.DEPARTMENT OF THE NAVY
COMMANDER NAVY RESERVE FORCES COMMAND
1915 FORRESTAL DRIVE
NORFOLK VA 235514615

COMNAVRESFORCOMINST 5780.1A
NOOP
20 Dec 2019

COMNAVRESFORCOM INSTRUCTION 5780.1A

From: Commander, Navy Reserve Forces Command
Subj: PROCEDURES FOR REQUESTING PUBLIC AFFAIRS SUPPORT

Ref:  (a) DoD 5500.07-R, Joint Ethics Regulation of 17 Nov 11
(b) COMNAVRESFORINST 4000.1F

Encl: (1) Retirement Ceremony Program Samples
(2) Invitation Samples
(3) Base Access/Map Card Sample

1. Purpose. To update Commander, Navy Reserve Forces Command
(COMNAVRESFORCOM,) staff policy and procedures for requesting Public Affairs (PA)
support consistent with references (a) and (b).

2. Cancellation. COMNAVRESFORCOMINST 5780.1.

3. Scope and Applicability. This instruction applies to all staff assigned to
COMNAVRESFORCOM.

4. Policy. It is COMNAVRESFORCOM policy that personnel assigned to
COMNAVRESFORCOM may request PA support. A request must be submitted in writing to
PA support staff no earlier than 4 months, but no later than 30 days prior to an event. For these
requests, the PA Production Request form may be obtained from the COMNAVRESFORCOM
website, https://private.navyreserve.navy.mil. PA will consider the request, within regulations,
manning and budgetary constraints, and practicality before approving or disapproving the
request. For the purposes of this instruction, any use of command resources (i.e., logistics or
personnel) for PA support constitutes an official request. This instruction must be carefully
reviewed in its entirety.

a. PA Print Products. In accordance with reference (a), PA print products are available for
official business only. Electronic copies are available upon request. PA may provide posters,
programs, invitations, and base access information cards. PA print products will only be
approved for official command sponsored ceremonies or events. Per reference (b), printing
requirements must be submitted through the nearest Defense Logistics Agency Document
Services Office no later than 30 days prior to request date. The maximum of 150 print products
will be approved. The command will make every reasonable effort within regulations and
resources to provide the following items:
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(1) Bosters. Posters will be no larger than 24 inches by 36 inches. Two copies may be
requested, but more than two copies will require the signature of the requestor's Deputy Chief of
Staff and/or Special Assistant.

(2) Special Event Program Samples. Programs consist of up to two folded pages (8.5
inches by 11 inches), folded to a size of 8.5 inches by 5.5 inches. All pages are full color, with a

matte finish. Requests for retirement programs will be of similar layout and design quality as the
samples provided in enclosure (1). Requests for ceremony or event programs will be submitted
no less than 45 days prior to the date of the ceremony or event. Turnaround time begins when all
required documents and assets have been received. It is the responsibility of the event
coordinator to acquire these assets.

(3) Invitations. It is highly recommended and encouraged for event coordinators to use e-
invitations for their events. A cost effective option can be found at einvitations.afit.edu. In cases
where electronic invitations are not feasible, requests for invitations will be submitted no earlier
than four months, but no later than 60 days prior to the event date. Invitations will be sized to 5
inches by 3.5 inches or 5.5 inches by 4.25 inches, printed on cardstock. Invitations will be of
similar layout and design of enclosure (2).

(4) Base Access Information Cards. Base access information cards for the location of
ceremonies or events are available upon request. Information cards will be similar to enclosure
(3). The request must be submitted no less than 45 days prior to the date of the ceremony or
event. If access cards and maps are to accompany invitations, these must be submitted no earlier
than four months, but no later than 60 days prior to the event date, consistent with the invitation
request.

(5) Photography Print Products. Due to equipment constraints, event photo prints will
not be provided. Members can request event photos via electronic e-mail and or CD. Requestor
must provide a command forwarding address for mailing final product if located outside of
COMNAVRESFORCOM.

b. Photography Services. For photography services and PA equipment check-out, use PA
Production Request. In regard to official command sponsored ceremonies or events, PA will
make every reasonable effort within regulations and resources to provide photography services.

(1) Photography services are limited to locations within a close proximity (25 miles) to
COMNAVRESFORCOM. In cases where the ceremony or event is located outside of this
radius, it is the responsibility of the requestor to ensure that transportation is requested through
COMNAVRESFORCOM Logistics Department (N4).
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(a) Requests for PA photographer(s) will be submitted a minimum of 30 days prior to
the date of the ceremony or event. Photography turnaround is 72 hours, beginning the next
business day following the event. Any requests for immediate or expedited turnaround require
extensive justification and approval by the PA senior enlisted leader.

(b) Request for PA videographer(s) will be submitted a minimum of 45 days prior to
the date requested. Videography turnaround is 14 days, beginning the next business day
following the event, not to include weekends and holidays. Any requests for immediate or
expedited turnaround require extensive justification and approval of the Public Affairs Officer.
Members must ensure that there are not any products available at: http://www.navy.mil/,
http://www.navy.mil/ah_online/, https://www.deomi.org/human-relations/special-
observances.cfm, or https://www.dvidshub.net/. Due to manpower constraints, videography is
not available for ceremonies or events if accompanied by a photographer request.

(2) PA Equipment Check-Out Procedures. PA has a limited selection of equipment
available for check-out upon request. It is required that Commander, Navy Reserve Force and
COMNAVRESFORCOM staff sign the NAVPERS 1070/613, Equipment Check-Out Procedures
and Responsibilities, prior to checking-out equipment. PA staff retains the right to deny any
equipment check-out request. Requests must be submitted as early as possible, but not later than
two days prior so that PA staff can make any necessary accommodations.

5. Comments. Submit comments, recommendations, and suggestions for changes to
COMNAVRESFORCOM Public Affairs at cnrfc_pao@navy.mil.

6. Records Management. Records created as a result of this instruction, regardless of media and
format, shall be managed per Secretary of the Navy (SECNAV) Manual 5210.1, January 2012

7. Review and Effective Date. Per OPNAVINST 5215.17A, COMNAVRESFORCOM NOOP
will review this instruction annually on the anniversary of its effective date to ensure
applicability, currency, and consistency with Federal, Department of Defense, SECNAV, Navy
policy and statutory authority using OPNAV 5215/40 Review of Instruction. This instruction
will automatically expire 10 years after effective date unless reissued or cancelled prior to the 10
year anniversary date, or an extension has been granted.

OAG Lo

J. A. SCHOMMER

Releasability and distribution:
This instruction is cleared for public release and is available electronically only via
COMNAVRESFORCOM Web site, http://www.public.navy.mil/nrh/Pages/instructions.aspx
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COMNAVRESFORCOMINST 5780.1A
20 Dec 2019

INVITATION SAMPLE
Sample Invitation 3.5”X5”

ﬁ:\\f)\\&l ‘ by ;‘:
Master Chicf Yeoman (SW/AW) Joc Navy
requests the pleasure oj your company
at fier Retirement Ccrcnmn_y
on Friday, the ninthh of June, Two-Thousand and Scventeen
ar 2:30 pm
Naval Air Station Occana
Center for Noval Aviation Technical Tiaini ng ‘Uit
Ceremonial Hangar
1760 15t Strect, Virginia Beach, VA 23460

4

RSVP by e 1, 2017 Participants: Fuull Dress Whire with Medals
LCDR joc ‘Mny: (757)444-1234 Military Atrendees: Khaki or Service Uniform
Emaif: jocunvy@avy mil Civifian: Business Casual

Sample Invitation 5.57X4.25”

i Vs o AL

Command Master Cﬁigf(SW/ﬂW) Jane R. Doe
requests the pleasure of your company
at fiis Retirement Ceremony
on Friday, the ninth of June, Two-Thousand and Seventeen
ar 2:30 p.n.
Naval Air Station Oceana
Center for Naval Aviation Technical T raining Unit
Ceremonial Hangar
1760 1st Street, Virginia Beacl, VA 23460

RSVP by June 1, 2017 Participants: Full Dress Whitc with ‘Medals
CMDCM Joc Navy: (757)a44-1234 Mifitary Rrrendees: Khaki or Service Uniform
Email: jocny@navy.mil Civilian: Business Casual

Invitations will not have black border, border is provided to show size difference.

Enclosure (2)
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20 Dec 2019

BASE ACCESS/MAP CARD SAMPLE

Base access and map cards are two sided and printed the same size as the requested
invitations. See enclosure (2).

Base Access
——ee—

Due to world events, heightened security measures have been implemented at military
installations across the country. ALL guests, upon arrival to the gate, will be asked to
produce a valid Government-issued photo identification.
Alist of approved Government-issued photo identification which establishes identity is
listed below:
Common Access Card (CAC).
U.S. Passport or U.S. Passport Card,
Permanent Resident Card or Alien Registration Receipt Card (Form 1-551).
Foreign passport that contains a temporary [-551 stamp or temporary [-551
printed notation on a machine-readable immigrant visa.
Driver’s license or ID cand issucd by a Real 1D Act compliant state or outlaying
possession of the U.S., provided it contains a photograph and biographic
information such as name, DOB, gender, height, eye color, and address.
NOTE: Licenses or IDs possessing “NOT APPLICABLE FOR FEDERAL
PURPOSES" arc not acceptable.
School ID card with a photograph.
U.S. Coast Guard Merchant Mariner Card (MMC) or Merchant Mariner’s
Documents (MMD).
. Native American Tribal photo ID cards.

Joint Forces
Staff College
+

‘;f “*Cilnterstate 564

THHAVEN | Funpymege R2.»
Joint Forces Stafl College 7800 - Hampton Blvd, Norfolk, VA 23511
10 min (4.5 miles) via Tenninal Blvd Fastest route, the usual traffic 1-564 Norfolk, VA
Take [-564 E and VA-406 W/Terminal Blvd to Meredith St 6 min (3.6 mi)
Continue on Meredith St. Take Mitscher Ave to Eniwetok Ave 5 min (0.9 mi)

Enclosure (3)



