Media Coverage for Fort Greely Public Affairs Office
How to get the most from your Public Affairs Office Media Center


Media Center Coverage is twofold: 
1. Promote the event, service or program
2. Cover the event, service or program
Promoting
PAO does the very best to maximize the publicity of programs, events or services that are available and provided to and/or by the community. Directors, Activity Managers or points of contacts can assist by providing clear and concise information for maximum effectiveness. All requests must be in writing and can be submitted to the FGA Public Affairs Media Center via email to fgamedia.center1@us.army.mil or bring a hard copy to the PA office located in the basement of Building 501. A simple WHO, WHAT, WHERE, WHEN, and WHY  is acceptable, but details are very important in determining whether the event is newsworthy enough to cover and/or for developing scripts for local radio stations, as well as providing external news releases in support of your function. It’s your event; help us “sell” it by providing the most information at the soonest time possible.

Requesting Coverage
In addition to who, what, where, and when information, please submit details which include why the event, program or service is unique and warrants publicity coverage. Simply requesting Public Affairs personnel to be at a place because something is happening is not sufficient enough. The PA staff cannot cover every event that occurs in and around Fort Greely, so please be prepared to state why your function should be covered above the others occurring within the same timeframe. 
It is up to the PA staff to determine available media for an event, activity or service based on when the request is received; whether all information is correct at the time the request is received; and what media resources are currently available. All requests compete with other requests for timely release of information – try to be the first in line. Not all requests will require the use of all available mediums regardless of when the information is submitted.

Maximize your publicity by submitting event information early
If your goal is to reach the maximum possible audience, PA needs the maximum amount of time to make this happen for you. Listed below are the advertisement mediums that will be used to get the word out depending on when the information is delivered to the PA office:
Five Star package (Superior Publicity) – if information is provided 5-8 weeks out you receive maximum publicity. You will receive coverage in the INTERCEPTOR; if the event is newsworthy you will get a pre-write-up and then a follow-up story with photos. Depending on the type of event, you will also receive a banner on the FGA public website, a FGA Facebook page wall posting with weekly reminders, your developed/designed slide on the Command Information Channel, 25 11x17 posters for you to distribute/hang, 100 event cards for you to distribute, 3x5 fliers for display in the DFAC table top holders, weekly notice in the Mini-ceptor beginning in FY12, distribution notice of event email, a message up on the Marquee and if your budget allows, we can assist you in receiving radio spots with the local news station, and advertisement ads in the local paper. There is also the opportunity for news releases to the Delta News Web Online and weekly publications media coverage along with last minute distribution email reminders to the greatest audience possible. *Coming soon…video coverage for display on the Command Information Channel.
Four Star package (Good Publicity) – if information is received 3-4 weeks out you receive decent coverage of your event. You will receive a post-write-up with photos in the INTERCEPTOR. Depending on the type of event, you will also receive a news release for the Delta Wind (if applicable), a banner on the FGA public website, a FGA Facebook page wall posting with bi-weekly reminders, 15 11x17 posters for you to distribute/hang, distribution notice of event email, weekly notice in the Mini-ceptor beginning in FY12, your developed/designed slide on the Command Information Channel, a message up on the Marquee and a last minute distribution email reminder about your event.
Three Star package (Fair Publicity) – if information is received 1-2 weeks out you will receive a banner on the FGA public website, a FGA Facebook page wall posting, your developed/designed slide on the Command Information Channel, one notice in the weekly Mini-ceptor beginning in FY12, a message up on the Marquee and a last minute distribution email reminder about your event.
Two Star Package (Minimal Publicity) – if information is received 3-7 days out you will receive a message on the Marquee, a wall posting on Facebook and distribution email notice/reminder.
Procrastinator  Package (Poor Publicity) – if information is received 2 days or less you will receive a distribution email notice of event.
Emergency Package – if information is received 1 day out and this is for emergency situations only that need immediate publicity only for example: traffic pattern changes, FPCON level changes, weather events etc., a global email will be sent to widest possible audience, Marquee message posted, wall posting on FGA Facebook page and a generic slide on the Command Information Channel.

Additional External Publications
The FGA Public Affairs Office may be able to assist you in accessing the following external publication to help further your promotional efforts. We will not; however, be able to pay for these advertisements or allocate for these expenses in our future budgets. 
Deadlines vary by publication and the PA Media Center staff cannot guarantee your information will be printed.
Delta Wind: A weekly traditional print newspaper. The new issues come out on Thursdays. The deadline is the Friday prior to the week you would like the ad/news release to run. Delta Wind also hosts the Delta Wind Online – a similar online version to their newspaper.
Delta News Web Online: A great source of local information posted online for the public to see. Deadlines vary but typically are requested two days out from upload date.
DJHS: A local radio station hosted by the Delta High School. The radio spot requests are received by fax or email and can take up to one week to be processed.
Fairbanks Daily News-Miner: A daily traditional print newspaper. Ads are accepted Mon-Fri with at least two days notice preferred. Late ads are charged an expedited fee. Classified ads do not apply to this category.
In order to make the most of your publicity opportunities, please note the important publication deadlines for the Internal Publications:

The Monthly INTERCEPTOR 
January INTERCEPTOR: Dec. 20*
February INTERCEPTOR: Jan. 20*
March INTERCEPTOR: Feb. 20*
April INTERCEPTOR: March 20*
May INTERCEPTOR: April 20*
June INTERCEPTOR: May 20*
July INTERCEPTOR: June 20*
August INTERCEPTOR: July 20*
September INTERCEPTOR: Aug. 20*
October INTERCEPTOR: Sep. 20*
November INTERCEPTOR: Oct. 20*
December INTERCEPTOR: Nov. 20*
 *NO EXCEPTIONS!

The Weekly Mini-ceptor
The Mini-ceptor is a weekly publication that will stand up the first week in FY12. It will take the place of all non-emergency distribution emails (Dist-A). The deadline for ads in the Mini-ceptor is 4 p.m. Monday afternoons. The ad will not be run for that week if it is received after 4 p.m. on Monday. If applicable, it will be placed in the following week’s issue.
When developing your slides for the Command Channel please keep the following in mind:
· Setup – The only layout accepted is Landscape
· Font size – No fonts smaller than 20pt (Arial or Times New Roman only)
· Font type – Arial or Times New Roman NO ITALICS please
· Animations – none
· Colors – no orange, red or yellow font colors or background coloring (RED coloring is reserved for REAL WORLD and EXERCISE event notices)
· Graphics – avoid clip art, use photos and no more than two or three per slide
· Margins – leave ½ inch for a border around the entire slide
· POCs – each slide or group of slides must have a valid phone number for point of contact
· No larger than 8.5” by 11” in size
If you have a lot of information, please divide it into two or more slides; however, keep in mind that only 50 non-emergency slides will be run at one time. Each slide will remain static for approximately 10 seconds for the viewer to read. 

