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Introduction

The 28th Bomb Wing Public Affairs Office covers not only this wing but all other tenants and organizations on base.  There’s no way we can do this massive job alone.  That’s why we have the Unit Public Affairs Representative (UPAR) program.

This pamphlet serves as a quick reference for commanders who are ultimately responsible for the public affairs program within their units.  It helps commanders solve their communications problems and therefore improve their mission effectiveness.  It also serves as a guide and workbook for UPARs.

UPARs

UPARs are the “eyes and ears” for public affairs around the base and provide a “helping hand” when needed.  In addition, UPARs have a responsibility to their commanders to assist in carrying out the commander’s public affairs program within their units.

Specific UPAR responsibilities are listed on page 3, but it’s important to remember that the UPAR can and should do anything in the organization that contributes to an understanding of its mission and that of the Air Force. Welcome to the Ellsworth Public Affairs Team!

UPARs -- Getting the Job Done

The need for prompt, correct information is a necessity for every person and every operation. Without it, there’s no command and control. Also important to everyone is the need for recognition.  It boosts morale and makes people proud of the work they do.

UPARs are essential to every unit.  They’re the central figure for information gathering in the unit.  Information flows from the commander through the UPAR to the people.  Commanders rely on UPARs to get the ungarbled word to their people, promptly and correctly.

UPARs also ensure that organization people are recognized for accomplishments by or within the
unit.  Through releases to public affairs, org-anization and individual accomplishments are published in base newspapers, and even local and national media.  UPARs also ensure that individual accomplishments get into hometown newspapers, via the Hometown News Release Program.

Unit commanders should appoint highly-qual-ified and competent people as UPARs. Because of their regular contact with newcomers and other organization people, it’s usually best to assign someone from the orderly room or administrative staff as the primary or alternate UPAR.  This appointment, if handled properly, could develop into the most influential factor in the satisfaction, moral, effectiveness and ultimate mission readiness of your unit.

Public Affairs Division Organization

The 28th Bomb Wing Public Affairs Division is a wing staff agency and provides service to every commander at Ellsworth, including tenant units.  The public affairs office is divided into three functional areas:

Internal Information.  Produces the Black Hills Bandit, the base’s weekly newspaper; conducts the UPAR program, and creates the base newcomer’s guide and other internal publicity.

Media Relations.  Issues news releases, monitors the Hometown News Release Program, markets media opportunities or story ideas about the base and its people, responds to media queries and assists media in obtaining interviews.

Community Relations.  Serves as the interface between the base and surrounding civilian communities.  The office helps promote inter-action between the Air Force and the civilian community through participation in public events, base tours and answering queries and complaints from civilians.  This branch also coordinates base-community efforts and environ-mental issues, operates a Speakers’ Bureau, handles aircraft noise complaints and works with the base scout liaison.

UPAR Responsibilities

UPAR responsibilities vary from unit to unit, depending on mission, unit strength and com-mander desires. The following is an overview of specific responsibilities.

· UPARs serve as an organizational point of contact with the wing public affairs office.

· UPARs prepare a monthly memo due to public affairs by the fifth duty day of each month.

· UPARs act as “stringers” -- the “eyes and ears” for the public affairs office.  They provide tips of newsworthy developments within their squadrons.

· UPARs see that individuals are afforded the opportunity to complete a DD Form 2266, Information for Hometown News Release, so their accomplishments can be reported through the Hometown News Program.

· UPARs may assist public affairs when news media or tour groups are brought into their areas and during times of crisis such as an accident or natural disaster, or special events.

· UPARs help identify and recruit people as volunteers for the base Speakers’ Bureau program.

· UPARs assist in assembling commander’s calls and getting information to squadron members.

· UPARs assist in conducting squadron open houses and spouse orientations.

· UPARs are able to compete for public affairs awards at the Air Combat Command level.

The success of a squadron’s information efforts depends upon the enthusiasm and thoroughness of each UPAR’s approach to this additional duty. It’s because of this that only highly-responsible people should be assigned as primary and alternate UPARs.

Monthly UPAR Memo
UPARs will need to accomplish a monthly memo or report for public affairs.  This report is simply in the form of a letter, e-mail or inter-office memo and should include:

Newsworthy Events. Keep us up-to-date on squadron events.  Anything you think is news should be included in the report.  If something is time sensitive (such as a change-of-command ceremony), give us a call, but still list it on the report.  Newsworthy events include a change of command, new services available or possible stories about organization people.  These could include a story about someone’s hobby, background (if it’s unique) or anything you think would be of interest to people on the base, or for that matter, anywhere.  (See What is News?, page 10.)

Report of PA activities. Keep us informed of unit events.  When the UPARs perform different public affairs duties within their units, we need to know so that we can report it to the commanders.  This process will help PA direct better coverage of each unit in the wing.

Comments.  This is just for any special information, requests, etc., that you or your organization may like to include.  For time-sensitive queries, please call us.

If you have any problems completing the monthly memo, please call us.  The report is due the fifth duty day of each month.

Checklist for UPARs
This checklist will assist you in helping the wing public affairs office, your squadron and your commander.

Administration

· Does your information office, i.e., orderly room, have DD Form 2266 Hometown News Releases available?  (The form can be found on Form Flow).

· Do you complete and forward your monthly UPAR memo to public affairs so that is reaches us by the fifth duty day of the month?

· Does your squadron have a current UPAR appointment letter on file with the wing public affairs office?

Internal Information

· Does your organization receive publications such as the Black Hills Bandit, Airman Magazine, Air Force Policy Letter for Commanders, and other general information and professional development publications available through the base publications dis-tribution office?

· Do you have a bulletin board devoted to general information items, e.g., clippings from local newspapers and for use in publicizing the achievements of organization members?

· Do you submit items to community news-papers through the wing public affairs office on you unit’s people, unique hobbies, humanitarian efforts in the community, deployments, etc.?

· Have you had a unit open house within the past year?

· Are you using the talents of your unit’s photo enthusiasts and hobbyists to help you publicize your unit’s activities?

Media Relations
· Do you submit articles or story ideas for public news releases to the wing public affairs office?  (This includes material for publication in civilian and military media).

Hometown News Release Program

· Are you offering each eligible person an opportunity to complete a DD Form 2266?

· Are you reviewing the completed form to ensure that all required data is provided?

· Are you forwarding items to the wing public affairs office in a timely manner?  Forms must be completely processed through public affairs and the Hometown News Directorate at Kelly AFB, Texas, before the event is 30 days old.

Community Relations
· Do you arrange for events within your organization to foster good working rela-tionships?

· Do you assist the wing public affairs office in arranging tours through your squadron?

· Do you or other members of your organization participate in the base Speak-ers’ Bureau?

Assisting Public Affairs

There may come a time when we need your assistance even more.  While there’s a lot you can do on a daily basis, here are some of the other areas the wing public affairs office may need your help.

Media.  Public affairs handles all contacts with the media.  Supplying information required by the media calls for specialized skills in dealing with their requirements.

You could become involved in the news gathering aspect of media relations or even participating in a news interview or event. Media queries, when received by the wing public affairs office, are always hot items.  Most news media, both print and electronic, operate on extremely short deadlines and require immediate answers. Often public affairs must go to the units or staff agencies to request information to use in answering a news query.  Your immediate atten-tion is essential.

You will never be asked to release information to the media.  The wing commander and the wing public affairs have releasing authority for Ellsworth.  In cases of sensitive or doubtful information, it’s the wing public affairs office’s responsibility to seek the necessary approval.

You may be asked to participate in an interview. A wing public affairs staff member will work with you prior to the interview, review appropriate public affairs guidelines and will be present during the interview for your protection.

If you, or anyone in your unit, is ever contacted by anyone associated with the media, refer them to the wing public affairs office.  This includes contacts with publications such as the Air Force Times.  They must go through the same channels as other media for information.  Remember, the only office authorized to release information to the media is the wing public affairs office.

Times of Crisis.  UPARs are also called upon to help the wing public affairs office during times of crisis.  If there’s a major event or accident, disturbance or natural disaster, real world or exercise, we might have to call on you for help.

Recruiting Speakers.  The Air Force has the responsibility to develop and operate an effective public speaking program to keep the public informed and aware, within security limitations, of its mission and activities.

Speaking and making public appearances before civilian and military groups on appropriate occasions are considered a basic responsibility of each Air Force member.

We receive requests from numerous clubs and organizations throughout the area every year, but we don’t have enough speakers to fill all of them.  We need your help in recruiting professional people who could represent the Air Force and America as goodwill ambassadors.

Most of the requests we receive for speakers are for events taking place during normal off-duty time, but some are scheduled during the day.  A key to the success of the Speakers’ Bureau program is the willingness of supervisors to relieve their people from duty long enough to fulfill the speaker’s engagement, normally no more than two or three hours away from duty. The cooperation of the squadron commander and that of the supervisors in the unit will be appre-ciated.

All off-base speaking engagements to civilian audiences, even those an individual receives directly or out of Air Force channels, must be coordinated with the wing public affairs office.

Commander’s Call

Commanders receive “Commander’s Call To-pics” monthly via normal distribution procedures.  If you’re having difficulty receiving these, please notify the wing public affairs office.  These messages include Air Force topics plus information gathered from official bulletins and letters, Air Force periodicals, staff meetings and other sources.  A brief description of the latest Air Force Television News broadcast program will be included as an introduction.  Assist your commander as needed in setting up commander’s call.

Spouse Orientation

The attitude of the spouse toward life in the Air Force has a direct bearing on the active-duty member’s attitude and on the opinion of the Air Force held by relatives, friends and neighbors. Therefore, a major part of the internal information program is directed toward the spouse.

The Air Force spouse should be kept thoroughly informed of organizational activities and base and command missions, especially emphasizing policies and programs affecting a military career and family life.

As the UPAR, you can help the commander and the organization with the spouse and family orientation.  This could include planning and organizing, or may just be publicity.

Information Requests From Civilians
Public affairs regularly receives numerous requests from civilians for information about the base, Air Combat Command and the Air Force in general.  These requests are generally from the people who are just interested in the Air Force. Many of these requests come from children, often in a group or classroom effort.  Public affairs is the agency responsible for answering these queries.  Send these to the wing public affairs office’s community relations specialist.

It’s important for all of these requests to be answered promptly and to honor all requests from children since they’re our future leaders. These letters are sometimes misrouted or squadron commanders may receive them directly.  When you receive such requests, forward them to the wing public affairs office. We’ll take care of them.

Participation in Public Events

Your organization may receive requests from civilian organizations to take part in public events, such as parades, fairs or fund raising activities.

These requests should be forwarded to the wing public affairs office’s community relations specialist. Be careful not to commit your organization to providing any type of partici-pation until the community relations specialist has been consulted.

Reference Materials

Public affairs has a reference library that can be useful to you in many ways.  These include fact sheets, speeches given by senior military members and civilians and biographies of key personnel.  The Air Force also produces pamphlets and recurring publications that may be of interest to squadron members.

Lithographs

The wing public affairs office periodically receives a limited supply of Air Force lithographs. Selection is limited and once the lithos are gone, they’re gone.  The best way for units to find out if any are available is to check for announcements in the Black Hills Bandit.

Hometown News Release Program

The Hometown News Release Program is a public affairs tool used for communicating your achievements to those back home.  Anytime your duty status changes or you receive any type of recognition you may qualify for a release. The following is a list of suitable subjects for Hometown News Releases.

· Promotions as they occur.

· Arrival for duty in a permanent change of station only -- permanent change of assignment is not an eligible category.

· Major exercises announced to the news media by the Department of the Air Force or the Department of Defense; and active-duty unit deployments overseas, with prior coor-dination between the organization and the Hometown News Directorate, Kelly AFB, Texas.

· Awards and decorations for individual achievement (Air Force Achievement Medal and higher) plus Humanitarian Service Medals (indicate for which action this medal was awarded).  A copy of the award citation must be attached to the Hometown News Release form.  This category includes initial award of the Good Conduct Medal and subsequent awards.

· Reenlistments -- include the number of years enlisting and number of years served.

· Retirements -- include the number of years served.

· Entering the U.S. Military Academy (USMA) or U.S. Air Force Academy USAFA) after the initial summer training; graduation and commissioning from the USMA or USAFA; receipt of a Reserve Officer Training Corps (ROTC) scholarship; completion of an ROTC summer camp; or commissioning through an ROTC program.

· Individual achievements, such as receipt of a college degree (including field of study and type of degree, as well as the name and location of the institution granting the degree); airman/NCO/senior NCO/officer of the month/quarter/year at all levels of command (must include criteria for selection and a supporting story as desired); direct commissions and warrants; suggestion awards of $50 or more; participation in national news events with prior coordination (such as space shuttle support or human-itarian support operation).

· Competitions -- individual and competing team winners only in departmental contests that test readiness in combat-related skills with competitors drawn from a worldwide pool.

· Selection for service-funded, degree-pro-ducing programs.

· Selection for education with industry/ training with industry programs.

· Sports -- selection for membership on U.S. Olympic or Pan-American Games teams; American Athletic Union national-level par-ticipants; national sports festival parti-cipants: winners of sports events at the Department of Army, Navy, Air Force, Marine Corps or Defense levels.  Sports also include winners of National Rifle Asso-ciation sponsored national and higher level competitions.  Major command-sponsored events only at major command cham-pionship levels will be covered.  Dates, location and category of event should be included.  These events should normally allow winners to advance to further service or Department of Defense competitions.

Hometown News Release Checklist

· Is the news event a suitable subject for a Hometown News Release?

· Is the news event written clearly in Block 9?

· Is the form signed and dated?

· Is the news event current (within the last 30 days)?

· Is the family tie listed in Blocks 10 and 11?

· Does Block 16 show the full job title with no abbreviations?

· If the event in Block 9 is a medal presentation or suggestion award, is a copy of the citation or suggestions form attached?

· Is the Social Security number listed in Block 2?

· If a newcomer fills out the form, ensure they haven’t come from a technical school where they filled one out.

· Is the form legible and in ink?

Common DD Form 2266 Errors

· No signature or signature different than the name in Block 7.

· Social Security number omitted, incomplete, illegible or erroneous.

· Duplicated or carbon-copy signature.

· Form is illegible.

· Family member ties omitted, incomplete names or addresses, missing zip codes, no address, no street address in a city of 30,000 or more, unexplained differences in spelling of last name (for example, the airman’s name is “Buhr and the father’s name is listed as “Burr”), foreign military APO or FPO addresses only, parents are listed at the same address when the form indicates they are divorced or separated.

· Rank is omitted or improperly identified in Block 5.

· Post or city of assignment is omitted.

· Event block is omitted; cover story not provided when required; rank in event block and rank block are different; story facts aren’t clear; or ineligible story category.

· Date of event changed without explanation in Block 20; omitted, outdated event more than 30 days old when reaches Hometown News Directorate; or signature more than 30 days old when the form is received and information isn’t verified by the wing public affairs office.




Examples of News Releases Generated by Hometown News Release Forms

Award Presentation.

ARMY AND AIR FORCE HOMETOWN NEWS -- Senior Airman James R. Lamont, son of James D. and Linda M. Lamont of 2418 Benson Drive, Merced, Calif., has been decorated with the Air Force Commendation Medal at Ellsworth Air Force Base, S.D.


The Air Force Commendation Medal is awarded to those individuals who demonstrate outstanding achievement for meritorious service in the performance of their duties on behalf of the Air Force.  Lamont is a systems specialist with the 28th Maintenance Squadron.


His wife, Karen, is the daughter of Kenneth L. Bell of 159 Downing St., Oxon Hill, Md.


The specialist is a 1990 graduate of Merced High School.

Promotion.

ARMY AND AIR FORCE HOMETOWN NEWS -- Richard D. Anderson, son of Richard E. and Donna M. Anderson of 5980 Maple Ave., Lakeview, Calif., has been promoted in the U.S. Air Force to the rank of staff sergeant.


Anderson is an information manager at Andrews Air Force Base, Md., with the 89th Airlift Wing.


He is a graduate of Lakewood High School.

Arrival for Duty.


ARMY AND AIR FORCE HOMETOWN NEWS -- First Lt. William T. Dane, son of Lawrence A. and Pamela L. Dane of 7280 Prairieview Ln., Lubbock, Texas, has arrived for duty at Ellsworth Air Force Base, S.D.


Dane, a weapons system officer with the 37th Bomb Squadron, was previously assigned at Dyess AFB, Texas.  He’s a 1985 graduate of the University of Nebraska, Lincoln, Neb.

Sample Letter for UPARs to Send to People Eligible for Hometown News Releases

Note:  These letters are optional.  Often in small- to medium-sized organizations, this information can be passed by word of mouth.

16 July 2002

MEMORANDUM FOR ___________________

FROM: ____________________

SUBJECT: Hometown News Release Opportunity

1.  In conjunction with your ____________________, we wish to give you the opportunity to complete a news related page for your hometown newspaper.

2.  In order to adequately publicize your achievement, I’m enclosing a Department of Defense Form 2266, Hometown News Release.  This form is used to prepare news stories and news releases for distribution and publication by civilian news media to recognize the achievements of Air Force members.  Coverage of your achievement not only publicizes your individual efforts but also helps promote the Air Force.

3.  Please complete the form using the attached example.  Upon completion of the form, please forward it to me. Any questions concerning the Air Force Hometown News Release Program should be referred to me at extension _______.






NAME






Unit Public Affairs Representative

2 Attachments

1. Sample DD Form 2266

2. DD Form 2266

1st Ind.

TO: ________________

(   ) Completed DD Form 2266 is attached.

(   ) I do not wish to complete a DD Form 2266




(Signature)

Black Hills Bandit Submissions

People who wish to submit articles or briefs to the Black Hills Bandit must submit them no later than noon the Thursday before the issue requested (one week prior).  All submissions, including briefs and bulletin board items should be typed, double spaced and include a point of contact with a phone number.  All names used should include rank, first and last name, duty title and unit.  All submissions for perspectives, community, news and feature sections should be saved as a Microsoft Word document, and sent as an e-mail attachment (see 28th Bomb Wing Public Affairs Division Phone/E-Mail Directory, page 11) or on a 3 1/2 inch disk.  For more information, call 385-5056 or stop by the wing public affairs office at 1958 Scott Dr, Suite 4.

Photography for Black Hills Bandit
Photographs taken for use in the Black Hills Bandit and civilian newspapers or magazines are scheduled through the wing public affairs office.  All other photography is scheduled directly through the base visual information office at 385-4324.  Please give at least 48 hours notice prior to a weekday, duty-hours event and at least five days notice for after-duty-hours or weekend events.  Visual information is not part of the wing public affairs office and we may have to request a photographer to cover your story.  At times, it may be necessary to request a time change on a photo assignment to avoid conflicts with the VI schedule.

Action shots, pictures of people working on the job, etc., are preferred over “grip and grin,” “picket fence” or “big check” photos of two or more people shaking hands or a group of people standing side by side grinning at the camera.  Group photos of more than three people are not acceptable.

Service members in photographs must comply with AFI 36-2903 standards, otherwise the photographs will not be taken or used for publicity.  In all cases, the wing public affairs staff will determine the type of photo taken and used.  Units requesting photos to support reports, historical records or organization information programs should deal directly with the photo lab.  We only schedule photo assignments for use in public affairs publicity materials.

What is news?

“News” is defined in Webster’s Dictionary as a “recent event; a matter of interest.”  This gives us a broad field -- something that is of interest to someone is always going on in every organization.

Newspapers, both military and civilian, are always seeking to portray the human side, as well as the technical aspects of Air Force life. Any human-interest story about the people in your squadron of any humorous or unusual event will help publicize your unit.  Stories on your specific mission help to build your unit’s reputation while giving others a better understanding of your operation.  Any incident of interest could make a good news release, but it can’t be released unless it’s reported to public affairs.

Lets look at other aspects of newsworthiness from the standpoint of your unit.  There’s the obvious -- new records set and competitions won.  These are usually lead stories.  Inform us early so we can help you plan the widest possible coverage.

You should examine all aspects of management that are particularly stressed in your organization.  Are sections developing techniques that are real time and money savers?  What solutions have your people developed to solve difficult problems?  What about your squadron incentive awards program?  This is the type of feature news the Air Force is particularly anxious to publicize, thus keeping the public aware of our efforts to get more for every Air Force dollar.

Examine the more routine aspects of your organizational life.  Did you get a good Quality Air Force Assessment report?  Are you particularly pleased with the outcome of a special project?  A feature story on this would give recognition and credit where it’s due and may pass along good ideas to another unit.

Any special recognition, accomplishment or advancement of an individual is news.  If not Black Hills Bandit news, it could be a Hometown News Release.  Recognition through news releases is an excellent way to pay tribute to someone who is doing an outstanding job.  It’s also a strong retention factor.  Natural conserva-tion and quality advances are also newsworthy items.

Tips for Submitting Articles
This information will help you write for the Black Hills Bandit and, in turn, help us, since we won’t have to spend much time “rewriting” articles. Please use the guidelines below.

Content.  Keep in mind that many people who read your article may not be familiar with your organization.  Spell out acronyms on first re-ference and avoid terms possibly unfamiliar to the audience.

Style.  Style means the way things are written.  The difference between “Margaret Smith” and “Mrs. John R. Smith” is style.  We use a style guide prepared by the Associated Press.  Here are some style-guide tips.

· Names:  Always double-check the spelling of names.  Nothing irritates readers more than having their names misspelled in the newspaper.  For servicemembers, always use rank, first and last name, duty title and unit. Civilian men are referred to as “John Jones” in first reference and as “Mr. Jones” in subsequent references.  Civilian women are referred to as “Sally Smith” in first reference and as “Ms./Mrs. Smith” in subsequent re-ferences.

· Dates:  when using dates, write in a civilian style -- month, day, year. (Use year only if other than current year.) Abbreviate the month.  If only the month is used, spell it out.

· Times:  Use civilian time.  Before noon is, of course, “a.m.” and afternoon is “p.m.”  There’s no space between the periods and the letters are lower case.  12 is noon or midnight, no digits.  3 p.m. is 3 p.m., not 3:00 p.m.

· Numbers:  These are very simple.  One through nine are spelled out and numerals are used for any number greater than nine.  This is also true for ordinal as well as cardinal numbers (example: first and 10th). Numerals are used exclusively for all ages, building numbers, street addresses, speeds, distances, military units and heights.

· Editorializing:  Basically, this means expressions of opinion.  An opinion can be given if it’s properly attributed.  For instance, “2nd Lt. Ralph Jones, CFC project officer, encouraged people to give generously.”  A common error in material received for publication is unattributed invitations or encouragement to attend something.  Examples are when you, the writer, say “drive safely” or “you’re invited.”  However, this doesn’t mean people can’t be encouraged or invited. Just attribute the encouragement or invitation to someone.  For instance, “Lieutenant Jones invited all club members to attend the event.”  Editorials require no attribution when given the proper credit or byline. Individuals are encouraged to submit their perspectives for publication in the Black Hills Bandit.

28th Bomb Wing

Public Affairs Division

Phone/E-Mail Directory

Note:  The entire public affairs staff can receive e-mail with the 28 BW Public Affairs address on the base global address list.  Individual e-mail addresses are listed below.

Management Team


Chief, Public Affairs



Chief, Community Relations


Capt. James H. Cunningham III


Mr. Don K. Olson


(605) 385-5062




(605) 385-5488


James.Cunningham@ellsworth.af.mil


Don.Olson@ellsworth.af.mil


Chief, Media Relations



Chief, Internal Information

2nd Lt. Megan A. Frail



2nd Lt. Christine D. Millette


(605) 385-5059




(605) 385-5056


Megan.Frail@ellsworth.af.mil


Christine.Millette@ellsworth.af.mil

Public Affairs Team

Editor, Black Hills Bandit



NCOIC, Public Affairs


2nd Lt. Christine D. Millette



TSgt. Steven J. Merrill


(605) 385-5056




(605) 385-5056


Christine.Millette@ellsworth.af.mil


Steve.Merrill@ellsworth.af.mil


Staff Writers, Black Hills Bandit


Graphic Artist, Black Hills Bandit

A1C Jennifer A. Johnson



Ms. Sarah L. Schipman


(605) 385-4591




(605) 385-4670


Jennifer.Johnson@ellsworth.af.mil

Amn Raelynne J. Bayne


(605) 385-4592


Raelynne.Bayne@ellsworth.af.mil

Amn Kelly A. White


(605) 385-4671


Kelly.White@ellsworth.af.mil


Ellsworth Forum


(605) 385-5060 -- Answering Machine

28 BW/PA E-mail Addresses


28bw.pa@ellsworth.af.mil  (correspondence)


blackhills.bandit@ellsworth.af.mil (classified ads)
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