DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
UNITED STATES ARMY GARRISON HUMPHREYS
UNIT 15228
APO, AP 96287-5228

IMHM-PA 5 October 2015

MEMORANDUM FOR RECORD
SUBJECT: Standard Operating Procedures for the Visual Information Branch

1. References.
a. DOD Instruction 5040.2, Visual Information
b. Army Regulation 25-1, Army Knowledge Management and Information Technology

2. The management and execution of Visual Information (VI) and Audiovisual Services is an
Installation Management Command program. As a garrison commander | am charged with
ensuring that Army resources are carefully managed, documented and monitored through the
established processes. These Standard Operating Procedures (SOP) are in place to ensure that
Army VI resources are appropriately and efficiently utilized to support the mission of USAG
Humphreys and Area lIl.

3. In accordance with DOD Instruction 5040.2, “VI is the element of IT that addresses the
acquisition, creation, storage, transmission, distribution, and disposition of still and motion
imagery; and linear or nonlinear multimedia, with or without sound, for the purpose of conveying
information. VI includes the exchange of ideas, data, and information, regardiess of formats and
technologies used (see DODI 5040.02). VI shall be viewed and used as an essential information
resource and a supporting capability for strategic communication. Army activities shall make,
acquire, or create VI, appropriately distribute VI gathered, and preserve VI obtained following
procedures detailed in DODI 5040.02.”

4. Reimbursement for materials will be handled by garrison Resource Management Office.

4. The garrison VI Branch Chief, is George Jumara, 315-753-8010 george.jumara.civ@mail. mil

Cgmmanding



United States Army Garrison Humphreys

Visual Information Branch
Standard Operating Procedures

Visual Information Branch Mission Statement
Our mission is to provide timely, dynamic multimedia services and products to the
United States Army Garrison Humphreys, and other Area Ill units to support and enhance the
communications process

Our vision is to lean forward and surpass expectations of our customers; visually enhance
communications of the units’ mission, goals and direction.

DA PAM 25-91, Chapter 3-1.

M/VI contributes significantly and powerfully to the total Army mission. It uses multimedia-based information to
greatly support and enhance the communications process. The communications process is the exchange of ideas,
data, and information, regardless of the forms or technologies used. M/VI professionals in the M/VI community
capture, create, and exploit visual images and sounds that provide timely, accurate, and highly-accessible
information for communication, assessment, training, and decision-making. To continue to improve the Army M/VI
Program, ongoing and deliberate business improvements must be accomplished. Immediate, long-term, and
strategic plans are keys to achieving these aims.



TABLE OF CONTENTS

1. PURPOSE

2. APPLICABILITY

3. OVERVIEW

4. OBJECTIVES

5. SERVICES PROVIDED

6. REFERENCES

7. RESPONSIBILITIES
Customers

Work order manager
VI Personnel

Quiality Control
Material Reimbursement

®oo o

8. PROCEDURES

Studio Photography

Event Photography

Event Videography

Graphic Design and lllustration
Audiovisual Presentation
Equipment Loan

Print Production

Billing

Se@~ooooTp

9. GLOSSARY

10. ENCLOSURES
a. DA Form 3161
b. Command, Control, Communications, Computers, and Information
Management (C4IM) Services List, Visual Information only excerpt
c. Visual Information Ordering System (VIOS) Work Request Instructions



5 October 2015

1. PURPOSE: The purpose of these Standard Operating Procedures (SOP) is to outline the
system for the requesting, approval, and completion of services provided by the Visual
Information Branch (VIB) at United States Army Garrison Humphreys (USAG-H).

2. APPLICABILITY: This SOP applies to all USAG-H and Area lll units that have a current Inter
Service Support Agreement (ISSA) with the garrison.

3. OVERVIEW: The Visual Information Branch uses multimedia-based information to support and
enhance the communications process. Multimedia and Visual Information (VI) professionals
capture, create, and exploit visual images and sounds that provide timely, accurate, and highly-
accessible information for communication, assessment, training, and decision-making. The
scope of VI services is comprised of Video Production, Graphic Design, lllustration, Printing
Services, Photography, and Audiovisual (AV) Equipment Loan/Presentation Support.

4. OBJECTIVES: Utilize existing communication tools to improve request processes and ensure
timely, efficient customer service and interaction. ldentify customer responsibilities when
requesting VI services. Outline the roles and responsibilities of the VI service center.

5. SERVICES PROVIDED:

a. Photography — Department of the Army (DA) Photo Portraits, event documentation

b. Videography - event documentation, video recording, editing, Garrison Command Channel
content

Graphic Design and lllustration - posters, programs, charts, logos
Audiovisual Presentation- event support, equipment loan, equipment set-up
e. Print Production — posters, charts, printing, mounting, lamination

6. REFERENCES:

DOD Instruction 5040.2, Visual Information

Army Regulation 25-1, Army Knowledge Management and Information Technology
Army Regulation 640-30, Photography for Military Human Resources Records

DA Pamphlet 25-91, Visual Information Procedures

® 2 6o T o

Command, Control, Communications, Computers, And Information Management (C41M)
Services List

7. RESPONSIBILITIES:

a. Customers:



Vi.

Vii.

Submit all work requests on the Visual Information Ordering Site (VIOS),
ensure there is enough time for VI personnel to create/produce product.
Contact the VIB for estimated time for completing your job.

Immediately contact the VIB if requirements change, e.g. cancellation, or date
change.

Provide sufficient information to prepare equipment for set-up for event support
or on-site photo/video documentation to include location, time, and current
correct contact information. Include all services that are required.

Provide sufficient information to create graphics or illustration; to include size,
quantity, provided photographs, text, and theme.

Customers borrowing items will sign a DA Form 3161 (see enclosure 1) and
return items to the VIB upon completion of their requirement. VIB will contact
the customer if not returned within 5 business days of stated return date. If an
extension is required customers should submit a new work request in VIOS. If
not returned within one week or extended an email will be sent to the customer.
If not returned after two weeks or extended, an email is sent to the customer’s
unit Commander.

Provide sufficient information to prepare print product to include size, quantity,
of products to be printed. VIB personnel will notify the customer if the provided
graphics are not of sufficient quality for print production and fix or replace if
time permits.

Provide written permission for usage of all copyright materials used in supplied
artwork or A/V requests. VIB cannot use copyrighted material without
permission from the copyright owner.

b. Work Order Manager:

Vi.

Monitor VIOS for new customer requests.

Approve or disapprove requests in VIOS per DA Pam 25-91, paragraph 7-5,
prior to accepting a new VI requirement, support personnel shall ensure
appropriateness of the request in conjunction with the production manager,
“M/VI productions will be used when cost-effective and appropriate to support
mission requirements.”

Ensure resources are available to perform work before approving.
Assign work to VI personnel.
Maintain an automated copy log of VI work orders and assignments.

Ensure contingency plans are established and back-up equipment and supplies
are on-hand during photographic and video shoots to minimize downtime if
equipment and/or supplies malfunction.

c. VI Personnel

Personnel assigned to the VIB shall support VI requirements for USAG-H and
Area Il mission requirements IAW AR 25-1, AR 640-30 and DA PAM 25-91.



i. Coordinate with customers to ensure the approved projects are produced in
time and to specifications. Clarify any questions or details that are ambiguous
in request.

iii.  Create/produce VI products, provide audiovisual support, and prepare
equipment for loan.

iv.  Document production time and the correct quantity and size of materials used
in VIOS.

v.  Document project completion in VIOS, notify the customer that the work is
ready for pick up.

vi.  Ensure that Official DoD imagery is not altered IAW DoDI 5040.02 “Prohibited
alterations include the addition, removal, or changing of photographic details.”
The integrity of the image must be ensured.

d. Quality Control
i.  Oversee quality of product and ensures it meets customers specifications.

ii.  Ensure billing for material reimbursement is correct and all products that were
produced are accounted for in VIOS.

e. Material Reimbursement
i.  Generate invoices for the supported units, ensure correctness of costs.
ii. Forward to finance for invoicing, follow up as required.

PROCEDURES

Submit all requests for VI and AV support through VIOS.

b. Management at the VIB will review the request and determine its appropriateness and
feasibility and update the status of the request in VIOS.

c. Upon acceptance or denial of the project, VIOS will generate an electronic response
automatically sent to the requester’'s email and a production team member will contact the
customer to verify details and coordinate estimated completion date.

d. Notify the VIB of cancellations through VIOS as soon as they are aware of the change. If
the cancelation is within 24 hours of the event/appointment, notify the VIB by email or
telephone.

e. Studio Photography — Department of the Army (DA) and Official Photographs:

i.  Customers will schedule the time/date for the studio appointment via VIOS as
part of the work request.

ii.  For appointment no-shows, an email will be sent to the member’'s commander

iii.  Customer must provide a memorandum from the passport office for official
government sponsored passport photos.

iv. DA Photos capability is available for all soldiers. Digital photos will be
uploaded to DA photograph Management Information System (DAPMIS) for



Vi.

Vil.

E6 and above, 02 and above, and CW2 and above. E1-E5, 01 and CW1
photos will be provided 1 print of the photo, their digital image will not be
uploaded to DAPMIS IAW AR 640-30.

Army regulation 640-30 paragraph 6 covers the frequency at which official DA
Photos can be taken

Customers are responsible for the correct wear and appearance of their
uniforms. Uniform items are not available for loan.

Hard copy prints for Chain of Command boards will be provided in the
following quantities and are unit reimbursable:

1) Battalion Commanders and Battalion Sergeants Major; 7-10 prints
2) Company Commander and First Sergeant; 3-4 prints

3) Award photos (head and shoulders) 1 print and email to awardee
4) Special Duty photos 2 5X7 prints and email to appointee

5) Korean Augmentation to the United States Army (KATUSA) ETS
photos 1 page of 8 small portraits approximately 2cm x 2.5 cm for the
Korean Service Completion Card (Chon Yuk Chung)

f. Event Photography — photo documentation of official events

Customers must provide pertinent information for event including a point of
contact, time and place for event, and time and place for rehearsal.

Coordinate with photographer any specifics and details.

Delivery of digital event photos are made by posting onto the Garrison Flickr
page (www.flickr.com/usaghumphreys), other methods of delivery must be
approved by the VI chief. Any photos posted to the USAG-H Flicker site must
first be approved for release by the garrison Public Affairs Office.

g. Event Videography — video documentation of official events

Customers must provide pertinent information for event to include a point of
contact, time and place for event, and time and place for rehearsal.

Coordinate with videographer any specifics and details
Coordinate with videographer the delivery format/method for Video products

Video Production requires additional coordination and production time. There
are three basic phases of video production cycle:

1) Pre-Production Phase: Hold planning meetings; conduct research;
develop timelines; prepare and coordinate written scripts; and prepare
storyboard and shot lists as required. For event support requests, the VI
technicians will coordinate time and place to set-up with the point of
contact listed on the request.

2) Production Phase: Conduct site surveys; provide live video recording;
perform editing; provide a rough-cut copy for review; and obtain legal
releases for copyrights and/or permissions as required.

3) Post-Production Phase: Edit for final cut of the video; perform
duplication of the video; distribute the video to the original requestor;
adapt the finished product to other media formats if required; archive
the completed product.



h. Graphic Design and lllustration: Custom-made Graphics and illustrations for digital and
printed media.

i.  Enough lead-time is required for the design/creation of customized graphics,
coordinate with graphics staff for specific time requirements.

i.  Provide the desired elements for projects that combine photographs and text,
custom illustrations can be created for your project if details are provided.

iii.  Web resolution graphics are much smaller in size than print resolution
graphics. Photographs taken from web sites will probably not be large enough
or good enough quality for print.

iv.  The VIB cannot use copyrighted material without permission from the
copyright owner. It is the customer’s responsibility to get written permission.

i. Audiovisual Presentation Support: Audiovisual support for official Army ceremonies and
other events

i.  Customers must provide pertinent information for event including a point of
contact, time and place for event, and time and place for rehearsal.

ii.  Coordinate with Audiovisual technician any specifics and details to include
power requirements, podium support, number of microphones and size of the
venue.

j.  Equipment Loan: Coordinate any special requirements with the VIB, ensure you contact
the VIB early enough to arrange for support.

i.  The customer will be informed when the products is complete and ready for
pick up via an automated email from VIOS or a phone call.

ii.  Customers will be required to fill out a DA Form 3161 (see enclosure 1)

iii.  Customers should contact the VIB if they are unable to return the equipment
at the scheduled time, a new VIOS work request will be necessary to extend
the loan.

iv.  For unreturned equipment, an email will be sent to the member’'s commander

k. Print Production: The VIB has capability to print, mount and laminate charts, graphs and
posters in different sizes. Units will be responsible for reimbursement of materials for these
products.

i.  The VIB cannot use copyrighted material without permission from the
copyright owner. It is the customer’s responsibility to get written permission.

ii.  Graphics personnel will notify the customer if the provided graphics are not of
sufficient quality for print production and fix or replace if time permits.

iii.  Graphics that are designed for smaller size lose quality when enlarged and
printed. You may be asked to provide a better resolution version for print
production.

I. Billing: VIOS will tabulate cost of materials and units will be invoiced on a monthly basis.

i.  Upon submission of work request, VIOS generates an estimate of material
costs, final cost may vary from the estimate.



9. GLOSSARY

Acronyms and Abbreviations

AR Army Regulation

AV Audio Visual

DA Pam Department of the Army Pamphlet
DAPMIS Department of the Army Photograph Management Information System
DODI Department of Defense Instruction

IAW In Accordance With

M/VI Multimedia/Visual Information

MOU Memorandum of Understanding

SOP Standard Operating Procedure

USAG-H United States Army Garrison - Humphreys
Vi Visual Information

VIB Visual Information Branch

VIOS Visual Information Ordering Site

YCTV Youth Center Television



Enclosure DA Form 3161
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Enclosure 2. C4IM Service List (VI/M Excerpt)
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VISUALINFOlRMATION BRANCH |IUNITED STATES ARMY GARRISON HUMPHREYS
D A PHOTO GRAPHI C PRODUCTION AUDIOZVISUA S UPPORT | PHOTO v I D E O S UPPORT
— il o 7y - g "" _ -

A e

Visual Information Ordering System (VIOS)
Work Request Instructions

e Basic information for all requests 2
e Requesting Studio Photography Support 3
* Requesting Event Photography Support 6
e Reqguesting Event Videography Support 8
* Requesting Graphic Design and lllustration Support 10
e Requesting Audiovisual Support 13
* Requesting Audiovisual Equipment Loan 15
* Requesting Print Support 17



Basic Information for all Requests

& % || @ viosmam : Windows Security =

VIOS

VISUAL INFORMATION ORDERING SITE

w CACLOGIN

Please click on your location for CAC Login.

army.mil

File Edit View Favorites Tools Help
Biv B 0 o v Pager Salety Tookv @+ B E Select a Certificate

LT i i
Issuer: DOD EMAIL CA-32
Valid From: 1/26/2015 to 1/25/2018

Click here to view certificate prope...

&=l

AELEE
Issuer DOD CA-32
Valid From: 1/26/2015 to 1/25/2018

Actividentity ActivClient O:a... [\
Iesuer. DOD CA-28
Valid From: 6/19/2014 to 6/18/2016

Langley-Eustis: . Ve B

78 - 4831

(West) Joint Base
Les

: N : _, S Select your digital certificate

LED Etching \' SUBMIT WORK REQUEST

e -
§ 30Printing CANCELLED=1
- EMC WEBSITES NETWORKING SERVICES IN PROCES =1

4 ini Joint Base "
Contom 3 A305 o Langley-Eustis ph - AKD SR
Installations q R, Privacy & Security Jalf;lﬁdie Confererions [0 W ko= §

hitps:/ /e vios-west.army.mil/

3903

Select Asia

a ¥4 https as-west.army.mil/(S(euemviSS3ttvivi5qSLrhiqz))/3903/3%03form.aspx ~ @ B C X H ¥t DA-3903 Form I
File Edit View Favorites Tools Help
M v B v [ g v Pagev Safety~v Tools~v @~ [ O
VISUAL
DA P
e

—

- =

Session Tures out in 80 Min Othes

Links: [\USAG Humphres Offcial Wetrsiz =B Logged-george jumara | Home | My Profile |Logout] (g )

Have you 10 another

Customer Contact Information

If request for Other, Enter User Name: 8,

Selest Request For] 5ar [=]
First Name: T
M. initist——

Last Name | g

Current Orgarnization | USAG-Humphreys

Change Organizationy
Grade{Ga 1
Your Tekephone[Taysariees
OSNfzmymemes
Your DaD E-Mail Address [ T5h g T 7 vige v =
Address{USAG-H HQ BLDG 1280
City[apo
5391&,7
Ze{sezr1
Akernate POC Name:

Arernate POC Grade:
Altemate POC Telephone:

Altemnate POC E—Maul

@ Pickup © Ship Note: Ship option is restricted to off-site customers

[

Next Cance!

Contact us for help d Questions =

€§100% ~

Verify your contact information. 2



Requesting Studio Photography Support

Type of Product & Service

® Unclassified Classified
Justficasion [Promotion board

@ Photography
Prints, Photos, Signs and Charts
Design/Graphic Services
Video / Audio
Audiovisual Events (Presentation Support)
Audiovisual Equipment & Loan Media Item Support
Jump to Comments

Previous Next Cancel

Add justification, select “Photography”.

This block of text will appear when you
select Photography:

PHOTOGRAPHY: DA Photos (also USN,
USMC, USAF), Chain of Command Portraits,
Official Passport/VISA Photos for official
travel, photo documentation of events and
training; Printing, 35mm Negative & slide
scanning, flatbed scanning up to legal size

Previous Next Cancel

Select the Type of Photography.




Requesting Studio Photography Support
(Continued)

Photography

Fie containing Sensilive Information SHOUL(

Type of Photography: [DA Photo v

¥! Promotion Board School Requirements Special Requirements Warrant Officer Package

Last Name L’W‘
First Name [~
AMicdie Initat ; Type of Photography: [Head & Shoulders/Passport =]
|
Type of Portrait] ... Sedect... -]
@ Enhisted Officers ; =
Enter MOS 25 Portrait Size| . Select Ed

Studio] ... Select _

Appointment Date[— X
Quantity |‘|

sm]:\-'-;!'!@
Appointment Date

For DA Photo

Previous Next Cance

T

For Head and Shoulders/Passport

April 2015
Wed

N300 RE SERVED
D830 RE SERVED

1000 AVAILABLE
1012 RESERVED
(1030 RE SERVED
[1045 RE SERVED
1100 RE SERVED

1400 AVAILASLE
1413 AVAILABLE
1430 AVAILABLE

1445 AVAILAELE
1500 AVAILABLE
10

O8O0 AVAILAGLE

0818 AVAILABLE
D830 AVAILABLE
0548 AVAILABLE H-— - ~
D900 AVAILABLE
0018 AVAILABLE
e E3ER 830 RESERVED
e RESETVED 245 AVA 48 AZIERVED
DG4 AVAILABLE — 1000 RESERVED

Select time and date from pop-out calendar.




Requesting Studio Photography Support
(Conclusion)

Type of Photography: [DXProto -

¥/ Promotion Board School Requirements Special Requirements Warrant Officer Package
Last Name

First Name [Gaorge
Middle inst [
@ Enlisted Officers
ENHWS]:SM
Swudio (DA PHOTO STUDIO -

==

Date I
pe2n0isoms  Lod

Cusnty[t

Previous Next Cancel

The scheduled appointment will populate the form.

Special Instructions

Addinonal Comments: [ MAX 1024 Characters |

Would you like a Cost Estimate ? 5 No © Yes

Previous Next Cancel

Fill in additional comments.

Summary

Customer Contact Information

Name Sesge wmas Organization : JSAG-Humotrers Al POC Name Pickup Address
Grade:-85-1 Address:USAG-H HQ BLDG 1250 Grade City
Phone:¥F "3 ae City:-APO Phone: State:AK
DSN:T* "hare State:AP Email Zip Code
Email.sseb ey g Zig o987 Delivery Type; P
 harge# V-05-04-A3

Justification
Justific ation  Promoton toers Security Classification: Uncassfed

Service - DA Photo

m Board - ws
First Name sayps 181 Name: ==es Middle Initial
MO S-asm Studio: DA PHOTO STUDIO Apg ment Date 04022018 0948 Quantity:?
Previous Submat Cancel

Review and submit.




Requesting Event Photography Support

Type of Product & Service

¢ Unclassified Classified
Justification [Gamson Support

@ Photography

PHOTOGRAPHY: DA Photos (also USN,

USMC, USAF), Chain of Command Portraits, ' nts, Photos, Signs and Charts
Official Passport/VISA Photos for official Design/Graphic Services

travel, photo documentation of events and Video / Audio

training; Printing, 35mm Negative & slide
scanning, flatbed scanning up to legal size.

Audiovisual Events (Presentation Suppor‘!)
Audiovisual Equipment & Loan Media Item Support
| Jump to Comments

Previous Next Cancel

Select “Photography” and add justification.

File containing Sensitive Information SHOULD NOT be attached
Type of Photography: l -
|DA Photo
Head & Shoulders/Passport
Photography of Special Event
[Scanming
Previous Next Cancel

Select “Photography of Special Event”




Requesting Event Photography Support
(Continued)

Type of Photography: | Protography of Special Event

Name of Event| Change of Command (BN/OS and above only)

Lol:amﬂi Super Gym

Estrmated Attendance i 300

Start Date [p2262015 il

Stant Time [ 1005 -
EndDaefogemmis

EndTimef1100 =]
Media Quanity
cD
Print
File ¥ |JPEG (Joint Photographic E | ¥|
Send File via Email

Previous

Next Cancel

Fill in details about the event, time, date, location etc.

Special Instructions

A et 1c

[ MAX 1024 Ch ]

Pleasa prowde two photographers if possible. 1o ensure best coverage of event

Current Length: 79.
Would you like a Cost Estimate ? & g © Yes

Previous

Next Cancal

Fill in additional comments.

Customer Contact Information

Name == s Organization:USAG-Humphreys Alt POC Name:
Grade Address:USAG-H HQ BLDG 1280 Grade:
Phone : City:APO Phone:
DSN: - State AP Email:
Email == = ol Zip Code: %271
Charge#:VI-05-04-A3
Justification

Justification: Gamson Support
Service - Photography of Special Event
Type:Change of Command ([BIVOS and above only)
Start Date 06262015

Media
File:JPEG (Joint Photographic Expents Group)

Additional Comments
Piaase provide two photographers if possible, to ensure best coverage of event

Previous

Summary

Location:Super Gym
Start Time:1005

Submit Cancel

Pickup Address:
City:
State:AK
Zip Code:
Delivery Type:Pickup

Security Classification:Unclassfied

Est. Attendance:300
End Date 08262015 End Time:1100

Review and submit.




Requesting Event Photography/Videography Support

Type of Product & Service

2 Unclassified Classified
Justification [Garrison Support

Photography
Prints, Photos, Signs and Charts
Design/Graphic Services
Video / Audio
@ Audiovisual Events (Presentation Support)
Audiovisual Equipment & Loan Media Item Support
Jump to Comments

Previous Next Cancel

Select “Audiovisual Events (Presentation Support)” and add justification.

Audiovisual Events (Presentation Support)

File containing Sensitive Information SHOULD NOT be attached

Choose type of support Needed for Event: (you may choose more than one)

PowerPoint Presentabon Support Y| Video Presentation Support Sound Support Video Recording Support

Event | Change of Command (BN/05 and abave only) 2 Video Camera | ¥ |
Location | Super Gym 2
Atiendance f!DO

E9 ® 06 or higher ©' Other

® |ndoor Outdoor

Events Start Date Start Time End Date End Time
Key Leader ¥ [oer1a2015 |4 |0800 | [06r182015 | f1000 [+
Rehearsal

Full Dress Rehearsal

Main Event 06/168/2015 %l 0800 ':_'— 06/18/2015 ) [1000 T
Fill Required Data then Click here to attach file Max Size 32MB
Attach Operation Order] |
Attach Ceremony Layout| e Lo 21 J
Previous Next Cancel

Fill in details about event, location, rehearsal dates, time date, etc.



Requesting Event Photography/Videography Support
(Conclusion)

Audiovisual Events (Presentation Support)

Additional C [ MAX 1024 Characters ]

Would you like a Cost Estimate ? & No © Yes

Previous Next Cance

Add Additional Comments. Cost estimate may not include CD/DVD media at this time.
A small charge for the media may be incurred and charged to the unit.

Summary
Customer Contact Information
Name:* Organization:USAG-Humphreys Ailt. POC Name Pickup Address
Grade:¢ Address:USAG-H HQ BLDG 1280 Grade City
Phone City:APO Phone State:AK
DSN State:AP Email Zip Code
Email : s Zip Code: 9271 Delivery Type:Pickup
Charge#:VI-05-04-A3
Justification
Justification:Gamson Support Security Classification:Unclassified
Service - Audiovisual Events (Presentation Support)
AV Support:Video Presentation Support=Yes
AV Event:Change of Command (BN/DS and above only) 2 Video Camera 1 Stll Camera Set-up | ocation:Super Gym Attendance:200 EventType:06 or higher
Events
Key Leader Start-06/1820150800 Engd-06/182015 1000
Main Event Start: 0611820150800  Eng:06/182015 1000
Previous Submit Cancel

Review and submit.



Requesting Graphic Design/lllustration Support

Type of Product & Service
@ Unclassified Classified
Justification | Training|
o ’ Photography
DESIGN SERVICES: Original Design or Friats, hiolos: Signs and Gilaits

modification of customer’s design for official
posters, charts, graphs and temporary signs @ Design/Graphic Services
and small publications. Original Design Video | Audio

Services (concept to completion) are limited
to those required by 06 and above. Audiovisual Events (Presentation Support)
Audiovisual Equipment & Loan Media Item Support
Jump to Comments

Previous Next Cancel

Select “Design/Graphic Services” and add justification.

Design/Graphic Services

File containing Sensitive Information SHOULD NOT be attached

Poster © Collage "' Display ' Publication

Previous Next Cancel

Select the type of product you need.

10



Requesting Graphic Design/lllustration Support
(Continued)

Design/Graphic Services

File containing Sensitive Information SHOULD NOT be attached.

@ Poster * Collage "' Display ~' Publication
! Poster Product: Use Quantity Cost_
other v | ° 2 1$0.00
) Indoor  Outdoor
Uther | Program Informational Poster

ComputerFile [ Browse Max Size:3I2MB
Note: If attaching a file. wait for file upload before clicking Add Product(s)
Add Product(s)

Required Date: |05/20/2015

Previous Mext Cance

Enter job specifics, theme, size, style, etc.

Design/Graphic Services

File containing Sensitive Information SHOULD NOT be attached.

® Poster * Collage " Display "' Publication
Poster Product: Use Quantity Cost_
[‘other - @ [ 1 [s0.00
L . Indoor Outdoor
Uther Program Informational Poster

ComputerFie| " Browse Max Size 32MB

Note: If attaching a file, wait for file upload before clicking Add Product(s)
Add Product(s)
Product Location Quanity Cost

i Poster Program Informational Poster [Special Req ] Indoor 2 $0.00
Est Total: $0.00

Required Date' [06/29/2015

Previous Next Cancel

Click on “Add Products” and the blue box with the product appears.
For more products, fill in required fields and hit the “Add Product(S)” button again.




Requesting Graphic Design/lllustration Support
(Concluded)

Special Instructions

Additional Comments: [ MAX 1024 Characters ]

Please use und logo with the Eagle and photos of the helecoptors provided. The text should read "Leading the charge™ We want a patnotic style but no flags

Current Length: 160.

Would you like a Cost Estimate ? & Ng © Yes

Previous Next Cancel

Add additional comments or details about project. If printing is required,
reimbursement cost can not be calculated at this time for Graphic Design Services.

Summary
Customer Contact Information
Name Organization: USAG-Humplveys Alt. POC Name Pickup Address
Grade Address:USAG-HHQ BLDG 1280 Grade City
Phone City:APO Phone State:AK
DSN State:AP Email Zip Code
Email Zip Code: %271 Delivery Type:Pickup
Charge#:V1-05-04-A3
Justification
Justification:Gamison Support Security Classification:Unclassified
Service - Design Services - Poster
Type Product Use Quality Cost Eile Name
Poster Program Informational Poster [Special Req | Indoor 2 $0.00 {No Attachment)
Required:06292015 Est Cost:5000

Additional Comments
Please use unit logo with the Eagle and photos of the helecoplors provided. The text should read "Leading the charge™ We want a palriotic style but no flags

Previous Submit Cancel

Review and submit.

12



Requesting Audiovisual Support

Type of Product & Service

® Unclassified Classified
Justification | Garrison supporf|

Photography

EVENT SUPPORT: set-up multimedia )

projectors (PowerPoint Presentation Support), Prints, Photos, Signs and Charts

media playback devices (Video Presentation Design/Graphic Services

Support) and public address systems (Sound Video / Audio

Support) and Video Documentation/Recording

(Video Recording Support) @ Audiovisual Events (Presentation Support)
Audiovisual Equipment & Loan Media Iltem Support

| Jump to Comments

Previous Next Cancel

Select “Audiovisual Events (Presentation Support)”.

Audiovisual Events (Presentation Support)

File containing Sensitive Information SHOULD NOT be attached.

Choose type of support Needed for Event: (you may choose more than one)

PowerPoint Presentation Support Video Presentation Support Sound Support Video Recording Support
Event| . Select =]
Location | . Select |
Attendance

E9 © 06 or higher *' Other

@ Indoor Outdoor

Events Start Date Start Time End Date End Time
Key Leader
| Rehearsal

Full Dress Rehearsal

(=] ="
o

Main Event [os292015 "4 0800 |¥| [p52972015 1000 >
Fill Required Data then Click here to attach file Max Size:32MB
‘ Attach Operation Order] |
Attach Ceremony Layout!

Fill in the type, location and time date of support you are requesting.
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Requesting Audiovisual Support
(Conclusion)

Audiovisual Events (Presentation Support)

Additional Comments: [ MAX 1024 Characters |

Would you like a Cost Estimate ? & Ng © Yes

Previous Next Cancel

Add Additional Comments, no cost is incurred for presentation support.

Summary

Customer Contact Information
Name ‘e Lamaia Organization: W« Ry Alt. POC Name: Pickup Address:
Grade: &t Address bair ru b o Grade: City:
Phone:* M City: SR Phone: State:AK

DSN: ™1 e State: ™ Email: Zip Code:
Email; i=sgs- = e Zip Code: ™4™ Delivery Type:Pickup
Charge#: ™ iad
Justification

Justification:Gamson Support Security Classification:Unclassdied

Service - Audiovisual Events (Presentation Support)
AV Support:Video Recording Support=Yes

AV Event:Change of Command (BN/0S and above only) 2 Video Camera Set-up  |_ocation: Super Gym Attendance:300 EventType:0€ or higher

Events
Key Leader Start-EVTSON NN Epng- MRS T
Main Event Start-Eogiciel il £ e e
Previous Submit Cancel

Review and submit.
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Requesting Audiovisual Equipment Loan

Type of Product & Service
® Unclassified Classified
Justification |Test
Photography

Prints, Photos, Signs and Charts
Design/Graphic Services
Video / Audio
Audiovisual Events (Presentation Support)
@ Audiovisual Equipment & Loan Media Item Support
Jump to Comments

Previous Next Cancel

Select “Audiovisual Equipment & Loan Media Item Support”.

Audiovisual Equipment & Loan Media item Support

File containing Sensitive Information SHOULD NOT be attached.

Audio Visual Equipment
i Equipment - Quantity  Required Date Retumn Date
Equ'pTem:,_.?f?“ £ [ [0625/2015 | |06r252015
T¥Pe| _ Select =
Add Item |
Media ltems
g ]_Select (= ' [oeszots | [p525r2015
ftems] _ Select 2
Add ltem |
Previous Next Cancel

Select the equipment type and quantity, date required and return date.
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Requesting Audiovisual Equipment Loan

(Conclusion)

Audiovisual Equipment & Loan Media Item Support

Additional C : [ MAX 1024 Characters ]

Would you like a Cost Estimate 7 & Ng © Yes

Previous Next Cancel

Add Additional Comments or details, no cost is incurred for A/V Equipment support.

Summary
Customer Contact Information
Name === - Organization: USAG-Humphreys Alt. POC Name
Grade Address:USAG-H HQ BLDG 1280 Grade:
Phone : City:APO Phone
DSN - State:AP Email

Emai| m=e mm = e - Zip Code: %271
Charge#:V-05-04-A3

Justification
Justification:Test

Service - Audiovisual Equipment & Loan Media Item Support

AudigVisyal Equipment
Tvpe Quantity I
DA-Lte Screen #3 1 06/2622015
Previous Submit Cancel

Pickup Address:
City:
State AK
Zip Code
Delivery Type:Pckup

Security Classification:Unclassified

Betumn Date
06/2572015

Review and submit.
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Requesting Print Support

Type of Product & Service
9 Unclassified _ Classified
Jussfication [Army Training Raquirement
Photography

Printing, mounting and lamination of @ Prints, Photos, Signs and Charts
photographs, posters, charts & graphs and D
temporary signs for official purposes. Some nlmeph'c Sarvces
products are reimbursable. Maximum in- Video / Audio
house size is 30” x 40" " Audiovisual Events (Presentation Support)

Audiovisual Equipment & Loan Media ltem Support
' Jump to Comments

Previous Next Cancel

Select “Prints, Photos, Signs and Charts” and add justification.

Prints, Photos, Signs and Charts

ung Sensitive fion SHOULD NOT be attached

From HardCopy Onginal _LFrom Computer File

Previous Next Cancel

Select Hard Copy or Computer File.
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Requesting Print Support
(Continued)

Prints, Photos, Signs and Charts

SHOULD NOT be

From HardCopy Onginal @ From Computer File

Select Product Use Quantity Cost

Select L3 Indoor QOutdoor | I

-l Browse

16x20 LAMINATE & MOUNT-FOAM BOARD FROM HARD COPY (NO PRINTING) |
1620 LAMINATE & MOUNT-POSTER BOARD FROM HARD COPY (NO PRINTING) br file upload before clicking Add Product(s)
16x20 LAMINATE ONLY (NO PRINTING OR MOUNTING)

16520 MOUNT ONLY - FOAM BOARD (NO PRINTING OR LAMINATION)
16:20 MOUNT ONLY - POSTER BOARD (NO PRINTING OR LAMINATION)
1620 PRINT & LAMINATE & MOUNT ON FOAM BOARD —
16:20 PRINT & LAMINATE & MOUNT ON POSTER BOARD =)
1620 PRINT & LAMINATE (NO MOUNTING)

1620 PRINT & MOUNT ON FOAM BOARD (NO LAMINATION)

1620 PRINT & MOUNT ON POSTER BOARD (NO LAMINATION)

1620 PRINT ONLY (NO LAMINATION OR MOUNTING)

20030 LAMINATE & MOUNT-FOAM BOARD FROM HARD COPY (NO PRINTING)

2030 LAMINATE & MOUNT-POSTER BOARD FROM HARD COPY (NO PRINTING)

20x30 LAMINATE OMLY (NQ PRINTING OR MOUNTING)

2030 MOUNT ON FOAM BOARD ONLY (NO PRINTING OR LAMINATION) (REIMBURSABLE)
2030 MOUNT OM POSTER BOARD ONLY {NO PRINTING OR LAMINATION) (REIMBURSABLE) ance|
20x30 PRINT & LAMINATE & MOUNT ON FOAM BOARD

2030 PRINT & LAMINATE & MOUNT ON POSTER BOARD

2030 PRINT & LAMINATE (NO MOUNTING)

2030 PRINT & MOUNT ON FOAM BOARD (NO LAMINATION) (REIMBURSABLE)

2030 PRINT & MOUNT ON POSTER BOARD (MO LAMINATION) (REIMBURSABLE)

| 2030 PRINT OMNLY (MO LAMINATION OR MOUNTING) (REIMBURSABLE) -
3040 LAMINATE & MOUNT-FOAM BOARD FROM HARD COPY (NO PRINTING)
30X40 LAMINATE & MOUNT-POSTER BOARD FROM HARD COPY (MO PRINTING)
3040 LAMINATE OMLY (NO PRINTING OR MOUNTING) (REIMBURSAELE)

3040 MOUNT ON FOAM BOARD ONLY (NO PRINTING OR LAMINATION) (REIMBURSABLE) P vesenved. Timacons OffSet - UTCH §
30x40 MOUNT ON POSTER BOARD OMLY {NO PRINTING OR LAMINATION) (REIMBURSABLE)
3040 PRINT & LAMINATE & MOUNT ON FOAM BOARD

3040 PRINT & LAMINATE & MOUNT ON POSTER BOARD

3040 PRINT & LAMINATE (NO MOUNTING)

30%40 PRINT & MOUNT ON FOAM BOARD (NO LAMINATION) (REIMBURSABLE)

30%40 PRINT & MOUNT ON POSTER BOARD (MO LAMINATION) (REIMBURSAELE)

30x40 PRINT OMLY (MO LAMINATION OR MOUNTING) (REIMBURSABLE)

H&S Chain of Command - Print Only

PHOTO: 3x5 PHOTOGRAPHIC PRINT (MIT)

PHOTO: 4%6 PHOTOGRAPHIC PRINT (MIT)

PHOTO: 5%7 PHOTOGRAPHIC PRINT (MIT)

PHOTO: 810 PHOTOGRAPHIC PRINT (MIT)

PHOTC: CHAIM OF CMD 8x10 (SPECIFY NAME & QTY IN ADDITIONAL COMMENTS)

Print full color DVDs

m

m

TEST m
other i

Select specific size and specifics for your product.

Prints, Photos, Signs and Charts
From HardCopy Original @ From Computer File
Select Product Use Quantity Cost
[20x30 PRINT & LAMINATE & MOUNT ON POSTER BOARD T=] @ Indoor Outdoor [ [s2821
ComputerFile [E \George\Arwon ApentLre-cepth-of-field-phatography-c heat-sheet jpg _Browse.. ]
Max Size 32MB Note: Wait for file upload before clicking Add Product(s)
Add Product(s)

(=]

Required Date fo'?1mw =

Previous Next Cancel

Fill in Quantity, upload file to be printed an hit the “Add Product(S)” button.
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Requesting Print Support
(Conclusion)

Prints, Photos, Signs and Charts

ning Sensitive Information SHOULD NOT be attached

From HardCopy Onginal ® From Computer File

Select Product Use Quantity Cost
[2D30 PRINT & LAMINATE & MOUNT ON POSTER BOARD *| ® indoor Outdoor I [s221
ComputerFile | Apertune-depth-of-field-photography-cheat-sheet pg Browse
Max Size 32MB Note: Wait for file upload before clicking Add Product(s)

Add Product(s) |

Product

Location Quanity Cost

[ 2030 PRINT & LAMINATE & MOUNT ON POSTER BOARD  indoor 1 $2921 Ape depth-of-field-ph cheat-sheet jpg
Est. Total $29.21
===
Required Date [oan3zo1s 2
Previous Next Cancel

For more products, fill in required fields and hit the “Add Product(S)” button again.

Special Instructions

Additional C [ MAX 1024 Characters ]
[Please pant, mount and laminate one of each of the 3 powerpoint sides with the frairing mformabon. 3 posters total

Current Length: 121

Would you like a Cost Estmate ? & No @) Yes

Previous Next Cancel

Add additional comments or details. The estimate may not be accurate
because of actual quantity required.

Summary
Customer Contact Information
Natne Caspe —=aa 1 USAG-Humoheays Alt. POC Name Pickup Address
Grade Address: USAG-H HG BLDO 1280 srade City
Phone:T® *ears City:AP0 Phons State:AX
DSN:Te "= State:AP Ema Zip Code
Mail e sy G Jo- 9037 Delivery Type:Peus
§- V083441
Justification
oAy Tremng Regurement Security Classification:Unciasated
Service - Prints, Photos, Signs and Charts - From Computer File
Prockat wie Suantty Cost FigNome
20x30 PRINT 8 LAMINATE & MOUNT ON POSTER BOARD ~aoer 1 32921 Aperturecepth-ol-feid-photography-chest-shee! oG
§-04132015 yst: $29.21

Additional Comments

Flease prnt. mourt and ismenste one of sach of e I posepont Edes wih e ratng niormaton 3 posters tote

Review and submit.
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