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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:   Policy Letter 12-1, Establishment of the Baumholder Unit Public Affairs Representative Program

1.  Reference:  U.S. Air Force Regulation 190-1.
2.  Purpose.  To establish procedures for the Baumholder Unit Public Affairs Representative (UPAR) Program.

3.  Applicability. Applies to all soldiers, DoD civilians, family members and local national employees.

4.  Policy.  Unit Public Affairs Representatives will be responsible for coordinating their unit’s or agency’s publicity needs or requirements with the 222d BSB Public Affairs Office. Unit Public Affairs Representatives will be charged with providing timely information for use in various publicity outlets. Avenues of publicity available to all units and agencies include AFN Baumholder (scheduled to stand up on Christmas Day 1997), post newspaper, commander’s access channel, Baumholder Web page, AFN Radio and Television as well as host nation and national media outlets as appropriate. The 222d BSB Public Affairs Office, due to limited manning, will prioritize photography support for media events. For program continuity, appointees should not be subject to lengthy deployments or other duties that will remove them from the Baumholder community for extended periods.  

5.  Procedures. 

a. All units and agencies affected will submit in writing to the Public Affairs office the following information for the appointed individuals and indicate which is the primary and which is the alternate:
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Full name:


Rank (military or civilian):


Full unit designation:


Phone number:


DEROS:

b. Appointed representatives will receive training on what is appropriate for publicity and in what format to submit information. Deadlines for submission will vary depending on the particular media outlet or combination of outlets to be used for publicity. As an example, submission deadline for AFN Baumholder will be about four weeks prior to the date that it is to be aired. Other outlets may require a one or two week window before they are publicized. 

c. Unless prior approval is given, in writing, Unit Public Affairs Representatives and unit members must coordinate their publicity requirements through the 222d Public Affairs Office before contacting local American, host nation, or third country media outlets. Publicity representatives for accredited private organizations must also coordinate their publicity requirements through Public Affairs.

d. All primary and alternate appointees will be contacted by Public Affairs and scheduled for training. Initial training will last from 30 minutes to one hour, depending on the unit’s needs. Additional publicity and Public Affairs guidance will be provided to Unit Public Affairs Representatives on an ongoing basis or as requested by the individuals or units.

6.  Proponent for this policy letter is the 222d BSB PAO Office at DSN 485-1600.
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