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150         PUBLIC AFFAIRS

            Functional Area Manager: PAP

            Point of Contact: MAJ FRANCIS PICCOLI   DSN 224-1494

            Date Last Revised: 14 July 2003

150 01      COMMAND / STAFF RELATIONSHIPS

150 01 001  Does the commanding general, commanding officer, or officer-in-charge take an active part in public affairs activities?

              Reference

              SECNAVINST 5720.44A W/CH 1, PARA 0104.B.4.B

150 01 002  Does the public affairs officer/or noncommissioned officer have direct access to the officer in command in all public affairs matters?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0104.B.4.B.7

150 01 003  Is the PAO a member of the special staff? (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0104.B.4.C

150 01 004  Does the command have a public affairs campaign plan (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0102.B

150 01 005  Have themes been incorporated into the public affairs campaign plan (note 1)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0102.C

150 01 006  Does the command have a public affairs plan?

              Reference

              SECNAVINST 5720.44 W/CH 1, PAR 0103.A

150 01 007  Does the PAO have input/representation during the planning stages of major operations/exercise (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0104.B.4.C.8

150 01 008  Does the command incorporate public affairs planning for media coverage?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0306.A

150 01 009  Does the PAO have access to classified material and operations so that he or she can understand operational and administrative matters of importance to the command (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0501.A

150 01 010  Does the command maintain a crisis action SOP?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0802

150 02      COMMUNITY RELATIONS

150 02 001  Does the public affairs program adhere to the four basic eligibility criteria for determining the propriety of Marine Corps participation in a community  relations event (Program, Sponsorship, Site and Support)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0402.C

150 02 002  If applicable, has the command established a planned program of tours and visitations of the installation?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0405.A

150 02 003   Does the command participate in public events that support recruiting?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0414.D

150 02 004  Does the command have an active speakers program (note 1)?  

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0308.I

150 02 005  Does the command maintain an up-to-date contact file on civic, service, veterans,

professional, and para-professional groups in the community?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0406.A.3

150 02 006  Does the senior commander and key command officials maintain relations with local

chapters of veterans' and military-related organizations?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0406.A

150 02 007  Does the command maintain an up-to-date contact community relations plan?

              Reference

              SECNAVINST 5720.44A, W/CH 1, PAR 0417

150 02 008  Are public affairs personnel and local unit representatives knowledgeable of the

submission requirements and able to assist members of the public in completing DD form 2535 request for military aerial support and DD form 2536 request for armed forces participation in public events (non-aviation)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, APPENDICES B & C

150 03      PUBLIC INFORMATION                                

150 03 001  Are releases of National interest coordinated with higher headquarters (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0302.E

150 03 002  Does the command maintain current descriptive information covering organization, mission and history of the command or installation and commander biographical files to include official photographs?

              Reference

              SECNAVINST 5720.44A W/CH 1, TABLE 3-2

150 03 003  Does the command maintain close (positive) relations with the media? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0303.E.3

150 03 004  Is public affairs audio/visual equipment or visual imagery command support adequate to  accomplish the public affairs mission (note 1)? 

              Reference

              MCO 3104.1, PAR 1.A.1

150 03 005  Does the command adhere to SecNavInst guidelines for proper handling of news releases, and responding to news queries?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0306.B AND 0306.I

150 03 006  Does the command actively participate in the Fleet Home Town news program?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0104.B.4.C.5

150 03 007  Are the requirements of the Freedom of Information and Privacy Acts understood by command personnel assigned to public affairs duties?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0302.F AND 0204.B

150 04      Internal Information

150 04 001  Are all HQMC-level products (Marines magazine, Your Corps video magazine, etc.) received, distributed and used?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0202.D

150 04 002  Does the command forward to CMC (PAMCN) via upload to USMC.MIL, email, or 

other means of transmission - copies of all news stories, photographs, and captions that have potential for use in Marines and MCNEWS (note 1)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0202.D.2 AND PAR 0202.D.3

150 04 003  If the command has video or radio production capabilities, does it provide input for "Navy-Marine Corps news this week" (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0202.C.2.E

150 04 004  Does the command have an internal information vehicle to disseminate information to members of the command, such as a newsletter, newspaper, website, all-hands email or other media/information channel? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0103.C

150 04 005  Is the command newspaper governed by a current contract between the command and a  commercial enterprise publisher (note 1)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0205.D

150 04 006  Has the command contracted a base guide or directory with a commercial enterprise source (note 1)? 

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0205.H.1.A

150 04 007  Does the command newspaper incorporate some required form of reader comment feedback communication (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0205.E.8150

150 04 008  Does the PAO maintain liaison with unit information officers to coordinate unit stories, etc (note 1)?

              Reference

              SECNAVINST 5720.44A W/CH 1, PAR 0303.B

150 05      ELECTRONIC INFORMATION

150 05 001  Does the PAO or local officer-in-charge have a web site program that complies with SECNAVINST 5720.47? 

              Reference

              SECNAVINST 5720.47 PARA 7D

150 05 002  Has the PAO or local officer-in-charge designated, in writing, a primary web site manager, known as the Webmaster? 

              Reference

              SECNAVINST 5720.47 PARA 7D(4)

150 05 003  Does the Webmaster oversee the commands web site and ensure compliance with current directives? 

              Reference

              SECNAVINST 5720.47 PARA 7D(4)(B)

150 05 004  Does the Webmaster monitor the web site routinely to ensure that no Unauthorized changes were made to the web site? 

              Reference

              SECNAVINST 5720.47 PARA 7D(4)(B)

150 05 005  Do site pages contain the basic elements of Privacy Act, Security Notice, External Link disclaimer, organization name, official site statement, and webmaster (unit) contact information? 

              Reference

              DOD WEBSITE ADMINISTRATION POLICY PARA 8.2

150 05 006  Does the web site contain links to http://www.usmc.mil? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2C(1)

150 05 007  Does the command web site comply with the check list established in the Marine Corps Web Site Style Guide as required by MCO 5720.76?

              Reference

              MCO 5720.76 PARA 2, 3A(1) AND (2)

150 05 008  Is there a letter on file authorizing the web site from the parent command or HQMC (PA) MC News? 

              Reference

              MCO 5720.76 PARA 3B(1)(C) AND (D)

150 05 009  Is the web site registered at http://www.usmc.mil/siteregistration? 

              Reference

              MARADMIN 501/01

150 05 010  Is the web site uniform in appearance as required by MCO 5720.76?

              Reference

              MCO 5720.76  PARA 1

150 05 011  Does the global link tool bar, established by the ACMC's Website Standards Subcommittee, appear across the top of each page on the web site? 

              Reference

              MCO 5720.76 PARA 1

150 05 012  Does the command web site comply with Section 508 standards as prescribed in the Federal Information Technology Accessibility Initiative? 

              Reference

              FEDERAL INFORMATION TECHNOLOGY ACCESSIBILITY INITIATIVE  

                HTTP://WWW.SECTION508.GOV
150 05 013  If the web site does not comply entirely, has a request for waiver been submitted to the Information Technology Steering Group (ITSG) via HQMC (PAMCN)? 

              Reference

              MCO 5720.76 PARA 4C

150 05 014  Does the web site contain links to the parent command or immediate superior in command home page? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2C(2)

150 05 015  Does the web site contain any classified or "For Official Use Only" information in violation SECNAVINST 5720.47?

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2D(1)

150 05 016  Does the web site refer to any contractor or specific web commercial software in violation of SECNAVINST 5720.47? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2D(4)

150 05 017  Does the web site contain any material that is copyrighted or under trademark without the specific, written permission of the copyright or trademark holder? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2D(5)

150 05 018  Does the web site comply with DoD Freedom of Information Act and Privacy Act requirements regarding the release of names and duty station addresses? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2D(6)

150 05 019  Does the web site contain any links to non-government web sites not specifically authorized by SECNAVINST 5720.47? 

              Reference

              SECNAVINST 5720.47 ENCLOSURE (2) PARA 2D(7)

150 05 020  Has the site been reviewed to ensure it does not apply the use of "cookies" or web bugs to track personal information of public site users?  Or, if cookies or collection type methods are used, does the site clearly advise site users what information is collected or stored, why it is being done, and how it is to be used?

              Reference

              DOD WEBSITE ADMINISTRATION POLICY PARA 12.3.1

150 06      ADMINISTRATION AND TRAINING

150 06 001  Does command provide advanced school opportunities in the public affairs MOS for its Marines (note 1)? 

              Reference

              MCO P1200.7, SEC 3129 (MOS MANUAL)

150 06 002  Does the command have an established OJT training program for Marines who lateral move into public affairs (note 1)? 

              Reference

              MCO P1200.7, SEC 3129 (MOS MANUAL)

150 06 003  Does the command have the current lateral move screening test and audition materials (note 1)?

              Reference

              MCO P1200.7, SEC 3129 (MOS MANUAL)

