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Chapter 1 
General 
 
1-1. Purpose 
This regulation establishes policies and procedures for conducting the USMEPCOM CPA Program. 
 
1-2. References 
See Appendix A. 
 
1-3. Abbreviations and Terms 
See Appendix B, Glossary. 
 
1-4. Public Affairs Mission, Functional areas, and Core Processes 
  

a. The CPAO fulfills the Department of Defense (DoD) obligation to keep the American people and 
stakeholders informed and helps establish the conditions that lead to confidence in USMEPCOM and its 
ability to successfully accomplish its mission. Every member of USMEPCOM contributes to effective 
communication. The primary CPAO functional areas are media engagement, communication, strategic 
messaging, community relations (COMREL), and stakeholder engagement. 
 

b. CPAO is responsible for developing and implementing the command’s communication strategy to 
achieve the following communication goals: 
 

(1) To develop and maintain an informed, engaged, and effective workforce. 
 

(2) To generate understanding, instill confidence, and engender support for USMEPCOM’s 
people, mission, initiatives, challenges, and successes. 
 
1-5. Responsibilities 
 

a. The CPA Chief will: 
 

(1) Serve as the communications program manager and principal communications advisor to the 
USMEPCOM commander. 
 

(2) Provide communication advice and counsel to unit commanders and HQ staff elements. 
 

(3) Develop overarching communication strategy to include plans, policies, tactics, tools, message 
synchronization, and objectives. 

 
(4) Act as spokesperson for USMEPCOM. 
 
(5) Serve as commander’s designated review and release authority for information to the public 

based on commander’s intent and DoD principles of information to include security, accuracy, propriety, 
and policy (SAPP) and in accordance with commander’s intent, further defined in paragraph 4-4. 

 
(6) Coordinate CPAO projects as necessary with internal elements or Higher HQ. 
 
(7) Evaluate the overall effectiveness of USMEPCOM CPAO programs. 
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(8) Conduct research on audience attitudes toward and perceptions about policies, programs, and 

information needs, and provide feedback to the USMEPCOM Commander. 
 
(9) Provide training on effective communication and communication planning. 
 
(10) Serve as lead coordinator for engagements at MEPS and HQ with general officers, SES 

civilians and above, and other visitors as deemed appropriate.  
 
(11) Oversee HQ auditorium. This includes managing auditorium schedule, approving events, and 

providing training and/or support in the use of audio and visual equipment used in those events. 
 
(12) Develop, manage, set standards, and enforce business rules and style guide for the use of 

command intranet and extranet as communication platforms. 
 
(13) Establish policies for the development of visual information (VI) products in support of 

command communication goals. Provide VI services to include design, development, production, and 
limited distribution of digital and physical media. 
 

b. Headquarters Directors and Special Staff Officers will: 
 

(1) Consider communication an integral component to their business success. 
Consult CPAO on best practices to achieve specified communication goals in support of business functions. 

(2) Maintain Directorate or Special Staff intranet pages to provide authoritative, up-to-date 
information on topics relevant to HQ and field personnel. 

 
(3) Provide content, information, and subject matter experts for communication products and 

platforms to support command communication goals. 
 
(4) Ensure any official information intended for public release is cleared by CPAO prior to release. 

 
c. Commanders of all echelons will: 

 
(1) Support and implement USMEPCOM CPA policies in their unit. 

 
(2) Consult and seek advice from the USMEPCOM CPA Chief on communications and public 

affairs (PA) matters. 
 
(3) Submit stories and photos in a timely manner. 
 
(4) Ensure effective dissemination of command communication products and messages. 
 
(5) Sign a Memorandum for Record that acknowledges official social media account(s) and 

appoints at least two social media moderators and two PA representatives. Submit up-to-date memo to 
CPAO. 

 
(6) Ensure any official information intended for public release is cleared by CPAO prior to release. 
 
(7) Act as the local spokesperson to the public and media for all matters pertaining to their unit 
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when authorized by CPA Chief. 
 
(8) Plan, implement, and carry out community relations (CR) activities within their unit’s local 

area. 
 
(9) Ensure chain of command photos are properly displayed in the unit. 
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Chapter 2 
Policies 
 
2-1. General  
 
 a. DoDI 5230.29 requires any official information intended for public release that pertains to military 
matters, national security issues, or subjects of significant concern to DoD be cleared by appropriate 
security review and CPAO prior to release. This includes materials placed on the internet or released via 
similar electronic media. 

 b.  All command elements shall immediately notify CPAO when contacted by media organizations. 
As the designated command spokesperson, only CPAO is authorized to provide official response to media 
queries. 

 c.  Clearance through PA channels is required for all official speeches, writings, and presentations, 
that are presented or published in the public domain. 

 d.  No release is required to use images of military personnel serving on active duty or DoD civilians 
performing their official jobs. No release is required for applicants who have taken their final Oath and are 
waiting to ship. A release (USMEPCOM Form 360-1-2) is required to use images of all other applicants; 
for applicants under 18, parental consent is also required. The signed release shall be uploaded to the 
applicant’s MEPCOM Integrated Resource System (MIRS) profile.  

 e.  MEPS shall post videos of the Oath of Enlistment ceremony to their official social media account. 
See chapter 6 of this document for details. 

 f.  Political Activities. USMEPCOM does not engage in any activity that could be interpreted as 
associating the U.S. Army or USMEPCOM with any partisan political cause, issue, or candidate. 
USMEPCOM support may be provided to nonpartisan events sponsored by the federal government or state 
or local governments; schools; civic organizations; veterans associations; or recognized organizations 
whose primary purpose is fostering public service, stimulating patriotism, promoting understanding of 
national security issues, or fostering public appreciation of our national heritage. See AR 360-1 and the 
OSD Public Affairs Guidance: 2022 Political Campaigns and Elections for further guidance.  

 g.  Communication products for internal or external release shall not feature or quote contractors. 
Communications regarding contracted activities shall not give the appearance of endorsement, specify, or 
show the company’s name or logo, or identify individual contractors. Written communication may 
acknowledge that contractors contributed to a project in a general sense. Photos of contractors shall not be 
released publicly. 

 h.  USMEPCOM participation in external or public events must adhere to provisions included in 
chapter 5 of this document and further defined in AR 360-1. MEPS shall provide support to public Oath of 
Enlistment ceremonies coordinated by or at the request of recruiting partners to the greatest extent possible 
so as not to impact operations. 
 
2-2. Leadership Biographies and Portraits 
 
 a.  All HQ, Sector, Battalion and MEPS Commanders and SEAs, as well as HQ directors, SSOs, and 
their deputies shall provide a written biography in accordance with standards determined by CPAO prior 
to assuming their position if possible but no later than 30 days from assuming their position. 

https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
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 b.  All HQ, Sector, Battalion and MEPS Commanders and SEAs, as well as HQ directors, SSOs, and 
their deputies shall provide an official portrait prior to assuming their position if possible but no later than 
30 days from assuming their position. All are required to take an official USMEPCOM portrait in the CPA 
studio at their earliest availability. Service portraits are acceptable prior to completion of USMEPCOM 
portrait. 
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Chapter 3 
Media Engagement 
 
3-1. Objectives 
Independent media organizations manage key information channels that reach otherwise inaccessible 
audiences. They are an important player in the PA mission to keep key stakeholders and the American 
public informed about and confident in USMEPCOM’s mission.  
 
3-2. Management 
Facilitation of news media access to USMEPCOM facilities and responding to requests for information is 
a CPAO function. CPAO oversees media engagement at all levels of the command. Unit commanders shall 
coordinate all media engagement and queries with CPAO.  
 
3-3. Media Queries and Requests 
 

a. Media organizations may reach out directly to MEPS or other USMEPCOM elements with 
questions or requests for coverage.  

 
b. When initially contacted by media, USMEPCOM personnel may gather initial information about 

the request or query but shall not provide answers or specific information directly to the requestor. At a 
minimum, USMEPCOM personnel shall get contact information and/or refer the requestor to CPAO.  

 
c. USMEPCOM personnel shall send a Media Activity Report (MAR) about the interaction. 

 
d.  MARs are sent to CPAO via email, with chain of command cc’d, in the format below with as much 

information as is available: 
 

 MEPS: (city MEPS) 
 MEPS POC: (name and contact info) 
 Media Organization/type: (Company and media type like TV, newspaper, other) 
 Media POC: (name and contact info) 
 Media deadline: (date media is requesting the information by or proposed visit date) 
 Request details: (questions they want answered, visit date, scope of visit, etc.)  
 
3-4. Facilitating Media Visits 
 

a. Hosting media at a MEPS is an effective way to showcase the MEPS mission. Furthermore, it 
provides important support to recruiting partners by highlighting “a day at the MEPS.” MEPS are 
encouraged to seek opportunities in coordination with CPAO. 
 

b. All MEPS media visits shall be coordinated with CPA. 
 

c. MEPS commanders shall notify Interservice Recruiting Committee (IRC) partners about 
anticipated media presence at MEPS as early as possible. When appropriate and possible, IRC partners 
shall be asked to provide applicants willing to engage with media.  
 

d. Media may not conduct interviews with photography or videography while an applicant is actively 
engaged in aptitude testing or medical examination. Simulation of aptitude testing, medical examination, 
and operational processing may be made with prior approval from the CPA Chief. Examples of simulation 
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include a blood draw, vision test, test taking without view of test material, and fingerprinting. 
 

e. Media interviews of applicants are encouraged, provided: 
 
  (1) The applicant fully understands they are not obligated to speak with media representatives but 
may volunteer to do so.   
 
  (2) Prominently featured applicants have completed a release consent form, USMEPCOM Form 
360-1-2, before the activity.  
 
   (a) The signed consent form will be uploaded to the applicant’s MIRS profile. 
 
   (b) A minor applicant must have a parent’s or legal guardian’s consent before participating. 
 
  (3) Applicants not prominently featured (i.e., captured in the background) do not need a signed 
consent form. Applicants wishing to not be photographed or videoed shall be given the opportunity to avoid 
being captured. 
 
  (4) News media shall be instructed that the view expressed by an applicant is their personal view 
and opinion and is not endorsed by USMEPCOM, DoD, or the Service they seek to join. 
 
 f. Interviews with USMEPCOM civilian and active-duty personnel by news media are encouraged, 
provided:  
 
  (1) The USMEPCOM personnel understand they are not obligated to speak with media 
representatives but may volunteer to do so. 
 
  (2) They speak factually and candidly about matters within their purview and about which they 
have personal knowledge and expertise. They shall not comment (i.e., speculate) about matters beyond their 
knowledge and experience. 
 
          (3) They are prebriefed by CPAO personnel on media engagements. 
 
          (4) No release is required to use images of active-duty or civilian personnel performing their 
official duties. 
 
 g. Interviews with Service Liaison/Guidance Counselor (SL/GC) personnel by news media are 
encouraged, provided: 
 

(1) The SL/GC has coordinated in advance and received authorization from their recruiting chain 
of command. 
 

(2) The reporter understands SL/GC personnel do not work for the MEPS or USMEPCOM but are 
assigned to their Service recruiting command. 
 
 h. Interviews with applicant guests by news media are encouraged, provided: 
 
  (1) The guests fully understand they are not obligated to speak with media representatives but may 
volunteer to do so.   

https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
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  (2) Prominently featured guests have completed a release consent form, USMEPCOM Form 360-
1-2, before the activity.  
 
   (a) The signed consent form will be retained by CPAO. 
 
   (b) Minor guests must have a parent’s or legal guardian’s consent before participating. 
 
  (3) Guests not prominently featured (i.e., captured in the background) do not need a signed consent 
form. Guests wishing to not be photographed or videoed shall be given the opportunity to avoid being 
captured. 
 
  (4) News media shall be instructed that the view expressed by a guest is their personal view and 
opinion and is not endorsed by USMEPCOM, DoD, or the Service their applicant seeks to join.  
 
3-5. Photography and Videography in the MEPS. In addition to the guidance included in paragraph 3-4. 
f-g above USMEPCOM personnel and outside media taking photographs and/or video in MEPS and RPS 
shall observe the following: 
 
 a. Common sense, good taste, and awareness of safety and security concerns are used when 
authorizing media access to operational locations.  
 
 b. All personnel are accountable for adherence to OPSEC and privacy regulations in the acquisition, 
distribution, and use of personal video, audio, and photographic material. 
 
 c. The following are guidelines for photography and videography at MEPS and RPS.  
 
  (1)  Applicant Protected Health Information (PHI) and Personally Identifiable Information (PII) 
must be protected. Do not take photos or video of an applicant's PHI or PII, regardless of the purpose for 
the imagery. 
 
  (2) Photography or videography of applicants checking in at the front desk are permitted. Be sure 
not to capture any PHI or PII, either on paper or on ID badges. 
 
  (3)  Photography and videography of applicants receiving briefings from MEPS personnel are very 
effective in communicating the USMEPCOM story. Briefings should be for applicant volunteers only and 
should not interfere with the briefings. 
 
  (4) Due to concerns about test compromise and disruptions to test taking, photography or 
videography of testing is prohibited. Simulation of test taking for photography or videography is authorized. 
 
  (5) Photography or videography of security screening is prohibited. 
 
  (6)  Photography or videography of medical processing is on a case-by-case basis, per MEPS 
personnel and applicant comfort level. 
 
   (a) Photography or videography of applicants waiting to enter an exam room is authorized. 
 
   (b) Photography or videography of applicants in any state of undress under any circumstances 
is prohibited. 

https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
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   (c) Photography or videography of audio exam is authorized. 
 
   (d) Photography or videography of eye exam is authorized. 
 
  (7) Photography or videography of applicant-volunteers in the Pre-Enlistment Interview are 
permitted. Be sure not to capture any PHI or PII either on paper or on ID badges.  
 
  (8) Photography or videography of electronic fingerprinting is permitted. Be sure not to capture 
any PII either on paper or on ID badges. 
 
  (9) Photography or videography of Oath of Enlistment ceremony are permitted provided it does 
not interfere. 
 
3-6. Impromptu Filming at MEPS 
 
 a. While the inside of a MEPS is a controlled area where filming can be prohibited, reporters or citizen 
journalists may show up to record outside of MEPS. 
 
  (1) Recording government facilities in public spaces is legal.  
 
  (2) To the greatest extent possible, MEPS personnel should not engage directly. If direct 
engagement is necessary, MEPS personnel shall remain professional and courteous. 
 
  (3) USMEPCOM personnel inappropriately engaging with these individuals or improperly 
restricting legal activities may invite additional controversy. 
 
  (4) If it is a news outlet, refer them to the CPAO. 
 
  (5) If the person poses a threat, has a weapon, interrupts MEPS business, or otherwise harasses 
personnel, contact local law enforcement or building security.  
 
  (6) Report any suspicious photography or videography of MEPS facilities, employees, and 
applicants via STARNET. 
 
3-7. Armed Services Vocational Aptitude Battery-related events 
 
 a. Events such as support signings by governors or school officials can garner media interest. Units 
shall notify CPAO prior to these events with a MAR (see paragraph 3-3, Media queries and requests). Upon 
notification, CPAO can provide guidance on handling the media in relation to these events.  
 

b. MEPS will provide information copies of resulting publicity about Armed Services Vocational 
Aptitude Battery (ASVAB)-related events to CPAO. 
 
3-8. Unofficial Discussions. USMEPCOM personnel at all echelons may agree to a media request for an 
interview in an unofficial capacity and may express personal opinions unless limited by law or regulation. 
USMEPCOM personnel are still required to inform CPAO that the interview occurred or will occur. When 
speaking in an unofficial capacity as an individual, they will state they cannot and do not speak for 
USMEPCOM, the Services, or DoD. They should limit discussion to matters about which they have 
personal knowledge so long as the information is unclassified and releasable.  
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Chapter 4 
Communications  
  
4-1. Objectives 
The CPAO oversees communication efforts throughout USMEPCOM. This includes setting commandwide 
communication goals, creating and disseminating products, and assisting other command elements by 
providing guidance, training, assessment, and support. Effective communication is a command 
responsibility at all levels. Together, CPAO and all elements of USMEPCOM work toward improving 
communication and achieving overarching communication goals. 
 
4-2. Management 
 

a. The CPAO oversees Internal Communication (IC) and External Communication (EC). 
 

(1) Internal Communication 
 

(a) IC is communication primarily aimed at USMEPCOM personnel.  
  

(b) Effective IC is the responsibility of all USMEPCOM personnel.  
  
   (c) The goal of IC is to develop and maintain an informed, effective, and engaged workforce.  
  

(2) External Communication 
 

(a) EC is communication primarily intended for audience(s) outside of USMEPCOM.  
 

(b) The goal of EC is to generate understanding, instill confidence, and engender support for 
USMEPCOM’s people, mission, initiatives, challenges, and successes. 
 

(c) EC is divided into two subcategories based on audience: 
 

1. Public communication is communication intended for the public and CPA Chief is the 
official spokesperson for USMEPCOM. The CPAO will ensure the timely release of information about 
organization activities, programs, and people, to promote an understanding of the USMEPCOM mission 
and its role in the DoD.  
 

2. Stakeholder communication is communication intended for audience(s) with a 
significant interest in USMEPCOM or those that may have an impact or be impacted by USMEPCOM. 
Stakeholder communication primarily includes communication with accession partners. 
  
4-3. Internal Communication Tools and Platforms – CPAO has the responsibility to develop and 
maintain communication platforms and tactics. These include:  
 

a. The Messenger 
 

(1) The Messenger magazine shall be published quarterly. 
 

(2) The magazine includes primarily original written material and photographs. Submit written 
materials and photographs to the email address listed in the magazine.   
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b. Sharing Policy, Experience and Resources (SPEAR) is command’s intranet, accessible only to 

those assigned to USMEPCOM. It is managed by CPAO with technical support from USMEPCOM’s 
Information Technology Directorate, or J-6.  
 

(1) CPAO is responsible for establishing templates, best practices, and other authoritative 
guidelines for its use. See Chapter 6 and the SPO SPEAR-ACP Business Rules (located on SPEAR) for 
guidance. 
 

(2) All HQ, Sectors and Battalion command elements shall maintain an official presence on 
SPEAR.  
 

c. USMEPCOM in-house events 
 

(1) HQ, USMEPCOM CPAO shall plan, manage, announce, conduct, and livestream Town Hall 
and All Hands events. 

 
(2) HQ, USMEPCOM CPAO shall plan, manage, announce, conduct, and livestream Awards 

Ceremonies.  
 

d. Public Web Site. USMEPCOM’s primary public platform is the USMEPCOM web site. Refer to 
paragraph 6-6 for guidance.  
 

e. Social Media. HQ, USMEPCOM and MEPS social media pages are hosted on commercial web-
based platforms for viewing by the public. HQ, USMEPCOM, and MEPS maintain social media pages. 
Refer to paragraph 6-8 for guidance. 
 

f. Defense Visual Information Distribution System (DVIDS). CPAO maintains a command presence 
on DVIDS by publishing content. Refer to paragraph 6-7 for guidance. 

 
g. Communication products. The CPAO will review all products intended for the public prior to their 

release. 
 
h. The Accessions Community Portal (ACP) is the command’s extranet, accessible to personnel 

within the DoD but outside USMEPCOM. It is managed by CPAO with technical support from 
USMEPCOM’s Information Technology Directorate, or J-6. 
 

(1) CPAO is responsible for establishing templates, best practices, and other authoritative 
guidelines for its use. See Chapter 6 and the SPO SPEAR-ACP Business Rules (located on SPEAR) for 
guidance. 

 
(2) HQ, Sectors, Battalions, MEPS and RPS shall maintain an official presence on the ACP.  

 
4-4. Release of Official USMEPCOM Information to the Public 
 

a. DoDI 5230.29 requires official information intended for public release pertaining to military 
matters, national security issues, or subjects of significant concern to DoD be cleared by appropriate 
security review and the CPAO prior to release. This includes materials placed on the internet or released 
via similar electronic media. 
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b. CPAO will release only unclassified information to the public. The CPAO will not release products 

that contain Controlled Unclassified Information (CUI), PHI, or PII. 
 

c. CPAO shall provide a timely response to the public’s requests for information, according to 
USMEPCOM and DoD policy. Some requests for information release will be submitted to Accessions 
Policy for clearance. 
 

d. The HQ, USMEPCOM Chief of Staff’s Offices manages congressional inquiries, Freedom of 
Information Act (FOIA) requests, Privacy Act (PA) requests, and issues related to PHI and PII. When 
information requests are of media interest or are controversial, the Chief of Staff’s Office shall notify the 
CPA Chief.   
 

e. When considering a request for CPAO to review the release of information to the public, keep the 
following in mind: 
 

(1) Personal privacy. The Privacy Act of 1974 (5 USC 552a), implemented by AR 25-22, generally 
prohibits publicly releasing certain items of information about an individual without that individual’s 
consent. All USMEPCOM personnel and releases will comply with these prohibitions. 

 
(2) Health information security. Public Law (PL) 104–191, implemented by DoDM 6025.18 and 

DoDI 8580.02, generally prohibits publicly releasing certain items of information about an individual 
without that individual’s consent. All USMEPCOM personnel and releases will comply with these 
prohibitions. 
 
4-5. Products for Public Release 
USMEPCOM personnel write articles, speeches, other manuscripts, and/or photos for public release. Prior 
to writing items, personnel may contact CPAO to discuss possible topics and/or publications.  
 

a. Speeches 
 

(1) The command encourages USMEPCOM personnel to write and give speeches to the public. 
 
(2) Prior to releasing speeches, personnel shall provide the draft to CPAO for review and clearance. 

Clearance is provided according to standards of SAPP. 
 

b. Written material and/or photographs - USMEPCOM personnel who write articles and/or take 
photos for publication in official DoD publications, civilian professional journals and general interest 
periodicals shall provide material to the CPA Chief for review and clearance prior to release. Clearance is 
provided according to standards of SAPP. 
 
4-6. Public Event Attendance 
 

a. Prior to agreeing to speak at or attend a public event, USMEPCOM personnel shall contact CPAO 
to seek guidance on the appropriateness of attendance and receive authorization. 
  

b. USMEPCOM military and civilian personnel will only speak on subjects within their areas of 
responsibility and will not comment on issues outside their area or responsibility. Additionally, 
USMEPCOM personnel shall not comment on matters that are the responsibility of other agencies, such as 
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the recruiting commands or training centers, DoD accession policy, or above the purview of USMEPCOM 
or scope of their command. The CPA Chief will assist in referring inquiries appropriately. 
 

c. Personnel may provide their opinion during an interview so long as they clarify that the views 
expressed are those of the speaker and do not reflect the official policy or position of the DoD, military 
service or USMEPCOM. 
 
4-7. Responding to Public Queries.  
 

a. Applicants, parents, or other members of the public often contact the MEPS with questions, either 
of a general nature or regarding their processing experience, via phone, through the public website or on 
social media platforms. Responding timely, accurately, and professionally is an important part of 
maintaining USMEPCOM’s reputation.  

 
b. MEPS are authorized to respond directly to public regarding general questions about the MEPS – 

such as location, parking directions, hours of operation, etc.  They may also answer questions covered in 
Frequently Asked Questions, available on the command’s public web site. CPAO shall develop guidance 
on proper responses to public queries. 
 
4-8. Communication with Stakeholders 
 

a. USMEPCOM personnel routinely communicate with stakeholders while accomplishing 
USMEPCOM’s mission. To “speak with one voice,” CPAO shall produce products to synchronize 
command messages. As necessary, USMEPCOM personnel shall consult with CPAO to ensure individual 
message alignment.  
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Chapter 5 
Community Relations 
 
5-1. Objectives 
Community Relations is defined as those PA activities that support the relationship between military and 
civilian communities. USMEPCOM outreach and engagement with the public is a CPAO function. Viewing 
communication as a social process of dialogue and interaction among people versus a technical process of 
delivering a message to a specific audience, the PA team proactively facilitates communication with 
American publics (including key leaders). COMREL increases public awareness of USMEPCOM’s 
mission, policies, and programs. Additionally, it supports the military recruiting mission and promotes good 
relations between USMEPCOM and local communities. 
 
5-2. Management 
Policies for planning and conducting COMREL and evaluating requests for command participation in 
public events are based on public law, executive order, USMEPCOM directives, and practical experience. 
 
5-3. Operations 
Approving COMREL activities and providing guidance for those activities is a CPAO function. CPAO 
oversees COMREL at all levels of the command. Unit commanders shall coordinate all COMREL activities 
with CPAO.  
 
5-4. Community Requests and Unit-initiated Events 
 

a. Community requests 
 

(1) Representatives from military and civilian organizations may reach out directly to units or other 
USMEPCOM elements with requests for the command to support community activities. Also, unit 
commanders can initiate their own community outreach activities and should request approval to support 
or host activities from their chain of command. 

 
(2) When initially contacted by community organizations, USMEPCOM personnel shall gather 

initial information about the request, with the intent of contacting the CPA Chief and their chain of 
command and then responding to the requestor.  
 

b. Unit-initiated events - When planning a community outreach event, USMEPCOM shall send a 
Community Activity Report (CAR) about the plans to CPAO, with chain of command copied, in the format 
below with as much information as is available: 
 

c. Units shall send a CAR for both community requests and unit-initiated events, in the format below 
with as much information as is available: 
 
MEPS: (city MEPS) 
MEPS POC: (name and contact info) 
Community organization: (e.g., The American Legion) 
Organization POC: (name, rank (if applicable), title and contact information) 
Date, time and location of event:   
Type of event: (meeting, event, ceremony, etc.) 
Event details: (for requests:  nature of request, support requested, e.g., local recruiting battalion requesting 
MEPS to provide Oath of Enlistment officer at sporting event or for initiating event: e.g., assist food bank 
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with packaging boxes of food) 
Anticipated media involvement: name of publication and/or radio/television station  
 
 d. CPAO will provide guidance on how to proceed.  
 
 e. Units shall submit After-Action Reports (AAR) to the CPA Chief within 48 hours of the event. 
While there is no standard format, the AAR should address the following topics:  synopsis of event, unit’s 
participation (number of military and civilian staff and their involvement, e.g., one military member 
provided remarks or seven staff members packed food boxes at shelter), media participation or coverage of 
event (publication and/or radio/television broadcast date and time), and benefits of involvement in event. 
 
5-5. Unit Participation in Military Recruiting-related Events 
 
 a. Public Oath of Enlistment ceremonies are a valuable tool for recruiting partners and shall be 
supported to the greatest extent possible. 
 
 b. MEPS commanders may support requests from recruiting partners to support Oath of Enlistment 
ceremonies at sporting or other events when the recruiting partner is the lead coordinator and one of the 
following criteria are met: 
  

(1) The game is a scheduled regular season event in which a military team competes and when 
such participation is in the best interest of the military.  
 
  (2) The game is an amateur regular season event, although admission is charged and neither of the 
competing teams is military. Participation must be incidental to the event and in the best interest of the 
military. In addition, the event must be strictly local or regional.  
 
  (3) USMEPCOM may participate, at no additional cost to the government, in activities at 
professional sports events and pre-season and/or post-season collegiate events under the following 
conditions:  
 
   (a) The game is not being televised nationally.  
 
   (b) Such participation is confined to pre-game or half-time activities. 
 
 c. MEPS commanders shall notify CPAO and chain of command prior to participation, by submitting 
a CAR (see paragraph 5-4 (c)). 
 
 d. Sector Commanders are the approval authority for participation in cases where MEPS personnel 
are primary coordinators. 
 
 e. MEPS commanders shall seek legal guidance from the USMEPCOM Staff Judge Advocate (SJA) 
Office regarding receipt of tickets or other such issues regarding participation. 
 
 f. Other USMEPCOM participation at sporting events will be used, when possible, to provide 
maximum support to recruiting programs. Unit commanders shall forward requests to CPAO, with their 
chain of command copied. Consideration for approval will be based on the following conditions:  
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  (1) The game is a scheduled regular season event in which a military team competes and when 
such participation is in the best interest of the military.  
 
  (2) The game is an amateur regular season event, although admission is charged and neither of the 
competing teams is military. Participation must be incidental to the event and in the best interest of the 
military. In addition, the event must be strictly local or regional.  
 
  (3) USMEPCOM may participate, at no additional cost to the government, in activities at 
professional sports events and pre-season and/or post-season collegiate events under the following 
conditions:  
 
   (a) The game is not being televised nationally.  
 
   (b) Such participation is confined to pre-game or half-time activities. 
 
5-6. Memorialization Ceremonies 
Memorialization Ceremonies are authorized. For example, a unit may memorialize a room or hallway in 
honor of a military or civilian staff member who passed away. 
 

a. See AR 1-33, The Army Memorial Program, for guidance. 
 

b. AR 1-33 addresses plaques or engraved plates that are permanently affixed to a building or structure 
and are categorized as memorials; in it paragraph 2-10 states, “Requisition of plaques, or other bases to 
which a plate may be attached, should be obtained through normal supply channels. The commander who 
will select the design will charge associated costs to the operation and maintenance Army funds.” 
 

c. Memorialization Ceremonies are events of interest to the public and may generate media interest. 
Units shall contact CPAO about media-related inquiries or questions. 
 

d. Memorialization Ceremony resources are available on SPEAR. 
 
5-7. Use of Official Representation Funds 
 
 a. ORF are allocated to support visits, events, ceremonies, and official functions. The CPA Protocol 
Officer (PO) is responsible for managing these funds, ensuring they are used in accordance with regulations, 
and submitting appropriate documentation for reimbursement or auditing purposes. 
 
 b. ORF funds are available to defray the entertainment costs associated with executing some events, 
e.g., Open Houses and Grand Openings. Because the potential exists for abuse of ORF, expenditures with 
these funds are highly scrutinized. The procedures for requesting, spending, and accounting for their use 
require extensive documentation. 
 
 c. Use of ORF for changes of leadership and/or retirement ceremonies is strictly prohibited by 
regulation. These funds are authorized for use only at events entertaining senior civilian and/or foreign 
dignitaries. 
 
 d. MEPS planning an event may request ORF in an amount not to exceed $200. Units shall send 
requests for ORF to the CPA PO 60-90 days prior to an event. 
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5-8. Restrictions, Limitations, and Other Considerations 
 
 a. Selective benefit. USMEPCOM participation must not selectively benefit or appear to benefit any 
person, group, or corporation (whether profit or nonprofit); religion, sect, religious or sectarian group, or 
quasi-religious or ideological movement; fraternal organization; political organization; or commercial 
venture.  
 
 b. Avoid endorsement. USMEPCOM will not support any event involving or appearing to involve the 
promotion, endorsement, or sponsorship of any individual, civilian enterprise (CE), religious or sectarian 
movement, organization, ideological movement, or political campaign unless the support primarily benefits 
the community at large, the command or recruiting efforts as opposed to benefiting the sponsoring 
organization. 
 
 c. USMEPCOM participation must be incidental to the event. Exceptions are patriotic programs, 
national holiday celebrations, or other appropriate events. Such events must be open to the public. Where 
participation by a member of the Command is clearly in the best interest of USMEPCOM, in observances:  
 
           (1)  Armed Forces Day 
 
           (2)  Memorial Day 
 
           (3)  Independence Day 
 
           (4)  Patriot Day 
 
           (5)  Veterans Day 
 
           (6)  Pearl Harbor Remembrance Day 
 
 d. Other significant patriotic ceremonies.  
 

(1) Participating in events sponsored by veteran service organizations may be authorized when 
such participation supports programs oriented to the veteran rather than to the sectarian, fraternal, or 
national origin aspects of the organization’s objectives.  
 

(2)  Requests for support from public or nonpublic school activities may be authorized when such 
participation is clearly educational, patriotic, or in support of DoD recruiting programs. 

 
(3) USMEPCOM participation in events sponsored by organizations with a narrow membership 

base may be supported if: 
 
   (a) The chief beneficiary of the support is the community at large rather than the organization. 
 
   (b) The result of such participation does not produce a special interest or benefit to the 
sponsoring organization.   
 
  (4) Support of recruiting. Recruiting potential will be weighed when evaluating requests for 
USMEPCOM participation. This regulation applies to USMEPCOM participation in public events and 
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community outreach activities undertaken in direct or indirect support of recruiting. When participation is 
requested by IRC partners, MEPS shall support to the greatest extent possible. 
 
  (5) Support to commercial entities. USMEPCOM participation is not authorized for events clearly 
designed or conducted primarily for commercial benefit. This includes events to stimulate sales or increase 
business traffic. However, participation may be authorized in direct support of military recruiting in a 
shopping center or mall.  
 
  (6) Monetary remuneration. No USMEPCOM personnel or unit will receive a monetary profit or 
accept a gratuity or remuneration in any form not permitted by public law or by DoD regulations. 
 
  (7) Support of political activities. Community outreach activities cannot be associated with vote 
soliciting in any political election (see DoDD 1344.10 for further guidance).  
 
  (8) Voluntary support to charities. This regulation does not prevent USMEPCOM members from 
volunteering in their private capacity support to charities of their choice. Such efforts are encouraged if 
they do not imply USMEPCOM endorsement. 
 
  (9) USMEPCOM resources. USMEPCOM resources will only be used to support events and 
activities of common interest and benefit to local, state, regional, national, or broadly represented publics. 
Unit commanders must be willing to give equal consideration and support to comparable events and 
sponsoring organizations. However, operational constraints may preclude USMEPCOM from responding 
positively to every valid request for support.  
 
  (10) Church facilities are often used as nonsectarian centers for community events and activities of 
common interest and benefit. USMEPCOM support of community activities conducted in church facilities 
may be authorized if the program is community-wide, nonsectarian in nature, of common interest and 
benefit, and broadly publicized.  
 
  (11) Speaking invitations. USMEPCOM personnel are encouraged to accept speaking invitations 
at public events to inform the public of USMEPCOM’s mission and its contribution to national security. 
 
USMEPCOM personnel may participate as speakers, spectators, panel members, or paper contributors, at 
meetings determined to be in the interest of DoD. Clearance through PA channels is required for all official 
speeches, writings, and presentations, that are presented or published in the civilian domain. 
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Chapter 6 
Digital Media Management and Publication 
 
6-1. Objectives 
Digital media facilitates communication with internal and external audiences, promoting understanding of 
USMEPCOM programs and policies and highlighting significant contributions of the command. These 
programs are vital components of the command’s ability to achieve its strategic communication goals.  
 
6-2. Management  
The CPA Chief will appoint a digital content manager who will be responsible for maintaining designated 
content on: 
 
 a. Intranet platform 
 
 b. Extranet platform  
 
 c. Public website 
 
 d. DVIDS account 
 
 e. Social media platforms 
 
6-3. Overarching Guidance 
For detailed guidance on digital content management and publications, including social media guidance, 
functions of digital media, webpages and content management, organizational website publishing, 
appropriated funded operations, and editorial contributions, refer to AR 360-1, Chapter 8, Digital Media 
Management and Publications.  
 
6-4. Media Management and Publications 
CPAO oversees management of content on USMEPCOM web-based platforms. While proponents are 
responsible for accuracy and currency of content, CPAO retains responsibility for ensuring display of 
content conforms to approved business rules and style guides and advising proponents on effectiveness of 
communication activities to reach communication goals. This includes the intranet (SPEAR), the extranet 
(Accessions Community Portal), the public website, DVIDS and social media platforms. 
 
6-5. Intranet and Extranet Platform 
The command’s intranet, SPEAR, and extranet, ACP, reside on the Army’s SharePoint Online (SPO) 
platform. SPEAR serves as the authoritative digital resource for USMEPCOMs official guidance, 
publications, forms, and regulations. CPAO shares responsibility for managing SPEAR with J-6/MEIT. 
ACP serves as an important platform to share information with DoD stakeholders. 
 
Content on the sites shall be continually maintained, ensuring that published guidance complies with SAPP. 
It shall not be used to store PII/PHI due to the open nature of SharePoint. All echelons of the command 
shall be responsible for maintaining content on their portion of the intranet site. The CPA digital content 
manager is responsible for administering the site as defined in the SPO SPEAR-ACP Business Rules. 
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Sites shall comply with guidance and policy included in USMEPCOM SPO SPEAR-ACP Business Rules. 
CPAO has tasking authority over all lead designers to correct discrepancies, make changes and create 
content. If content is not in compliance with business rules, CPAO shall direct the digital content manager 
to make required changes. CPAO may make changes to proponent site without prior coordination or 
notification. 
 
6-6. Public Website 
The CPA Chief is the approval authority for all content posted to the command’s public website, only 
publicly releasable information may be placed on the public website. An internal process will be established 
within CPAO whereby products will be approved for publication by the CPA Chief prior to publication. 
Addition, modification, and deletion of information will be managed by the CPA digital content manager. 
 
6-7. Defense Visual Information Distribution System  
DVIDS is a web-based platform operated by the Defense Information Service Agency (DISA) and used 
throughout DoD for the dissemination of news content, to include written, video, and photographic content. 
CPAO shall maintain a command presence on DVIDS, publishing news content when determined 
appropriate by the CPA Chief. The CPA digital content manager will be responsible for managing CPA 
personnel’s permissions, training personnel in the use of DVIDS and managing content posted to the site 
using the CPA content coordination process. 
 
6-8. Command Social Media Platforms 
Social media are defined as commercial web-based platforms used to communicate and interact with the 
public. Social media platforms include, but are not limited to: Facebook, Google, Instagram, LinkedIn, X 
(formerly known as Twitter) and YouTube. 
 

a. CPAO shall maintain the official HQ presence on social media.  
 

b. MEPS shall establish and maintain an organizational Facebook account for their station for the sole 
purpose of posting Oath of Enlistment videos. MEPS may establish an Instagram page if connected to 
primary Facebook page and used for the sole purpose of cross-posting Oath videos. MEPS shall: 
 

(1) Draft a memorandum for record, signed by the unit Commander acknowledging the 
establishment of the account. This MFR should be maintained on file at the MEPS and submitted to the 
CPAO. 
 

(2) Draft a second memorandum for record, signed by the Commander, appointing at least one 
primary and an alternate moderator for the Facebook account.  
 

(3) Name their page, “XXXXX MEPS, Xth Battalion, USMEPCOM”. For example: “Chicago 
MEPS, 6th Battalion, USMEPCOM” and use the USMEPCOM seal or MEPS logo as their social media 
avatar.  
 

(4) Assign administrative rights to the MEPS page to an account designated and managed by 
CPAO. 

 
(5) Work with CPAO to get account verified. 

 
c.  MEPS or command sub-elements are not authorized official presence on other social media sites. 
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d.  Social media sites provide a forum to communicate with internal and external audiences. Personnel 
must exercise caution and sound judgment when posting on official social media pages. 
 
  (1)  The CPA Chief is the Command’s sole news media spokesperson. At no time will personnel 
respond to members of the news media on official social media sites in an official capacity. All news media 
inquiries will be referred immediately to CPAO. 
 
  (2)  USMEPCOM personnel may use the official MEPS social media account to respond to general 
queries from the public, i.e., “When is the oath of enlistment ceremony, where is the nearest hotel, what 
time does processing start, Is public parking available at the MEPS” etc. 
 
  (3) Social media account managers will not remove social media content from official DoD 
accounts unless there is a factual or typographical error; violation of a law, policy, term of service, or user 
agreement; or an operations or information security concern. Removal of content will be publicly 
acknowledged and communicated to audiences to provide context and appropriate clarification for the 
action; managers must persistently monitor, communicate, and, where appropriate, responsively engage 
with users regarding such removal. 
 
  (4)  Do not respond to inquiries of a personal processing nature on official social media pages, i.e. 
“can I enter the military with this medical condition?” “Can I get a waiver for this condition?” “I know of 
an applicant who is fraudulently enlisting?” Instead, direct them to submit an official request for assistance 
on the USMEPCOM public website at: https://www.mepcom.army.mil/About-Us/Contact-USMEPCOM/ 
 
6-9. Oath of Enlistment Recording and Posting 
Publishing Oath of Enlistment ceremony videos provides meaningful community outreach to applicant 
influencers. MEPS shall either post recordings or livestream all Oath of Enlistment ceremonies conducted 
at their facility. Facebook is the current platform of choice because the target audience, i.e., applicant 
influencers, are most likely to use that platform, the tools are robust, and no account is required to view 
videos. MEPS desiring to use another platform shall receive written permission from CPAO prior to 
changing social media platforms used for this purpose. 
 

a. Videos of Oath of Enlistment ceremonies shall be posted on an official MEPS Facebook page. 
MEPS Facebook pages are to be established in accordance with paragraph 6-8 above. 
 

b. The preferred option is to record and post videos, but unit Commanders may choose to livestream. 
 

(1) Recording and posting later adds a layer of review from Oath to publishing. 
 

(2) Livestreaming presents increased risk of broadcasting mistakes or emergent incidents during 
the Oath. To mitigate risk of network outages or connectivity issues for those who choose to livestream, 
MEPS will also record the Oath. The equipment allows for simultaneous recording and livestreaming. 
 
 

(3) Recordings may be deleted from the recording device once uploaded to social media platform. 
 

(4) Videos may be uploaded no later than 48 hours after the Oath. They may be uploaded 
individually or in bulk in an album. Videos uploaded in bulk must be from the same day. The caption for 
an individual video or a bulk album shall be as follows: “XXX MEPS (or RPS) Oath of Enlistment Mmm, 
DD, YYYY.” For example, “Chicago MEPS Oath of Enlistment, April 27, 2023.”  The caption may include 

https://www.mepcom.army.mil/About-Us/Contact-USMEPCOM/
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words of encouragement or congratulations to the applicants. 
 

c. MEPS shall ensure all applicants over 18 give verbal consent to being filmed and understand that 
the Oath will be posted to social media. If an applicant does not consent to recording, MEPS shall 
accommodate their request by allowing them to stand off camera or by providing a separate, unrecorded 
Oath of Enlistment ceremony. 
 

d. Applicants under the age of 18 shall have signed parental consent. MEPS will provide liaisons and 
IRC partners the USMEPCOM Form 360-1-2, Name Photograph and Recording (Video/Audio) Release. 
Those without signed consent shall remain off camera or be provided a separate Oath Ceremony. Signed 
consent forms shall be uploaded into the individual’s MIRS profile (See UMR 601-23). 
 

e. During the pre-Oath brief, MEPS will:  
 

(1) Remind applicants that the Oath is recorded and published. 
 

(2) Give applicants the opportunity to opt out by reciting the following script with a second MEPS 
employee as witness:  
 

(3) “City MEPS posts the Oath of Enlistment to our social media sites so that applicants can revisit 
this momentous occasion and family and friends can witness it. If any applicant does not wish to be 
recorded, it will have no negative impact on your enlistment process. Does anyone here prefer to remain 
off camera during the Oath?” 
 

(4) Advise applicants to remove name tags or other material that may contain PII. 
 
6-10. Social Media for ASVAB Career Exploration Program 
Social media accounts built to market and coordinate ASVAB Career Exploration Program activities are 
outside the scope of this regulation. Testing personnel should coordinate with J-3 testing personnel 
regarding this matter. 
 
6-11. Personal Social Media Use. DoD personnel may use unofficial personal social media. In doing so, 
DoD personnel must adhere to the rules discussed in this instruction, including preventing the unauthorized 
disclosure of non-public information and refraining from any appearance of DoD endorsement or sanction. 
The following guidance applies to DoD personnel who maintain a personal social media presence (see DoD 
5400.17 section 8 for more information). 
 

a. Maintain a clear distinction between personal and official accounts.  
 

b. Do not disclose non-public information. 
 
c. Do not conduct official business on personal social media accounts. 
 
d. Do not accept compensation for any activity relating to one’s status as a DoD civilian employee or 

military service member. 
 
e. Do not engage in prohibited political activity, as defined in applicable law and regulation. 

  

https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20601-23,%20Enlistment%20Processing/UMR%20601-23,%20Entrance%20Processing%20and%20Data%20Reporting%20Management.pdf?csf=1&web=1&e=wAIiRu
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Chapter 7 
Visual Information 
 
7-1. Objectives 
VI is a CPA capability leveraged to accomplish command communication goals and strengthen 
communication activities for all elements of USMEPCOM. The VI program is intended to: 
 

a. Enhance command strategic communication efforts through the creation of graphic arts, still 
photography, video, physical production, and more. 
 

b.  Provide subject matter expertise, advice, and training on the proper use, development, and 
distribution of VI products and practices. 
 
7-2. Management - CPAO provides VI support to all levels of the command.  
 
 a. Policies for developing and producing USMEPCOM VI and evaluating requests for VI support are 
based on public law, executive order, USMEPCOM and DoD directives, and practical experience. 
 
 b.  CPAO provides products and services based on request. Examples of products and services include 
graphic design, physical products, photography, video production, livestreaming support, lending of 
equipment or ceremonial items, and more. Timelines for completion of work order requests are based on 
current workload of VI specialists and type of work. The CPA Chief is authorized to cancel or delay 
completion of requests based on other mission requirements, appropriateness of request, personnel 
availability, or technical expertise. Prior completion of requests does not guarantee future completion of 
similar requests. 
NOTE: Instructions for submitting requests for products or services are available on the SPEAR page. 
 
7-3. Chain of Command Displays 
 
 a. Chain of command photos will be displayed prominently at HQ, USMEPCOM, Battalions, and 
MEPS. Upon the arrival of a new commander or SEA and receipt of their portrait, CPAO will print and 
provide chain of command photos to Sectors for distribution. A digital archive shall be maintained on 
SPEAR. 
 
 b. Figure 7-1 illustrates the order of precedence to be used when arranging the photographs. The 
photographs will be displayed on a wall or mounted display board.  
 
 c. The 8- by 10-inch photos will be uniformly framed and displayed attractively in either the main 
entrance or the Command Group. The photos will be identified by name and title.  Figure 7-2 provides 
several suggested arrangements that may be used. The arrangement used will be determined by available 
space and resources. Use of the suggested arrangements is not mandatory although if other arrangements 
are used, the proper order of precedence illustrated in Figure 7-1 must be maintained. 
 
 d. When a chain of command photo is not available, a name and title placard is required. A unit staff 
member shall type the words “Photo Not Available” on the placard and place the placard on or under the 
frame; the placard must completely fill or cover the frame. For frame and placard specifications see 
paragraph a above.  
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7-4. USMEPCOM Branding 
Branding relates to rules and standards for visual images that represent HQ, USMEPCOM, Sectors, 
Battalions and MEPS. CPAO is the brand manager for USMEPCOM. Branding and design guides 
developed and published by CPAO are authoritative. 
 
 a. USMEPCOM Seal. The USMEPCOM Seal is the corporate identity of USMEPCOM. CPAO shall 
develop, maintain, and enforce use guidelines for the seal.  
 
 b. Logos – Logos are official designs used to represent command elements that can be used in digital 
and physical products.  
 
  (1) Sectors may create new logos with each change of command. 
 
  (2) HQ directorates and SSOs, Battalions and MEPS commanders shall not create logos any more 
frequently than every six years. 
 
  (3) Logos must be approved by CPAO based on appropriateness, aesthetics, and overall fit within 
command branding guidelines. All logo files shall be provided to CPAO for archiving. 
 
  (4) Logo designs created by USMEPCOM personnel are the property of the command. Units that 
pay an outside contractor to design a logo must acquire the copyright in writing and acquire the original 
drawing file, as part of the contract to produce items that use the logo. Therefore, units should take care 
when requesting logo designs outside of internal channels.  
 
 c. Coins 
 
  (1) Per UMR 700-3, USMEPCOM Commander, the Eastern and Western Sector Commanders, 
and Battalion Commanders are authorized to purchase unit coins with appropriated funds.  
 
  (2) CPAO will assist in the design of unit coins in accordance with UMR 700-3. 
 
  (3) CPAO shall not assist in the design of unauthorized unit or personal coins. 
 
7-5. Use of Service Seals and Emblems - Service and DoD seals are for official use by DoD or DoD 
components. While there may be occasions where their use could be authorized, most often USMEPCOM 
units can accomplish communication goals by using less restricted emblems, symbols, or crests. Request 
guidance related to the use of service seals and other graphic elements by contacting CPAO. 
 
7-6. Copyright and Intellectual Property 
 
 a. Copyright is a type of intellectual property that protects original works of authorship as soon as the 
author fixes the work in a tangible form of expression. 
 
 b. Intellectual property is a type of property that is the product of original human thought. This 
includes paintings, photographs, illustrations, music, sound recordings, movies, graphic designs, logos, 
brand names, trademarks, etc. 
 
 c. Noncopyrighted materials are available to USMEPCOM personnel through a variety or means, 
such as products produced by CPAO and imagery available on DVIDS. 

https://armyeitaas.sharepoint-mil.us/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/Forms/AllItems.aspx?id=%2Fsites%2FUSMEPCOM%2FUSMEPCOM%20Regulations%20and%20Forms%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support%2Epdf&viewid=7d934010%2D8282%2D4f60%2D9517%2D2b3882fce5cc&parent=%2Fsites%2FUSMEPCOM%2FUSMEPCOM%20Regulations%20and%20Forms%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support
https://armyeitaas.sharepoint-mil.us/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/Forms/AllItems.aspx?id=%2Fsites%2FUSMEPCOM%2FUSMEPCOM%20Regulations%20and%20Forms%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support%2Epdf&viewid=7d934010%2D8282%2D4f60%2D9517%2D2b3882fce5cc&parent=%2Fsites%2FUSMEPCOM%2FUSMEPCOM%20Regulations%20and%20Forms%2FUMR%20700%2D3%2C%20Consolidated%20Logistics%20Support


February 17, 2026  USMEPCOM Regulation 360-1 
 

TOC 
 

25 

 
 d. USMEPCOM shall not use commercial and copyrighted audio and visual products, unless all fees 
have been paid and all rights to use the product have been obtained. Unit Commanders must consult with 
the CPA Chief and the USMEPCOM SJA, when appropriate. 
 
7-7. Bulk Printing and Large-scale Visual Information Requests - To ensure proper use of resources, 
bulk or large-scale printing requests must be approved by CPA Chief.  
 
7-8. Photographs and Modification Thereof 
 
 a. Photographs authorized by this regulation will support CPA goals, objectives, and principles.  
 
 b. No one acting for or on behalf of USMEPCOM will alter official imagery except for the authorized 
modifications identified in AR 360-1, chapter 3-3 b.  
 
7-9. Photographs and Video Recordings of Personnel. No release is required to use images or video 
recordings of military personnel serving on active duty, including cadets or midshipmen from the U.S. 
service academies, or DoD civilians performing their official jobs in USMEPCOM facilities. 
 
7-10. Photographs and Video Recordings of Applicants. 
 

a. Applicants aged 18 and older. Ask applicants aged 18 and over for their verbal consent before 
taking photos or recording video of them. If they refuse, accommodate the applicant(s) by having them 
stand off camera.  
 

b. Minor applicants. Prior to allowing photos or video recordings of minor applicants, ensure their 
parent/guardian completes and signs a UMF 360-1-2 (Name Photograph and Recording (Video/Audio) 
Release). The sponsoring Service will provide a UMF 360-1-2 to minor applicants for parent/guardian 
completion and signature. Signed releases will be uploaded into the applicant’s USMIRS record by close 
of business (COB) on the date the applicant was photographed or recorded. If a minor applicant does not 
have a signed release, the minor applicant will stand off camera.  
 
 
  

https://armyeitaas.sharepoint-mil.us/:b:/r/sites/USMEPCOM/USMEPCOM%20Regulations%20and%20Forms/UMR%20360-1,%20Public%20Affairs/Forms/UMF%20360-1-2%20Photograph%20and%20Video%20Release%20Form.pdf?csf=1&web=1&e=oM206A
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Figure 7-1, USMEPCOM Chain of Command Display with Legend 
 
The following is a list of members of the USMEPCOM chain of command and SEA support chain. HQ, 
Sectors, Battalions and MEPS will display the chain of command as per the figures below the list.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

1. President of the United States 
2. Secretary of Defense 
3. Undersecretary of Defense, 

Personnel and Readiness 
4. Assistant Secretary of Defense, 

Manpower and Reserve Affairs 
5. Deputy Assistant Secretary of 

Defense, Military Personnel Policy 
6. Director, Military Accession Policy 
7. Commander, USMEPCOM 
8. Sector Commander 
9. Battalion Commander 
10. MEPS commander 

Sector Headquarters 

  

Note:  If the existing display lacks the capacity to accommodate all portraits, the SEA 
Support Chain may be relocated within the station. 

2 3 4 5 6 7 8 11 12 

1 

USMEPCOM Headquarters 

2 3 4 5 6 7 11 

1 2 3 4 5 6 7 8 9 10 11 12 

1 

Battalion Headquarters 

2 3 4 5 6 7 8 9 11 12 13 

Military Entrance Processing Stations 

13 14 

Chain of Command 

Chain of Command 

Chain of Command 

Chain of Command SEA Support Chain 

SEA Support Chain 

SEA Support Chain 

SEA Support Chain 
11. USMEPCOM Senior Enlisted Advisor 

(SEA) 
12. Sector SEA 
13. Battalion SEA 
14. MEPS SEA 
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Figure 7-2, Suggested Battalion and MEPS Chain of Command Display Arrangements 

These samples are suggestions only and are not all-inclusive. Arrange, in prescribed order, to suit local 
conditions.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1 

Linear and NCO Support Chain 

2 3 4 5 6 7 

11 12 13 14 

8 9 10 

1 

Modular and NCO Support Chain 

2 3 4 5 

6 7 8 9 10 

11 12 13 14 

Offset and NCO Support Chain 

1 2 3 4 

6 7 8 9 

5 

10 

11 12 13 14 
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Chapter 8 
Protocol 
 
8-1. Objectives 
 
 a. Protocol is a CPA function. It is the art of managing and coordinating official visits, events, 
ceremonies, and other activities that involve senior military and civilian leaders. Protocol ensures that 
events are conducted with dignity, respect, and proper military customs and courtesies. 
 
 b. The objectives of protocol are to promote goodwill, enhance relationships with organizations, 
stakeholders, local communities, foreign nations, and to reinforce USMEPCOM's image of professionalism 
and discipline. Protocol also plays a vital role in maintaining order and hierarchy during various official 
functions. 
 
8-2. Management 
 
 a. The CPA PO provides protocol support and/or guidance for all events at HQ, USMEPCOM, 
Sectors, MEPS, and RPS. 
 
 b. The CPA PO advises the USMEPCOM Commander and personnel on matters associated with 
visiting dignitaries, appropriate honors, and ceremonies. The USMEPCOM Commander is the host of most 
visits to HQ, USMEPCOM. The unit commander is the host when DVs visit a unit. When DVs visit a unit 
and a senior member of the command is present, in most cases, the unit commander will still act as host.  
 
8-3. Distinguished Visitors 
 
 a. DVs include military officers O-7 and above, foreign dignitaries, SES civilian personnel, nationally 
or locally elected officials, and military or civilian personnel with an influence on USMEPCOM operations 
or resourcing regardless of rank. Protocol activities include pre-arrival coordination, arrival and departure 
planning, coordination of discussion topics, official reception, military honors, and logistical arrangements. 
 
 b. The CPA PO has primary responsibility for DVs to HQ, USMEPCOM, Sectors, MEPS, and RPS 
but may delegate responsibility for DVs to lower echelons.  
 
 c. The host of the DV shall notify CPA PO of visit request upon receipt and submit an after-action 
report within 24 hours of the visit. 
 
8-4. Visit Requests 
 
 a. Representatives from military and civilian organizations may reach out directly to MEPS or other 
USMEPCOM elements with questions or requests to visit.  
 
 b.  When initially contacted with a request, USMEPCOM personnel shall gather initial information. 
At a minimum, personnel shall get contact information and/or refer the requestor to the CPA PO. 
 
 c.  USMEPCOM personnel shall send a DV Activity Report (DVAR) about the interaction. 
 
 d.  Units will send DVARs to the CPA PO via email, with their chain of command copied, with as 
much information as is available, in the following format: 
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Subj: DVAR – DV title to XX MEPS MMDDYYYY  
 Ex: DVAR – VCSA to BALT MEPS 04302024 
MEPS: (city MEPS) 
MEPS POC: (name and contact information) 
Organization requesting visit: 
Primary organization POC: (name and contact information) 
Visitor(s): (rank, names, and titles of visitor and those accompanying them) 
Visit date and time: 
Visit details: (scope of visit, topics of discussion) 
 
 e.  Upon receipt of a visit request, the CPA PO will initiate proper notification to the USMEPCOM 
Commander and leadership. Following this, the CPA PO will coordinate the response to the request, as 
appropriate. The CPA PO may provide information directly to the requestor or authorize unit personnel to 
respond.  
 
 f.  AAR – After Action Reports shall be submitted to the PO within 24 hours of the visit. While there 
is no standard format, AAR should address the following topics: items discussed, questions asked and 
answers given, DV concerns, due outs, overall assessment of engagement, and more as needed. 
 
8-5. Change of Leadership Ceremonies 
HQ, Sectors, Battalions and MEPS may hold change of command, relinquishment of command, assumption 
of command, change of responsibility, relinquishment of responsibility and assumption of responsibility 
ceremonies.  
 
 a.  Programs. Units are responsible for preparing and printing programs. CPAO provides program 
templates on SPEAR. For programs to include biography or portraits, they must be completed prior to 
arrival (paragraph 2-2). 
 
 b.  Scripts. Units are responsible for preparing ceremony scripts. CPAO provides script templates on 
SPEAR. 
 
 c.  Officiant. The USMEPCOM standard is that each echelon requests their higher-level commander 
to officiate change/relinquishment/assumption of commands. Changes of Responsibility are primarily 
officiated by the SEA’s commander. 
 
 d. Remarks. CPAO shall prepare remarks for USMEPCOM and Sector commanders speaking at 
change of leadership ceremonies. Battalion and MEPS commanders are responsible for their remarks. 
Samples are available on SPEAR. 
 
8-6. Flags 
 

a. AR 840-10, Flags, Guidons, Streamers, Tabards, and Automobile and Aircraft Plates, dated 2 
October 2023, provides guidance on the use and display of flags. 
 

b. Indoor flag displays 
 

(1) When arranging a flag display, always remember that the U.S. flag takes the position of honor 
to the right of all other flags. This position is to the flag’s right (not as you are looking at the flags from the 
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front). Flags are always displayed and carried in the following order: U.S. flag, State flags Army flag, 
Marine Corps flag, Navy flag, Air Force flag, Space Force flag, Coast Guard flag, Unit flag. 
 

(2)  Ordinarily, indoors, flags should be placed prominently at the front of the room in which the 
event is held. If space is limited, the flags may be placed to one side of the ceremony area.  
 
  (3)  Tips for indoor flag displays: 
 
   (a) The staffs must be the same length. 
 
   (b) The flags are all the same size (except MEPS and personal flags). 
 
   (c)  Personal flags are displayed with star points up. 
 
   (d)  The finials (arrowheads) on top of staffs should all point the same direction (flat side out). 
 
   (e)  Ensure the bottoms of the flags do not touch the ground (tape them if necessary). 
 
   (f)  Standing behind the flag, the flag must be draped from your left to your right as you look 
at it (hold the flag up flying to the left and drape it from left to right so that stars, stripes point to the right). 
 

c. Outdoor flag displays 
 

(1) From time to time, MEPS will be required to lower their U.S. flag to half-staff, based on DoDI 
1005.06, Display of the National Flag at Half-staff. 
 

(2) HQ, USMEPCOM shall send out an Information Message to notify MEPS to lower their U.S. 
flags to half-staff.  
 

(3) Unit commanders or PA Reps shall contact the CPA PO regarding questions about the order or 
display of flags indoors or outdoors. 
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Appendix A  
References 
 
Section I  
Publications referenced in or related to this regulation. 
 
Annual Army Posture Statement 
Annual Chief of Staff Army Focus Book 
 
AR 1-33 
The Army Memorial Program 
 
AR 1-211 
Attendance of Military and Civilian Personnel at Private Organization Meetings 
 
AR 11-2 
Managers’ Internal Control Program 
 
AR 25-22 
The Army Privacy and Civil Liberties Program 
 
AR 25-30 
The Army Publishing Program 
 
AR 25-55 
The Department of the Army Freedom of Information Act Program 
 
AR 25-400-2 
The Army Records Information Management System (ARIMS) 
 
AR 70-26 
Department of the Army Sponsorship of Unclassified Scientific or Technical Meetings 
 
AR 140-145 
Individual Mobilization Augmentation (IMA) Program 
 
AR 215-1 
Morale, Welfare and Recreation Activities and Non-appropriated Fund Instrumentalities 
 
AR 220-90 
Army Bands 
 
AR 340-21 
The Army Privacy Program 
 
AR 360-1 
The Army Public Affairs Program 
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AR 380-5 
Department of the Army Information Security Program 
 
AR 600-29 
Fund-Raising Within the Department of the Army 
 
AR 840-10 
Flags, Guidons, Streamers, Tabards, and Automobile and Aircraft Plates 
 
DA Pam 25-91 
Visual Information Procedures 
 
DA Pam 600-60 
A Guide to Protocol and Etiquette for Official Entertainment 
 
DoDD 1344.10 
Political Activities by Members of the Armed Forces 
 
DoDD 5535.09 
DoD Branding and Trademark Licensing Program 
 
DoDI 1005.06 
Display of the National Flag at Half-staff 
 
DoDI 5230.29 
Security and Policy Review of DoD Information for Public Release 
 
DoDI 5400.17 
Official Use of Social Media for Public Affairs Purposes 
 
DoDI 5410.19 
Community Outreach Activities: Policy Overview and Evaluation Procedures 
 
DoDI 5400.13 
Public Affairs (PA) Operations 
 
DoDI 8580.02 
Security of Individually Identifiable Health Information in DoD Health Care Programs 
 
DoDM 1145.02 
Military Entrance Processing Station (MEPS) 
 
DoDM 6025.18 
Health Insurance Portability and Accountability Act (HIPAA) Privacy Rule Compliance in DOD Health 
Care Programs 
 
DoD 5500.07–R 
Joint Ethics Regulation 
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DoDI 1000.15 
Procedures and Support for Non-Federal Entities Authorized to Operate on DoD Installations 
 
DoD 5200.1-R 
Information Security Program 
 
FM 46-1 
Public Affairs Operations 
 
LA-23-13 
Ethics Guidance on Use of Professional Networking Platforms and Monetizing Social Media Activity 

OSD Public Affairs Political Guidance: 2022 Political Campaigns and Elections 

The Associated Press Stylebook and Libel Manual 
Christopher W. French and Norm Goldstein; The Associated Press, 50 Rockefeller Plaza, New York, NY 
10020 (available through commercial sources) 
 
The Complete Handbook of Diplomatic, Official and Social Usage 
Mary Jane McCaffree and Pauline Innis; Devon Publishing Company, Inc., Washington DC (available 
through commercial sources) 
 
Section II  
Forms referenced in or related to this regulation  
 
USMEPCOM Form 360-1-2-R-E 
Name, Photograph and Recording (Video/Audio) Release 
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Appendix B 
Glossary 
 
Section I  
Abbreviations 
 
AR 
Army Regulation 
 
ASVAB 
Armed Services Vocational Aptitude Battery 
 
CAR 
Community Activity Report 
 
CPA 
Communications and Public Affairs 
 
CPAO 
Communications and Public Affairs Office 
 
COMREL 
Community Relations 
 
CUI 
Controlled Unclassified Information 
 
DA 
Department of the Army 
 
DoD 
Department of Defense 
 
DV 
Distinguished Visitor 
 
DVAR 
Distinguished Visitor Activity Report 
 
DVIDS 
Defense Visual Information Distribution System 
 
EC 
External Communication 
 
FOIA 
Freedom of Information Act 
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SL/GC 
Guidance Counselor/Service Liaison 
 
HQ 
Headquarters 
 
HQ, USMEPCOM 
Headquarters, United States Military Entrance Processing Command 
 
IC 
Internal Communication 
 
IRC 
Interservice Recruitment Committee 
 
MAR 
Media Activity Report 
 
MEPS 
Military Entrance Processing Station 
 
MIRS 
MEPCOM Integrated Resource System 
 
ORF 
Official Representation Funds 
 
PA 
Public Affairs 
 
PA Rep 
Public Affairs Representative 
 
PHI 
Protected Health Information 
 
PII 
Personally Identifiable Information 
 
SAPP 
Security, accuracy, propriety, and policy 

SEA 
Senior Enlisted Advisor 
 
SJA 
Staff Judge Advocate 
 
SPEAR 
Sharing Policy, Experience and Resources 
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UMF 
USMEPCOM Form 
 
UMR 
USMEPCOM Regulation 
 
USMEPCOM 
United States Military Entrance Processing Command 
 
VI 
Visual Information 
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