1. The Public Affalrs Officer, under the cognizance of the Chief of
Staff, is a member of the Special Staff of the Commanding General, and
as such, will function per paragraph 1105 of FMFM 3=1, Command and
staff Action. When necessary, he will effect needed coordination with
cther staff members concerning matters of public affairs.

2. The Public Affairs Officer will maintaln cognizance of the public
affalrs activities of the Command and all tenant organizations,
providing the Commanding General ({via the Chief of staff) timely
recommendations and advice on public affairs matters.

3. The Public Affairs Officer will be informed of all activitiez and
operations of the Command and all tenant organlzations which might be
of interest to the news media or the general public. To be fully
effective, he must have the oppertunity, in advance, te offer sugges-
tionz for maintaining goocd public relations or to point out pitfalls
of a policy, activity or operation, and to suggest alternatives which
will minimize or aveid adverse public relaticns.

4, The Public Affairs Officer will be informed as soon as possible of
any positive news event or any unusual events such as prisoner es-
capes, major accidents, deaths, serious contaglious dliseases, o any
other event which may discredit or bring adverse publicity to the
Marine Corps Logistics Base or the United States Marine Corps.

2001. RESPONSIBILITIES. In discharging his responsibilities, the
Public Affairs Officer will:

1. Prepare and conduct a public affalrs progranm, including community
relations and internal relations for the Command, per reference (c),
and directives and instructicns from the Commanding General and higher
autherity.

2. Maintain liailson, as appropriate, with public affairs officers of
senior and subordinate commands, and those of Army, Navy, Alr Force,
and Marine Corps commands in the adjacent area.

3. Assist Navy activities within the Command area in planning and
implementing puklic affairs programs.
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4. Xeep senior officers of the Command advised of current public
affairs trends, probklems, and potentialities, and of directives
concerning the release of infermation and other pubklic affairs
policies.

5. Prepare public affairs annexes to operations plans and orders.

6. Review as necessary the mobilization requirements for public
affairs personnel within the Command.

7. Arrange for adequate coverage of all noteworthy events and
activities,

2. Provide narrative copy and photographs for the civilian enterprise
newspaper, THE EMBLEM, distributed abcard the Ccommand.

9. Manage the Fleet Home Town News Program.

10, Administer the Command Speakers Bureau for off-base civic,
service and fraternal organizations.

2002. PUBLIC AFFAIRS CHIEF-RESPONSIBILITIES. In discharging his

responsibilities, the Public Affairs Chief will:
1. Assist and advise the Public Affairs Officer.
2, Administer MOS training for office persocnnel on a monthly basis.

Lesson plans and attendance rosters will be maintained to document the
training.
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CRAPTER 3

RELATIONS WITH NEWS MEDIA REPRESENTATIVES

3000. POLICY. The HMarine Corps is a source of news. Rules of
relations with news media generally require that all Marine Corps news
be treated cbjectively. Media will publish or broadcast, and the
public will learn about newsworthy events and other information
concerning the Marine Corps whether cor not tha Marine Corps cooper-
ates, It 1s 1n the Marine Corps' interest to enaure that news 1s
factually and accurately repcrted and to maintaln close and cordial
relations with news media representatives,

3001. IMPLEMENTATION

1. In order to implement the above policy, the Commanding General,
through the Public Affairs ¢fficer, will:

a. Be immediately available toc give news media representatives
prompt, truthful, and {(within limits of military security) complets
answers to gqueries.

b. Extend and regularly renew invitations to media representa-
tives to visit the Command to observe and report unclassified Marine
Corps activities of public interest.

¢. Provide equal access to Marine information and egqual privileg-
es to all bona fide representatiwves of news media, without discrimina-
tion as te individuals, types of media, or competing crganizations.

d. Utllize opportunities toc make the acquaintance and enlist the
confidence, support, and understanding of media organizations.

2. As a general practice, all news media representatives visiting the
Base will first be directed toc the Base Public Affairs Officer, who
will extend to them reasonable assistance in the accomplishment of
their assiqnment.

3. The Public Affairs Officer will carefully screen requests for
appearance of the Commanding General or members of his Command to see
that programs are in good taste, that neither the Marine Corps nor its
perscnnel are axposed to embarrassment for the sake of entertainment,
and that personnel are not put "on the spot? sinply to maintain
audience interest.

4, Marines and civilian employeas making speeches or appearing in
news articles or on television should inform the Public Affairs
Officer beforehand and discuss the contents of their speeches or
interviews with the Public Affairs Officer.
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3002. TEAR SHEETS. Area newspapers will be screened and tear sheets
of stoeries pertaining to the Marine Corps will be forwarded to the
Commandant of the Marine Corps (FAM!.

1. &an electronic tracking procedure will be used by the Public
Affairs Offlcer to document any news stories, photographe, and cap-
tions sent to the Commandant of the Marine Corps (PAM) for consider-
ation for pubklication in "Marines® magazine of MCHEWS.

2. The Operations Chilef will maintain a logboock and file of any
tearsheets, news items and clippings of Marine Corps interest forward-
ed to Commandant of the Marine Corps (FAM).
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CHAPTER 4

RELEASTNG INFORMATION

40C0. POLICY

1. It is the pelicy of the Marine Cobps, and a function of the
Command, to keep the public informed, within the limits of military
security. Release of unclassified information which is of legitimate
public interest is the responsibility of local commands per reference
(b). & policy of maximum disclosure with minimum delay shall be
practiced.

2. Release of information by this Command will be accomplished by the
Commanding General or the Public Affairs Officer.

4001, REQUEST M THE PUEBLIC R ITHNFOREMATTO ECORDS. An
attitude of discliosure rather than denial of infermaticn should ke
followed on all requests from the public for information eor records,
except where disclesure is expressly prohibited. Specific guidance
for handling such requests is outlined in reference {(a).
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CHAPTER 5

INFORMATION CONTACTS

5000. RE SIETL

1., Directorate, Division, Branch and Section heads will appoint one
civilian employee and one military to act as information contacts on
an additicnal duty basis.

2. Where possible, appointees should have an interest in news report-
ing for the areas of their responsibilities.

5001. UHNCTION INFORMATION CONTACTS

1. The Information Contacts will:

a. Maintain liaison with the Base Public Affairs Office.

b. Be alert to news and feature story possibilities, communicat-
ing any leads to the Base Public Affairs Office before the fact if
posslible,

2. Bince resources of the Base Public Affairs Office are necessarily
limited, the successful implementation of the Public Affairs Program

depends in great part upon the assistance rendered by Informaticon
Contacts,
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CHAPTER &
FLEET HCME TOWN NEWS FPROGRAM
6000. POLICY

1. The effectiveness of the Fleet Home Town News Release Program is
dependent upon the timely submission of newsworthy stories concerning
individual Marines and sallors for publication and/or dissemination
through home town newspapers, radio, and television stations. This
news is in the form of stories, photographs, and tape recordings.

The production of such material stimulates to a great extent the
public's interest in the Marine Corps, the job its men and women are
doirng, and is a direct means of providing reccgnition for their
accomplishments.

2, The Marine Corps Logistics Base is expected to contribute teo the
program and will prepare and forward home town news stories on perscon-
nel within the Command on all appropriate and newsworthy occasions.
Such occasions include, but are not limited to, personnel reporting
aboard, prometlons, award of medals and commendations, beneficial
suggestions, leisure time activities, reenlistment, graduation from a
service school, and correspondence course completions.

3, Marine Corps home town news is forwarded to and procesised by Fleet
Home Town News Center, Norfolk, VA. This forwarding is accomplished
by the Public Affairs Office.

5001. TATION

1. Military information ceontacts will ensure that individuals com-—
plete home townh news release forms on suitable occasions asz set forth
in paragraph 6000.2., Division/Battalion information contacts will
exercise reasonable supervision to ensure that information contained
on the form 1s complete, legibkle, and accurate. The Public aAffairs
Office will be responsible for ensuring that all persconnel reporting
aboard are afforded the opportunity to complete a Fleet Home Town News
Release while checking in with the Public Affairs Office. Completed
forms must be signed and expeditiously forwarded by information
contacts directly to the Public Affairs Office.

2. Only the Fleset Home Town News Center Release Form (NAVSQ=-5724/1)
wlll bea used. Thesie forms cah be cohtained from the Self-Service Store
and will be completed per instructions contained on the form.
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CHAPTFR 7

COMMUNITY RELATIONS

7000. OLI

1. The relationship which exists between a Marine Corpe command,
personnel attached to that command, and the community is of wital
importance to the Marine Corps. The degree to which public under-
standing and support will be accorded the Marine Corps is dependent in
large upon the state of the relationship. It will be favorable if the
command accepts and seeks to carry out its responsibility to the
community and if individuals within the command are good neighbors and
good citizens.

2. Accardingly, it is the policy of the Marine Corps and the Marine
Corps Logistics Base to exert every reasonable effort to develop and
maintain good community relations through internal and external means.

7001. IMPLEMERTATION. In addition to Command participation which is
a centinmuing program, it is important that all members of the Command
understand their part in the community relations program. The best
advertisement of any product is the quallty of the preoduct itself.

Our product is Marines., Accordingly, individual members of the Marine
Corps are encouraged to actively seek opportunities to participate in
the activities of the community and its civic organizations. Refer-
ence (k) cutlines Marine Corps policy regarding community relations
programs.,

7002. LIMITATIONS. The program for the establishment of favorable
community relations is not to be construed as permitting Marines to
endorse commercial products, Causes or undertakings whenh such endorse-
ment may be interpreted as official. Extensive limitations on the
appearance of personnel in uniform in connection with various causes
and for purposes of endorsing products have been i1mposed by the
Department of Defense. All personnal at the Marine Corps Logistics
Base area are advised to consult with the Public Affairs Qfficer
baefore participating in any advertising venture.

7003. BASE TOUES

1. When a written request for a base tour ias received, the Public
Affairs Officer or representative should contact the requesteor and
confirm the time, size of the group, interest of the group, places to
visit, and whether or not the group needs lunching facjilities.

2. The propesed request is then relayed to the appropriate division
to determine feasibility of supporting specific tour requirements.
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3. 5Should on-base transportation such as buses for larger groups ba
neaded, the arrangements weuld then bhe made through the Base Garrison
Mcbile Equipment Branch. Military transportation will be used only
ahoard base; no transportation will bhe provided t¢ bring tour groups
to the base.

4. Tours of the Indian Lake Wildlife Refuge are coordinated through
the Chief Game Warden.

S. A Public Affairs representative will accompany each tour group.
If the group 1= over 30 pecple, additional guides may ke provided by
Battalion Operaticns to ald the public affairs personnel. Feollowing
each tour, an after action report is prepared for the Chief of Starft
citing any problems encountered.

7004. SPECIAL EVENTS, The Public Affairs oOfficer will formulate a
plan for special events aboard the Base or in conjunction with civil-
1an groups. The Pubklic Affajirs Cfficer will be guided by the provi-
sions of reference (a).
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CHAPTER 8

SPEAKERS BUREAU

8000. POLICY

1. Reference {c) sets forth the Marine Corps polic¢y on public speak-
ing and states in part that public speaking 1s a vital part of the
commuhlty relations program and should be effectively utilized.

2. The Directer of Public Affairs, Headquarters Marine Corps, will
coordinate the appearance of Marine Corps speakers before naticnal
meetings of groups or organizations and will be advised in advance of
speeches of national news interest.

8001, IM ENTATICH

1, The Public Affairs Officer has the responsibility of maintaining
and coordinating an active Speakers Bureau for this Command by accept-
ing every legitimate request from area <¢ommunity organizaticns for a
Marine Corps speaker. The Public Affairs Officer will adhere to the
fellowing procedures in operating the Basie Speakers Bureau:

a. Operate a Bureau Library to include speech texts and reference
materials,

k. Assist the speaker in determining type, content, and subject
of the speech.

c. Brief speaker on type of audience and cccasion of speech.

d. Inform officers and staff non-commissjioned officers reporting
aboard of the Speakers Bureau and geek their participation.

2. Requests for specific speakers will be filled when practical;
however, when no specific request is received, speakers will be
assigned accerding to experience, ability, type of speeches, and
audience.

3. As far as practical, speakers will be utilized on a rotating
basis.
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CHAPTER 9
INTERNAL INFORMATION

3000. POLICY

1. The purpose of the internal information program is to help ensure
that Marines, active and inactive, their families, and eivilian
employees of the Command are continually informed about the Marine
Corps Logistics Base Albany and Marine Ceorps logistics Bases, their
mission and future with emphasis on their individual importance.

2. Marines, their dependents, and civilian employees are entitled
to the same access to news and unclassified informaticon as are all
citizens.

9001. IMPLEMENTATIGN. The Public Affairs Office will provide edito-
rial materials and photographs for publication in THE EMBLEM, a
civilian enterprise newspaper published for and@ in the interest of the
personnel of the Marine Corps Logistics Base,

1. Editorial material submitted by divisions, corganilzations, or
individuals of this Command for possible publication in THE EMELEM
will be submitted tc the Public Affairs Office by 1200 on Tuesday for
publication in that Friday's edition,

a. Material submitted must be leqibly written or typed, double-
spaced, and signed by the person submitting the article or classified
ad.

b. The Public Affairs ¢ffice reserves the right to screen all
submissions for prepriety and value to readers, and will, when neces-
sary, rewrite or edit material to ensure that it meets space require-
ments and conforms to proper newspaper style.

2. Articles of obvious value and of the human interest variety are
always sought for publication. The date of publishihg such articles
depends on the size of the newspaper and backlog of articles. The
Public Affairzs Ooffice should be given as much advance notice as
possible to ensure proper coverage of such events. Events include
medal and awards ceremonies. Such advance notice is also hecessary
for proper photographic coverage.

3. The technical experience of Public Affairs personnel is available
on an advisory basis to all erganizations on the Marine Corps Logis-
tica Pase who have a need for technlcal guidance in the areas of
publication, press, radio, and television.
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CHAPTER 10
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CHAPTER 10

WRITING FGCR PUBLICATION

10000, POLICY. Within the bounds of security and pelicy, the

writing of books, articles, scripts, speeches, and similar material
intended for publication on topics of military and professicnal
interest or general interest concerning the Marine Corps or the sup-—-
port of the military policy of the United States or in the interest of
naticnal defense is encouraged by higher authority; however, all
perscnnel at the Marinhe Corps Loglstics Base are advised to consult
the Public Affairs Officer before submitting their material to
publishers,

10001, LIMITATIONS. As noted in paragraph 10000, there are limita-
tione governing material written about the Marine Corps or military
subjects. However, personnel writing on subjects that do not pertain
to the Marine Corps or the Defense Establishment are free to write and
seek publication of their material in the same manner as any author.

10=3
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CHAPTER 11

ACCIDENTS AND DISASTER RESPONSES

11000. POLICY

1. When an accident occurs on board the installation, it is the
responsibility of the Public Affairs ¢fficer or the Public Affairs
Chief to respond to any media requests for information.

2. The public affairs representative should immediately check with
the military police, civilian police, hospitals, etc., to gain veri-
fied information. The Commanding General and chief of Staff should
then be notified of the incident 1n addition to notifying the Comman-
dant of the Marine Cerps (PA}.

3. A press release 18 then prepared in addition tc possible guestions
and answers which might be asked by the local media. If deemed
necessary, these should be cleared by the Chief of Staff, Commanding
General, and the Commandant of the Marine Corps (PA).

4, The Public Affairs Officer or representatives should not make a
general releasze until the third inquiry is received. Up to that
point, they should give only requested information. To pass on as
accurate information as possibkle, they should maintain contact with
the informatlon sources for updates and release new information as
soon as it beccomes available,

5. Should the accident involve members or equipment from another
branch of service, the Public Affairs Officer should coordinate with
the public affairs ¢fficials from that service tc ensure that all
released informaticn is correct and timely.

6. The statement "The accident/incident 18 under investigation' will
always be the closing paragraph of any accident story.

7. When the Public affairs Officer becomes invelved in a disaster,

all information should be coordinated with the Disaster Contrel
Cfficer.
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