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Media Relations and the Public Affairs Office


Updated by 1Lt Thaddeus V. Day, June 2001

AUTHORITY:
5 USC 552, AFPD 35-1, Public Affairs Management (17 Sep 99) and its implementing AFIs; DoD Directive 5400.7, DoD Freedom of Information Act Program (29 Sep 97); DOD 5400.7-R/Air Force Supplement, DOD Freedom of Information Act Program (22 Jul 99); applicable state law or regulation.

INTRODUCTION

The Freedom of Information Act (“FOIA”) and DoD policy require prompt and accurate disclosure of information to the public. FOIA directs maximum release of information subject to the lawful exemptions of the Act.  Air Force and Air National Guard information must be presented professionally and must:

1. 
Be accurate, prompt and factual;

2. 
Be confined to our field of expertise;

3. 
Avoid the hypothetical and speculative;

4. 
Reflect Air Force and Air National Guard policy;

5. 
Be presented simply and honestly;

6. 
Comply in spirit and letter with the Secretary of Defense’s Principles of Public Information (Attachment 1 to this topic); and

7. 
Consider rights of living relatives and associates of deceased Air Force and Air National Guard people. The Privacy Act and the privacy exemptions of FOIA do not protect the personal privacy of deceased persons. Records about the deceased however, may be withheld under FOIA to protect the privacy of living relatives and associates if the records contain private personal information about the family or other background of persons still living.

COMMANDER’S RESPONSIBILITIES 

The Commander is responsible for releasing information to the public. Even though material is unclassified or has been cleared through security and policy review channels, it cannot be given to the public unless the Commander (or the Commander’s authorized representative) approves it for that purpose. This approval requirement avoids releases out of context that could mislead the public. It also filters out inaccurate material or information which must be protected for legal or policy reasons.

AREAS OF CONCERN AND THE PUBLIC AFFAIRS OFFICE
Among the various operational subjects germane to the Air National Guard Commander are unit activations, deactivations, phase‑downs and movements. A significant change in unit level of operations is extremely important news for local communities. This change takes place after long deliberation at high levels of government. The first announcement comes from DoD. Public Affairs personnel should not discuss these subjects until they have specific instructions. 

Another area of growing responsibility for Commanders is timely notice to the public of environmental actions. The three most likely environmental actions that would affect a Commander are an Environmental Assessment, Environmental Impact Statement, or Installation Restoration Program action. Failure to make the public a part of the decision‑making process could result in court actions in which the Commander could be held personally liable or criminally responsible. Commanders should work closely with their Public Affairs Officers (PAOs) in every environmental action. An excellent source of information is the pamphlet which NGB updates annually titled “Public Affairs Guidance on National Guard Bureau Environmental Programs.”

The PAO, or a designated representative must be available 24 hours a day. Arrange to have someone on call during off‑duty hours. Brief security police, operations center and telephone personnel on the procedures for contacting the PAO duty representative. An instruction book should contain emergency checklists and off‑duty telephone numbers of Public Affairs staff members, and key unit installation officials. It should be reviewed regularly to insure the information is current.

Media travel is authorized aboard DoD-owned aircraft on a reimbursable basis and this travel should not compete with commercial carriers. See the topic in this Deskbook entitled “CIVILIAN TRAVEL ABOARD MILITARY AIRCRAFT” for a discussion of criteria and requirements for permissible travel of civilian media personnel aboard military aircraft.

AFPAZ

In the notorious Kelly Flinn case, Captain Flinn’s version of the facts surrounding the disciplinary action arising from her relationship with the husband of an enlisted member of her unit was well-established in the media long before the Air Force responded.  By the time the Air Force reacted, public opinion was set against the Air Force.   Largely as a result of the Kelly Flinn case, the Air Force recognized the need for fast action in the area of media relations, In February 1998, the Secretary of the Air Force established a “communications SWAT team” now referred to as AFPAZ.  AFPAZ is a standing, cross-functional crisis action team that works directly with the Secretary of the Air Force and the Chief of Staff of the Air Force with a goal of articulating the Air Force position before or at the same time that a “hot” story hits the press. The team members include representatives from legal, public affairs, acquisition, plans, personnel, operations, logistics, and the enlisted forces.   AFPAZ is not a part of Public Affairs, but works closely with SAF/PA to develop the Air Force position on an issue.  Although AFPAZ will keep the chain-of-command informed of issues it is working, it is not required to work through the chain of command, due to time constraints.  Thus, AFPAZ works directly with the field and directly notifies SECAF, CSAF and other Air Force leaders of significant issues.  

If an issue arises within your unit that may generate adverse media attention, contact AFPAZ immediately at (703) 695-9425.

VIDEO PRODUCTIONS
The widespread use of videos, the creativity of our PAOs, and their interaction with various segments of the civilian community has created a need to secure appropriate permission to maximize the use of military‑made video productions. The implementing AFIs of AFPD 35-1 contain sample forms for this purpose. Some units, in accordance with their state law, and in conjunction with their Judge Advocates, have developed General Release forms to be signed by segments of the civilian community who are portrayed in unit video productions. The essence of these forms is to permit us to use the video they are in, without later claims for compensation. Attachments 2, 3, 4 and 5 to this topic are sample General Releases for individual adults, individual minors, corporations, and civilian government entities. They should be checked for validity under your state’s law, and should only be used upon advice of your Judge Advocate. Attachment 6 is a sample cover letter sent with the General Releases.

The implementing AFIs of AFPD 35-1 contain several checklists for myriad situations confronting a Commander. As situations arise, Commanders should consult their PAO and this instruction.

KWIK‑NOTE: Good media relations by Commanders and Public Affairs Officers will enhance your unit’s reputation in the local community, and is invaluable for recruiting and retention.
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Attachment 1

PRINCIPLES OF INFORMATION
It is the policy of the Department of Defense to make available timely and accurate information so that the public, Congress, and the news media may assess and understand the facts about national security and defense strategy.

Requests for information from organizations and private citizens will be answered in a timely manner. In carrying out this policy, the following principles of information will apply:

1. Information will be made fully and readily available, consistent with statutory requirements, unless its release is precluded by current and valid security classification. The provisions of the Freedom of Information Act will be supported in both letter and spirit.

2. A free flow of general and military information will be made available, without censorship or propaganda, to the men and women of the Armed Forces and their dependents.

3. Information will not be classified or otherwise withheld to protect the government from criticism or embarrassment.

4. Information will be withheld only when disclosure would adversely affect national security or threaten the safety or privacy of the men and women of the Armed Forces.

5. The Department’s obligation to provide the public with information on its major programs may require detailed public affairs planning and coordination with the Department and with other government agencies. The sole purpose of such activity is to expedite the flow of information to the public: propaganda has no place in Department of Defense public affairs programs.

The Assistant Secretary of Defense for Public Affairs has the primary responsibility for carrying out this commitment. 
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GENERAL RELEASE ‑‑ INDIVIDUAL
The United States Government and the State of ___________________ (Releasees) have requested me _______________________________ (Releasor) to grant, release, and discharge to them certain rights (hereinafter more fully set forth) arising from my participation in a particular production identified and described as _________________________________________________ (be it a motion picture film, videotape, photograph, portrait, drawing, painting, audio recording, writing, telecast, television recording, filmstrip, book, musical composition, including music and lyrics, or artistic production) to be made by or produced for the Releasees.

This grant, release, and discharge of said rights is made in full cognizance of the risks inherent in the operational techniques employed in the production, including, but not limited to, the focusing of lights upon me; and in contemplation of the reliance by the Releasees upon the rights herein granted and released.

I hereby grant and release to the Releasees the following rights:

a. To use my name, photograph, likeness, acts, poses, plays, and appearances made in connection with said production in any manner; to record, reproduce, amplify, simulate, filter or otherwise distort my voice and all instrumental, musical, and other sound effects produced by me: and to reproduce, distribute, publish, exhibit, use or transmit the same or any parts thereof, by any means, in any manner and for any purpose whatsoever, including for purposes of advertising or trade, and to use the same perpetually without attribution or compensation of any kind to me.

b. The right to double or dub any voice, acts, poses, plays, and appearance, and all instrumental, musical and/or other sound effects produced by me to such extent as may be desired by the United States Government or the State of ______________, without attribution or compensation of any kind to me.

c. The release and discharge of the Releasees from any cause of action of whatsoever nature arising from my participation in the production.

This grant, release and discharge shall inure to the benefit of:

1. The Releasees, and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

2. All persons, firms, or corporations contracting with the United States Government or the State of _______________ and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

3. The heirs, executors, administrators, successors, or assigns of the Releasor and the Releasees; and

4.  Any other persons or entities lawfully reproducing, distributing, exhibiting, or otherwise using the said production or any portion thereof.
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In consideration of the sum of one and 00/100 dollar ($1.00) and other good and valuable consideration herewith acknowledged to be received, I have signed this document in the space provided below. This release may not be changed orally.

Date: ____________________

________________________________________________ (Signature)

________________________________________________ (Typed name)

STATE OF , COUNTY OF ss.: On___________, 20XX before me __________________personally came __________________________to me known, and known to me to be the individual (s) described in, and who executed the foregoing RELEASE, and duly acknowledged to me that he executed the same.

_______________________________________________ (Notary Public)
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GENERAL RELEASE ‑‑ MINOR
The United States Government and the State of _______________________ (Releasees) have requested me, on behalf of my minor child, ______________________________, (hereinafter referred to as my child) (Releasor), to grant, release, and discharge to them certain rights (hereinafter more fully set forth) arising from the participation of my child in a particular production identified and described as ____________________________________________________ (be it a motion picture film, videotape, photograph, portrait, drawing, painting, audio recording, writing, telecast, television recording, filmstrip, book, musical composition, including music and lyrics, or artistic production) to be made by or produced for the Releasees. 

This grant, release, and discharge of said rights is made in full cognizance of the risks inherent in the operational techniques employed in the production, including, but not limited to, the focusing of lights upon my child; and in contemplation of the reliance by the Releasees upon the rights herein granted and released.

On behalf of my child, I hereby grant and release to the Releasees the following rights:

a. To use my child’s name, photograph, likeness, acts, poses, plays, and appearances made in connection with said production in any manner; to record, reproduce, amplify, simulate, filter or otherwise distort my child’s voice and all instrumental, musical, and other sound effects produced by my child: and to reproduce, distribute, publish, exhibit, use or transmit the same or any parts thereof, by any means, in any manner and for any purpose whatsoever, including for purposes of advertising or trade, and to use the same perpetually without attribution or compensation of any kind to my child or me on behalf of my child.

b. The right to double or dub any voice, acts, poses, plays, and appearance, and all instrumental, musical and/or other sound effects produced by my child to such extent as may be desired by the United States Government or the State of ___________________, without attribution or compensation of any kind to my child or me on behalf of my child.

c. The release and discharge of the Releasees from any cause of action of any nature arising from my child’s participation in the production.

This grant, release and discharge shall inure to the benefit of:

1. The Releasees, and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

2. All persons, firms, or corporations contracting with the United States Government or the State of _______________________ and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

3. The heirs, executors, administrators, successors, or assigns of the Releasor and the Releasees; and

4. Any other persons or entities lawfully reproducing, distributing, exhibiting, or otherwise using the said production or any portion thereof.
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In consideration of the sum of one and 00/100 dollar ($1.00) and other good and valuable consideration herewith acknowledged to be received, on behalf of my child, I have signed this document in the space provided below. This release may not be changed orally.

Date: ____________________

____________________________________ (Signature)

____________________________________ as Parent and Guardian of  (Typed name of parent and guardian)

____________________________________ (Typed name of minor child)

STATE OF , COUNTY OF ss.: On_____________, 20XX before me______________________ personally came ______________to me known, and known to me to be the individual (s) described in, and who executed the foregoing RELEASE, and duly acknowledged to me that he executed the same.

__________________________________________ (Notary Public)
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GENERAL RELEASE ‑‑ CORPORATION

The United States Government and the State of ________________________ (Releasees) have requested ____________________________________ a corporation organized under the laws of the State of ___________________________, and its officers, agents, servants and employees (collectively Releasor) to grant, release, and discharge to them certain rights (hereinafter more fully set forth) arising from its participation in a particular production identified and described as _______________ _____________________________________ (be it a motion picture film, videotape, photograph, portrait, drawing, painting, audio recording, writing, telecast, television recording, filmstrip, book, musical composition, including music and lyrics, or artistic production) to be made by or produced for the Releasees.

This grant, release, and discharge of said rights is made in full cognizance of the risks inherent in the operational techniques employed in the production, including, but not limited to, the focusing of lights upon the Releasor; and in contemplation of the reliance by the Releasees upon the rights herein granted and released.

The Releasor hereby grants and releases to the Releasees the following rights:

a. To use the Releasor’s name, photograph, likeness, acts, poses, plays, and appearances made in connection with said production in any manner; to record, reproduce, amplify, simulate, filter or otherwise distort the Releasors voice and all instrumental, musical, and other sound effects produced by the Releasor: and to reproduce, distribute, publish, exhibit, use or transmit the same or any parts thereof, by any means, in any manner and for any purpose whatsoever, including for purposes of advertising or trade, and to use the same perpetually without attribution or compensation of any kind to the Releasor.

b. The right to double or dub any voice, acts, poses, plays, and appearance, and all instrumental, musical and/or other sound effects produced by the Releasor to such extent as may be desired by the United States Government or the State of _________________, without attribution or compensation of any kind to the Releasor.

c. The release and discharge of the Releasees from any cause of action of whatsoever nature arising from the Releasor’s participation in the production.

This grant, release and discharge shall insure to the benefit of:

1. The Releasees, and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

2. All persons, firms, or corporations contracting with the United States Government or the State of _______________________ and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

3. The heirs, executors, administrators, successors, or assigns of the Releasor and the Releasees; and

4. Any other persons or entities lawfully reproducing, distributing, exhibiting, or otherwise using the said production or any portion thereof.

The absence of the corporate seal of the Releasor from this release does not affect its validity. 
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In consideration of the sum of one and 00/100 dollar ($1.00) and other good and valuable consideration herewith acknowledged to be received, I have signed this document in the space provided below, as one of the Releasors duly authorized officers. This release may not be changed orally.

Date: ____________________

______________________________________________________ 


(Name of corporation)

By : __________________________________________________ 


(Signature)

______________________________________________________ 

(Printed name and capacity of authorized officer or agent, e.g. President)

STATE OF , COUNTY OF ss.: On ___________,20XX before me _______________personally came ______________________to me known, who, by me duly sworn, did depose and say that deponent resides at ______________________ that deponent is the _____________________of _______________the corporation described in, and which executed the foregoing RELEASE, that deponent knows the seal of the corporation, that if the seal is affixed to the RELEASE, it is the corporate seal, that it was affixed by order of the board of directors of the corporation; and that deponent signed deponent’s name by like order.

______________________________________________________ (Notary Public)
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GENERAL RELEASE ‑‑ GOVERNMENTAL ENTITY

The United States Government and the State of _______________________ (Releasees) have requested _____________________________________ a governmental entity organized under the laws of the State of ____________________________, and its officers, agents, servants and employees (collectively Releasor) to grant, release, and discharge to them certain rights (hereinafter more fully set forth) arising from its participation in a particular production identified and described as _______________ __________________________ (be it a motion picture film, videotape, photograph, portrait, drawing, painting, audio recording, writing, telecast, television recording, filmstrip, book, musical composition, including music and lyrics, or artistic production) to be made by or produced for Releasees.

This grant, release, and discharge of said rights is made in full cognizance of the risks inherent in the operational techniques employed in the production, including, but not limited to, the focusing of lights upon the Releasor; and in contemplation of the reliance by the Releasees upon the rights herein granted and released.

The Releasor hereby grants and releases to the Releasees the following rights:

a. To use the Releasor’s name, photograph, likeness, acts, poses, plays, and appearances made in connection with said production in any manner; to record, reproduce, amplify, simulate, filter or otherwise distort the Releasor’s voice and all instrumental, musical, and other sound effects produced by the Releasor: and to reproduce, distribute, publish, exhibit, use or transmit the same or any parts thereof, by any means, in any manner and for any purpose whatsoever, including for purposes of advertising or trade, and to use the same perpetually without attribution or compensation of any kind to the Releasor.

b. The right to double or dub any voice, acts, poses, plays, and appearance, and all instrumental, musical and/or other sound effects produced by the Releasor to such extent as may be desired by the United States Government or the State of ___________________, without attribution or compensation of any kind to the Releasor.

c. The release and discharge of the Releasees from any cause of action of whatsoever nature arising from the Releasor’s participation in the production.

This grant, release and discharge shall inure to the benefit of:

1. The Releasees, and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

2. All persons, firms, or corporations contracting with the United States Government or the State of ______________________ and their respective agencies, departments, divisions, officers, agents, servants and employees when acting in their official capacities;

3.  The heirs, executors, administrators, successors, or assigns of the Releasor and the Releasees; and

4.  Any other persons or entities lawfully reproducing, distributing, exhibiting, or otherwise using the said production or any portion thereof.
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The absence of the government seal of the Releasor from this Release does not affect its validity.

In consideration of the sum of one and 00/100 dollar ($1.00) and other good and valuable consideration herewith acknowledged to be received, I have signed this document in the space provided below, as one of the Releasors duly authorized officers. This release may not be changed orally.

Date: ____________________

__________________________________________ 


(Name of governmental entity)

By :_____________________________________________ 


(Signature)

__________________________________________ 


(Printed name and capacity of authorized official)

STATE OF , COUNTY OF ss.: On _________20XX before me ____________________personally came __________________________to me known, who, by me duly sworn, did depose and say that deponent resides at  ________________________________that deponent is the _______________of ______________the governmental entity described in, and which executed the foregoing RELEASE with the authority of said governmental entity.

______________________________________________________ (Notary Public)
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UNIT LETTERHEAD

Date

ADDRESSEE NAME 

ADDRESS 

CITY, STATE ZIP

Dear __________________:

Thank you for the participation of (Rank and Name) on (date) in our production (title and description).

As a part of the security and legal review of the documentary by the Office of the Assistant Secretary of Defense for Public Affairs at the Pentagon in Washington, D.C., we have been directed to obtain a formal release for (his/her) participation in the project (and one from your corporation, or other entity). We need the (type of Release) signed by (Rank and Name) and signed by an authorized representative of your (corporation or department). (Both) (The) release(s) must be signed in the presence of a notary public. (A) (Two) stamped, self‑addressed envelope(s) (is) (are) enclosed for your convenience in returning the releases.

The documentary cannot be cleared for public release without (this) (these) formal release(s).

If you have any questions about this matter, please call me at (XXX)XXX‑XXXX. I appreciate the important part (your department) has played in this documentary.

Sincerely,

Signature Block, Rank, State ANG 



Attach: 
Type(s) of Release(s) 

Public Affairs Officer 






(Two) (A) stamped, 










self‑addressed envelope(s)
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