DEPARTMENT OF THE NAVY
OFFICE OF THE CHIEF OF NAVAL OPERATIONS
2000 NAVY PENTAGON
WASHINGTON, DC 20350-2000

OPNAVI NST 3104.5
NO9C1
12 July 2002

OPNAV | NSTRUCTI ON 3104. 5

From Chief of Naval Operations
To: Al'l Ships and Stations (less Marine Corps field addressees
not havi ng Navy personnel attached)

Subj:  NAVY VI SUAL | NFORVATI ON (VI) PRODUCTI ON, REPLI CATI ON
DI STRI BUTI ON AND MANAGEMENT | NFORVATI ON SYSTEM PQOLI CY
RESPONSI Bl LI TI ES AND PROCEDURES

Ref : (a) SECNAVI NST 3104.1 ( NOTAL)
(b) OPNAVI NST 3104.1 (NOTAL)
(c) SECNAVI NST 5212.5D
(d) OPNAVI NST 1500. 73 ( NOTAL)
(e) SECNAVI NST 5720. 44A
Encl: (1) VI Definitions
(2) VI Production Procedures
1. Purpose

a. To inplenent the VI production aspects of references (a)
and (b).

b. Provide for life cycle nmanagenent of VI productions and
their associated records in accordance with reference (c).

2. Background. VI productions are powerful tools for

comuni cat1 ng nessages to | arge, geographically separated

audi ences. Because of the high costs of production, distribution
and life cycle managenent, we nust assure that conpleted
productions are shared with the w dest possi bl e audi ence
appropriate to the comruni cation, that such efforts are not
dupl i cated unnecessarily, and that a proposed VI production is
the nost effective neans of conmmunication for a given
requirenent. This instruction provides the policy and procedural
gui dance on Navy VI Production Managenent authorized by reference
(b). It replaces the policy and procedural guidance in chapter 3
of OPNAVI NST 5290. 1A, which is cancell ed upon issuance of this

i nstruction.

3. Applicability and Scope. This instruction applies to all Navy
activities. This 1s a new instruction and should be read in its
entirety.

4. Definitions. See enclosure (1)




OPNAVI NST 3104. 5

12 July 2002
5. Policy

a. Each major claimnt, per reference (b), will maintain a
Maj or Cl ai mant VI Managenent O fice (MCVIMO) at the headquarters
|l evel and will ensure all aspects of VI producti on nmanagenent are
managed in accordance with this instruction.

b. In the Navy, Visual Information productions are
Audi ovi sual productions, i.e., notion picture/videotape
productions, as well as nultinedia productions and are gover ned
by this instruction. Only those VI activities specifically
aut hori zed to produce VI productions nay do so.

c. Conputer-based training, and Interactive Courseware are
managed i n accordance with reference (d). Products that neet the
criteria as VI/AV productions shall be managed in accordance wth
this instruction and subject to all the provisions of enclosure

(1).

d. Miltimedia productions that are predom nately textual
are considered el ectronic publications and are governed by
printing and publications policies.

e. Visual Information productions shall be:

(1) Used to support mi ssion requirenments when they have
been justified by front-end analysis and are cost-effective;

(2) Evaluated to determne their effectiveness. The
conpl exity and cost of the evaluation shall be in proportion to
the cost and programinpact of the production being eval uated;

(3) Managed to ensure |egal, efficient, and cost-
effective use; and

(4) Made avail able to the w dest possible audi ence based
on the intent and scope of the subject matter.

f. Per reference (a), the Naval Media Center, Washington, DC
is the single activity in the Navy authorized to contract for new
VI productions.

g. Oiginal VI productions, products, and associ at ed
adm ni strative records shall be controlled throughout their life
cycles per this instruction and di sposed of in accordance with
reference (c).

h. Before requesting a new VI production, the Defense
Aut omat ed Vi sual Information System (DAVIS) database shall be
used to search for existing VI productions that may support
m ssi on requirenents.
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i. The Production Decision Logic Table (P-DLT) shall be used
as an aid to determine if the VI production nmediumis the
appropriate nmeans to conmmuni cate your nessage.

j. The Visual Information Production Request and Report
Form DD 1995, shall be used to initiate, approve and validate
all new VI production requests.

k. The Defense Visual Information Center and Joint Visual
I nformation Services Distribution Activity, Tobyhanna shall be
utilized for storage and retrieval of Qther than Local production
masters and records material in addition to replication,
di stribution and records nmanagenent services. No parallel or
duplicate systen(s) shall be established w thout the express
written approval of Chief of Naval QOperations (CNO(N0O9C1)).

. Navy commands shall separately budget for VI productions.

6. Responsibilities

a. Chief of Naval Operations

(1) The Special Assistant for Public Affairs Support
(N09C) serves as the senior Navy representative for VI production
policy, guidance, direction, planning and assessnent.

(2) Assistant for Naval Media (NO9C1)

(a) Advises and assists CNO (N0O9C) in the
i npl enmentati on and eval uati on of VI production policy;

(b) Supports and encourages the joint use of VI
producti ons;

(c) Monitors the VI production and procurenent
process;

(d) Vvalidates O her than Local productions, issues
Production ldentification Nunbers (PIN) and assigns production
responsi bility;

(e) Provides oversight for the |ife-cycle nmanagenent
of VI productions;

(f) Manages the VI Production Awards Program and

(g) Conducts review of conpleted VI productions
i ntended for public clearance per reference (e).

b. Commanding O ficer, Naval Media Center (NAVMED ACEN), per
references (a) and (b), operates and naintains the single DON
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activity supporting Navy, DoD and Federal Agency requirenents for
VI and JVI S production procurenent.

c. Mjor Caimnt Visual Information Managenent O fices
(MCVI MOs) shal |l

(1) Be responsible for all VI production nmatters and
i npl emrent all associated VI policy and procedures issued by CNO
(No9C1) ;

(2) Review all requests initiated within their clai mancy,
determine if the proposed production neets the criteria as a
Local, or O her than Local Production, and assign Production
Approval Nunbers (PAN) to all Local Productions;

(3) Assign local productions to authorized VI production
activities within their claimancy, or request productions be
contracted through the Naval Media Center

(4) Conplete and forward all O her than Local VI
production requests to CNO (NOC1) for validation, assignnent of
a Production ldentification Nunmber (PIN), and assignnment to an
aut horized VI production activity.

d. Ofice of Primary Responsibility (OPR) shall;

(1) Conduct a search of the DAVIS database to determ ne
if existing VI productions support m ssion requirenents;

(2) Conplete the P-DLT to determne if the VI production
mediumis the appropriate means to communi cate their nessage;

(3) Conplete Section | of DD 1995 for subm ssion to the
MCVI MO for review, validation and determ nation of VI production
category; and

(4) Conplete currency review reports and forward to the
Joint Visual Information Services Activity, Tobyhanna.

e. VI staff officers shall

(1) Manage VI production activities to ensure conpliance
with all VI policy and procedures; and

(2) Assist OPRs in requesting VI production support.

7. Exclusions. The follow ng are exenpt fromthe DoD VI
production reporting requirenments (Visual Information Production
Request and Report, DD 1995 and the search of the Defense

Aut omat ed Vi sual Information System (DAVIS) products.
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a. Mxed nedia packages with a predom nance of text;

b. Tel evision spot announcenents, news clips, and
i nformati on prograns funded by Arnmed Forces Radi o and Tel evi si on
Service (AFRTS);

c. The Navy Broadcasting Departnent of the Naval Media
Center;

d. Activities engaged in or supporting research,
devel opnent, test and eval uati on;

e. The Navy Motion Picture Service of the Bureau of Naval
Per sonnel ( NPC-65);

f. Productions acquired from commercial sources by or for;
(1) DoD dependent school s;
(2) Morale, welfare, and recreation (MAR) activities;
(3) Education centers; and

(4) Non-VI libraries controlled by SECNAVI NST 5401. 2
(NOTAL) .

g. Productions funded and reported as an integral part of a
recruiting advertising contract; and

h. Interactive courseware i s nmanaged in accordance with
reference (d).

8. Action. Al Navy activities shall inmmediately inplenment this
i nstruction.

9. Form Interactive DD 1995, VI Production Request and Report,
is available at http://dodi magery. afis.osd. ml.

S. R Pl ETROPAQLI
Speci al Assistant for
Public Affairs Support

Di stribution:
SNDL Parts 1 and 2
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VI DEFI NI TI ONS

Adopt ed AV Production. An AV production produced or comrercially
acquired by one Conponent or Federal agency that a DoD conponent
obtains for its internal use.

Audi 0. Relates to recording, production, and reproduction of
sound, especially the sound portion of a VI production (e.g., a
notion picture, videotape, or slide and tape).

Audi ovi sual (AV). One or nore of the various audio or visual
medi a other than traditionally printed materials such as books.
I ncl uded are still photography, notion photography, videography,
audi o recordi ng and pl ayback, graphic arts, presentation

servi ces, and associ ated support services.

Audi ovi sual (AV) Producti on. An AV production is distinguished
fromother VI productions by the conbination of notion nmedia with
sound in a self-contained, conplete presentation, devel oped
according to a plan or script for the conveying information to,

or conmuni cating with, an audience. (See "VI Production” for the
definition of all other forns of production.)

Audi ovi sual based. Are those neans and products using the senses
of hearing and sight either separately or in conbination to
communi cate ideas or information audiovisually. Not included are
books, newspapers, nmagazi nes, brochures, and other printed
docunents.

Benefit Cost Analysis. Part of an on-goi ng nmanagenent oversi ght
process to ensure proper allocation and efficient use of
resources to acconplish agency m ssions by conparing the val ue a
process adds to the mssion in relation to its cost to perform

Centrally Managed. A single organization unit or command which
determ nes requirenents, provides approval authority, sets
standards, acts as an inventory manager or control point, budgets
and procures for nmultiple users.

Centrally Procured. Procurenent of material, supplies, or
services by an officially designated command or agency w th funds
specifically provided for such procurenent for the benefit and
use of the entire conponent or, in the case of single managers,
for the mlitary departnents as a whol e.

Cl earance. The procedures used to determ ne rel ease authority
for VI products or information proposed for public dissem nation.
This involves determ nation that the product or infornmation has
no classification, policy, legal, or copyright restrictions that
woul d preclude public access.

Encl osure (1)
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Conbat Canera (COMCAM . The acquisition and utilization of stil
and notion imgery in support of mlitary operations. COMCAM
does not include imagery specifically acquired by intelligence
activities

Comrercial Activity (CA). An activity operated and nmanaged by a
DoD conponent that provides to the Government products or
services, which are available fromprivate conmercial sources.

Commercial VI Production. A conpleted VI production, purchased
of f-the-shelf, i.e., fromthe stocks of a vendor.

Commruni cations process. The exchange of ideas, data, and
information, regardless of the fornms or technol ogi es used.

Comput er Generated G aphics. The production of graphics through
an el ectroni c nedi um based on a conputer or with conputer
t echni ques.

Consul tation Services. The process of seeking or offering
prof essi onal or expert advice, guidance, or information.

Contract VI Production. A VI production produced by a conmerci al
producer under contract to the DoD

Custoner Representative (CR). The CR represents the requesting
conmponent or agency at the production activity; ensures that the
script and production conformto conponent or agency policy and
obj ectives; has approval authority over script and production at
established m | estones; works with the conponent or agency's
techni cal advisor and the production activity's project officer
to determine or arrange for production |ogistics support
(personnel, facilities and equi pnment). (See "Techni cal

Advi sor".)

Dedicated VI Activity. A VI activity whose products and services
are provided only to a specified organi zation or function.

I ncl udes activities within deployable el enents of the operating
forces.

Def ense Automated Visual Information System (DAVIS). A standard
aut omat ed data processing systemutilized throughout the DoD for
VI managenent purposes at DoD conmponent and maj or conmand | evel s.
It includes a production database covering production,

acqui sition, inventory,—distribution, product status, and
archival control of AV productions and VI materials; and a Vi
facilities database that includes activities, facilities,
personnel , and funds.

Encl osure (1)
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Direct Cost. Any itemof cost (or the aggregate thereof) which
may be identified specifically with any objective, such as a
product, service, program function, or project; usually, but not
necessarily, limted to itens of material and | abor. The

di stinction between direct and indirect costs is often arbitrary
or i s based on conveni ence and cost accounting sinplicity w thout
sacrifice of reasonable accuracy in overall costs of specific

obj ecti ves.

Distribution. The NAVIP-initiated forwardi ng, sending or
circulating of VI products and information for internal use or to
ot her governnental agenci es.

DoD Conponent. An organi zation that is part of the office of the
Secretary of Defense (and its field activities), one of the
Mlitary Departnents, part of the Organization of the Joint
Chiefs of Staff, one of the Defense Agencies, or one of the

Uni fied and Specified Conmmands.

Duplication. The making of copies froman earlier generation of
VI materials including all copies beyond the original or master

copy.

Environnment. The aggregate of external procedures, conditions,
and objects that affect the devel opnent, operation, and
mai nt enance of an information system

Eval uation. The process used to determ ne the anount, val ue, or
benefit of an entity or function.

Executive Agent. A DoD Conponent to which responsibilities and
authority have been assigned to carry out certain duties
centrally that would ot herwi se be exercised by the DoD conponents
individually. An official or office-del egated adm nistrative or
supervisory responsibility to execute the provisions of a | aw or
government -di rected prograns or duties.

Filmor Video dip. Alimted formof VI product. An assenbl age
of notion picture footage or videotape (usually docunentary) in
continuity, usually without editorial or optical effects, and
normal Iy without audi o except that recorded during the
docunent ati on using single system sound or video recording.
Sinple titles nmay be used for identification purposes.

Graphic Arts. The design, creation, and preparation of two and
t hree di nensi onal audi ovi sual - based products including charts,
graphs, posters, and visual materials for VI productions, VI
products, printed publications, displays, presentations, and
exhi bits prepared manual |y, by machine or by conputer.

Encl osure (1)



OPNAVI NST 3104. 5
12 July 2002

| dentifiable Additional Costs. Costs incurred to support the
custoner that are above the suppliers normal operating costs.

| mmgery. The imtation, copy, or representation of a person,

pl ace, or entity captured, depicted, fixed, recorded, drawn, or
stored on a photochem cal, electronic, electro-optical, or
mechani cal medi um for the purpose of reference, display,

transm ssion, storage, or distribution to communicate ideas or
i nformati on.

I ndirect Costs. An itemof cost (or the aggregate thereof) that
is incurred for joint objectives and may not be identified
specifically with a single final objective, such as a product,
service, program or project.

I nformation. Any communi cation or representati on of know edge
such as facts, data, or opinions in any nediumor form including
textual, nunerical, graphic, cartographic, narrative, or
audi ovi sual forns.

| nformati on Conmmuni cati on Process. The set of rul es or
procedures used to collect, process, maintain, transmt, and
di sseni nate i nformati on.

| nformati on Resources. Includes both governnent information and
i nformation technol ogy.

| nformati on Technol ogy. The hardware and software operated by a
Federal agency or by a contractor of a Federal agency or other
organi zation that processes information on behalf of the Federal
government to acconplish a Federal function, regardless of the

t echnol ogy i nvol ved, whether conputers, telecommunications, or
others. It includes automatic data processing equi pnent as that
termis defined in section 111(a)(2) of the Federal Property and
Adm ni strative Services Act of 1949. For the purposes of OVB
Circular A-130 (NOTAL), automatic data processing and

t el ecommuni cations activities related to certain critical
national security m ssions, as defined in 44 U S.C. 3502(2) and
10 U. S. C. 2315, are excl uded.

Intelligence Report. A VI report. An assenbly of Vi
docunent ation prepared to fulfill a duly assigned responsibility
for intelligence collection, analysis or dissem nation.

Interactive. Refers to VI productions designed for conmunication
applications in which viewers can nmake deci si ons pronpted by
choices offered in the programwhich trigger further information
and feedback to be presented.

Interactive Videodisc System (IVD). A visual nediumfor
i nstructional delivery that enploys the integration of videodisc

Encl osure (1)
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or conpact disc with conputer technol ogies to provide a high
degree of interaction between the student and the instructional
program |VD uses a conputer driven videodisc or conpact disc

pl ayer to randomy access sel ected sequences of franes to present
visual |y based interactive courseware.

| nt eragency Support. Support provided by a Mlitary Departnent
or Federal agency for another Mlitary Departnent or Federal
agency.

| nventory Control Point (I1CP). An organizational unit or
activity which is assigned the primary responsibility for the
mat eri al managenment of VI material, products, productions, and
records. Material inventory nmanagenent includes catal oging
direction; requirenments conputation; procurenent direction;

di stribution managenent; disposal direction; and, generally,
rebuil d direction.

Joint-Interest Production. A VI production in which each of two
or nore DoD Conponents share sone degree of interest, contribute
support and intend to use.

Joint Visual Information Services (JVIS). VI services operated
and mai ntai ned by a DoD conponent to support nore than one DoD
or gani zat i on.

Life cycle nmanagenent. A nanagenent process that governs a
process or systemfrom conception to final disposition.

Linear. Refers to video editing in which each shot or scene is
recorded in sequence to create a conplete presentation. By
contrast non-linear video editing devices allow for scenes to be
sel ected in random order and then be assenbled el ectronically
into the final sequence.

Maj or Cl ai mant VI Managenent O fice (MCVIMO). A staff office at
the maj or clai mant managenent | evel, which prescribes and
requires conpliance with VI policies and procedures and revi ews
oper ati ons.

Mechanism A particul ar technique or technol ogy for inplenenting
a function.

M xed Media. A conbination of one or nore VI nedia and one or
nore non-VlI nedia, such as a filmstrip and acconpanyi ng printed
mat eri al .

Motion Media. A series of images, viewed in rapid succession

giving the illusion of notion, obtained with a notion picture or
vi deo caner a.

Encl osure (1)
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Multi media. A conbination of nore than one VI nediumused in a
si ngl e producti on.

Naval 1maging. The collection, processing, storage, retrieval
and exploitation of representations through photographic,

el ectronic or electro-optical nmeans in support of Navy m ssions
and tasks. The termincludes the DoD term "Visual Informtion."

Navy Conbat Canmera Program A uniform systematic, and
conprehensive |ife cycle managenment programto provide and insure
avai lability of conplete, accurate, tinely, and accessibl e visual
information records of United States naval mlitary operations
and activities for decision nmaking, historical and other uses.

Naval Visual Information Program (NAVIP). All of the Vi
functions individually or collectively in the NAVIP and their
processes and el enents, including products, services, resources,
organi zations, and information, and their governing and

control ling mechani sns.

Oficial NAVIP I magery. All photographic and vi deo images,
regardl ess of the nediumin which they are acquired, stored, or
di spl ayed, that are recorded or produced by persons acting for or
on behalf of NAVIP activities, functions, or m ssions.

Oiginal. The initial photographic image, photographic or
magneti ¢ sound recording, or video recording as conpared wth
subsequent stages of duplication. Frequently referred to as
record (VI) material.

Oper ational Docunentation (OPDOC). VI COMCAM docunent ati on of
activities to convey information about people, places and things.
It is general purpose docunentation normally done in peacetine.

(See "VI Docunentation").

Optical Instrunentation. Use of optical systens, coupled with
phot ographi c or tel evision recording devices that may include
audio, to record scientific and engi neeri ng phenonena for
measurenent and analysis. It may include the recording of data
to correlate optical images to tinme or space positions, or other
engi neering data.

Performers. Persons who play dramatic roles, narrate (on or off
screen), pose or otherw se performin VI productions.

Permanent VI Record Material. Those VI products which docunent

t he organi zation, functions, policies, procedures, personalities,
essential transactions, and significant m ssion and support
activities of the DoD, a DoD Component, or a subordinate el enent

Encl osure (1)
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thereof. Includes those VI products containing information that
i's unique in substance, arrangenent or manner of presentation;
depi cting phenonena; utilizing or depicting new technol ogy;
representing an advance in the state-of-the-art; and/ or having
current or potential value froman historical perspective.

Phot ography. The process or art of rendering optical inages on
sensitive surfaces by electronic or chem cal action stimnmulated by
light or other forns of radiant energy such as X-rays or infrared
radi ati on.

Pl anning. The process of plotting or designing a schene of
arrangenents of nethods, actions or procedures to be inplenented
to acconplish a project or defined purpose.

Preprint Material. For notion picture, all original picture and
sound material, organized in finished, synchronized form as
matrices for the reproduction of projection prints directly from
"A" and "B" rolls or froman internegative. (The equivalent in
video is the edited naster.)

Production Costs. All direct and indirect costs incurred from
the tinme of activation through approval of the first acceptance
copy of the production. This does not include the cost of copies
for distribution.

Production Files. The textual records which pertain to each VI
producti on.

Proprietary VI Production. A conpleted VI production, including
| VD, acquired froma proprietary source, either profit or
non-profit. 1Includes commercial VI productions.

Rel eased. Refers to the determ nation nade by the NAVIP that a
NAVI P VI product is authorized to be provided to the public.

Reproduction. The making of copies froman earlier generation of
VI materials. It includes all copies beyond the original or
mast er copy.

Retrieval. The processes associated with recovering or

wi thdrawing VI materials frominterimor archival storage or
filing.

Sem -current records. Records, not qualifying as current
records, required so infrequently in the conduct of current
busi ness that they should be noved to, and maintai ned by, a
records center.

Tangi bl e Audi ovi sual Based End-itens. The NAVIP VI Products

Encl osure (1)
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resulting fromacconplishing the NAVI P

Techni cal Advisors (TA). Conponent or agency representatives
havi ng detail ed knowl edge of the subject matter of a Vi
production requested by a Conponent or Agency. The TA is
assigned to assist the production activity by ensuring technical
accuracy of a production script and the production itself.
Additionally, the TA, with the command representative and the
production activity's project officer, is responsible to arrange
for production |ogistic support (personnel, facilities and

equi pnent) .

Techni cal Docunmentation (TECDOC). VI docunentation (with or
wi t hout sound as an integral docunentation conmponent) of an
actual event made for eval uation purposes. Typically, TECDOC
contributes to the study of human or nechani cal factors,
procedures, and processes in the fields of nedicine; science;
| ogi stics; research, devel opnent, test and eval uation;
intelligence; investigations; and arnmanent delivery.

Techni cal Gui dance. Specialized or professional guidance and
direction exercised by an authority of the naval establishnent in
technical matters.

Techni cal Report. A VI report. An assenblage of TECDOC (stil
or notion nedia) to report on a single mssion or project-rel ated
event.

Vi deo. Electronic recording and pl ayback of inmagery.

Vi deogr aphy. Recordi ng, processing, or displaying visual imgery
el ectronically.

Visual aid. A type of VI product in any of the audiovi sual based
formats designed to hel p communi cate i nformation.

Visual Information (VI). Use of one or nore of the various
visual nmedia with or without sound. VI includes still

phot ography, notion picture photography, video recording with or
wi t hout sound, graphic arts, visual aids, nodels, displays,

vi sual presentation services, and the support processes.

Vi sual Information System Equi pnent or a group of equi pnent
conponents (including Interactive Video Disc and/or visually-
based equi pnment) which perfornms a VI function, produces a VI
product, or provides a VI service.

VI Activity. An organizational elenent or a function within an

organi zation in which one or nore individuals are classified as
VI, or whose principal responsibility is to provide VI services.

Encl osure (1)
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VI activities include those that do the follow ng:
a. Expose and process original photography;

b. Record, distribute, and broadcast electronically (video
and audi 0);

c. Reproduce or acquire VI products;

d. Provide VI services,;

e. Distribute or preserve VI products;

f. Prepare graphic artwork;

g. Fabricate VI aids, nodels, and displays;

h. Provide presentation services or nmanage any of these
activities.

VI Distribution. The cataloging and distribution process of the
central distribution activities and the | oan operations of field
VI libraries.

VI Docunentary Activity. The process of objective factual
capture and recording of events or activities using audi ovi sual
based i nagery and audi o.

VI Docunentation (VIDOC). Modtion media, still photography, and
audi o recording of technical and non-technical events, while
occurring, and usually not controlled by the recording crew

VI DOC enconpasses COMCAM OPDOC, and TECDOC

VI Equi pnent

a. Production. Itenms used for the recording, producing,
reproduci ng, processing, broadcasting, editing, distribution,
exhi biting, and storing of VI. Includes professional still,
notion picture and video caneras; editing equi pnent, telecine
equi pnent, audi ot ape and cassette duplicators; conputer generated
graphi cs systens; filmand paper processing equi pnent
phot ographi c printers.

b. Non-production. Itens used to nmaintain, repair, store,
retrieve, exhibit or otherw se provide for the use of Vi
products. Includes videotape/disc players and tel evision

monitors; interactive video equipnent; slide, filmstrip;, notion
pi cture, overhead, opaque and vi deo projectors.

c. Oher. Wien itens that could otherwi se be identified as

Encl osure (1)
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VI equi pnent are an integral part of a non-VI system or device
(exi sting or under devel opnent), they shall be managed as a part
of that non-VI system or device.

VI Facility. A building or a space within a building or shinp,
owned or operated by the Federal Governnent, that houses an
authorized VI activity. Transportable or portable VI equipnent
(such as a video recording van or portable VI equi pnent used in a
tenporary housing) also shall be classified as a VI facility.

VI Functions. The individual VI processes of photography,

vi deogr aphy, graphic arts, VI production, duplication,

di stribution, records preservation, presentation and rel ated
techni cal services that support the NAVIP and its m ssions.

VI Library. A VI facility which |oans and mai ntains VI nedia and
equi pnent .

VI Managenent O fice (VIM). A staff office at the CNO nmajor
clai mant (MCVI MO), major conmand or other managenent |evel, which
prescri bes and requires conpliance with policies and procedures
and revi ews operations.

VI Materials. A general termwhich refers collectively to all of
the various VI still and notion filns, tapes, discs, or graphic
arts. Includes the original, internediate and master copies, and
any ot her recorded imagery.

VI Managenent O fice (VIM). A staff office at the conponent
headquarters, major conmmand or equival ent, or at other managenent
| evel s which prescribes VI policies and procedures and revi ews
and oversees its portion of the NAVIP

VI Personnel. Personnel possessing professional and technical
know edge, skills, and qualifications to performor support the
VI functions.

VI Production. The process of conbining or arrangi ng any
separate audi o or visual product(s) in continuity in a self-
cont ai ned, conplete presentation that is devel oped according to a
plan or script for conveying information to, or communi cating

wi th, an audience. A VI product is also the end item of the
production process. The special kind of VI production that

conbi nes notion nedia with sound is further defined as "AV

production.” Used collectively, VI production refers to the
functions of procurenent, production, or adoption from al
sources; i.e., in-house or contract production, off-the-shelf

pur chase, or adoption from another Federal agency.

VI Products. VI nedia elenents such as notion picture and still
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phot ogr aphy (photographs, transparencies, slides and film
strips), video and audi o recordings (tape or disc), graphic arts
(i ncludi ng computer generated products), nodels, and exhibits.
The "VI production” is a unique formof VI product and usually is
addr essed separately.

VI Records. VI materials, regardless of format, and rel ated
textual records produced by the NAVIP

VI Records Center. A facility, specially designed and
constructed, for the |lowcost and efficient storage, and
referencing and retrieval of VI records pending their ultimte
di sposition.

VI Report. VI docunentation assenbled to report on a particul ar
subj ect or event.

VI Resources. The personnel, facilities, equipnent, products,
budget s, and supplies which conprise the NAVIP

VI Services. Those actions of the NAVIP that:
a. Result in obtaining a VI product;

b. Support the preparation of a conpleted VI production such
as phot ographi ng, processing, duplicating, sound and vi deo
recording, instrunmentation recording, filmto video transferring,
editing, scripting, designing, and preparing of graphic arts;

c. Support existing VI products such as distribution and
records center operations;

d. Use existing VI products, equipnent, equipnent
mai nt enance, and activities to support other functions such as
proj ection services, operation of conference facilities,
vi deo-tel econferencing, or other presentation systens.

VI Support Center (VISC). The VI activity that provides general

support to all installation, base, facility or site organizations
or activities. It may include: notion picture, still photo,
tel evision and audi o recordi ng for non-production docunentary
pur poses, their |aboratory support, graphic arts, VI library and

presentation services.

VI System  Equi pnent or a group of equipnent (including |IVD
and/ or visually based equi pnment) which perforns a VI function,
produces a VI product, or provides a VI service.
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VI SUAL | NFORVATI ON (VI) PRODUCTI ON PROCEDURES
Gener al

1. The benefits of a visual information (VI) production nust
justify its costs. Qher forns of communi cation, such as
panphl ets, periodicals or briefings my be as effective and are
often less costly comuni cation alternatives.

2. The Production Decision Logic Table (P-DLT) is an online
interactive nedia selection application that will assist in
deciding if the VI production nmediumis the best choice for
conveyi ng your nessage. The Defense Automated Visual |nfornmation
System (DAVIS) is an on-1ine database of various DoD VI
productions that may satisfy your requirenments. DD 1995 is the
of ficial docunment used to request a new VI production as well as
the life cycle record of the production. DD 1995 nust be
approved by the Ofice of Primary Responsibility (OPR) and
val i dated by the Major d aimant Visual |nformation Managenent
Oficer (MCVIMD and/or Chief of Naval Operations (NO9Cl) prior
to commencenent of any production work by a VI production
/contracting activity.

3. There are specific limtations and gui dance on the content of
all VI productions. Special consideration nust be given to |egal
cl earances and to the copyright process. Policy on post-
production procedures, control, replication and use of VI
productions as well as on public exhibition and sal e nust be

cl osely adhered to.

4. Al VI productions nust be regularly reviewed to deternmne if
they are current in order to remain in the Navy's inventory.

This is an inportant part of the life cycle managenent of VI
producti ons.

Section A — VI Production Planning Requirenments

1. Needs and Assessnents

The acquisition of a VI production may be authorized only when it
has been determ ned that the production is the nost effective
means of conmunicating to the intended audience. |In making this
decision, all relevant factors nmust be considered including but
not limted to: conmmunication objective; target audi ence;
production costs; |life span of the production; frequency of use;
met hod, |evel and cost of distribution; and conpatibility with

ot her existing prograns.
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2. Defense Automated Visual Information System (DAVIS)

a. Before formally requesting a new VI production, the OPR
i.e., requesting official shall conduct a search of the DAVIS
dat abase to determine if VI productions that satisfy the OPR s
communi cation requirenents already exist. The DAVIS can be
accessed via the Internet at http://dodi magery.afis.osd. ml.
Exi sting Navy and other DoD VI productions can be ordered on-line
through the DAVIS. On-line orders are submtted to the Joint
Visual Information Services Distribution Activity (JVI SDA) for
di rect shipnment to the custoner.

b. Commercial off-the-shelf VI productions that support
| ocal, major claimnt or Navy-w de requirenents nay be purchased
by the OPR wi t hout MCVI MO or CNO (NO9Cl) validation. However, a
DAVI S search is required to ensure that conpleted Navy or other
DoD VI productions that may satisfy the requirenents do not
al ready exist. The DD 1995 is not required.

3. Production Decision Logic Table (P-DLT) Conpletion. [|If VI
productions that would satisfy the OPR s comruni cation

requi renents do not exist, the OPR shall conplete the P-DLT. The
P-DLT is an on-line interactive aid to determne if the VI
production nmediumis the appropriate nmeans to communi cate the
nmessage. Access the P-DLT at http://dodi magery. afis.osd. m|.

Section B - VI Production Approval and Validation

1. Visual Information Production Request and Report Interactive
DD 1995, (RCS: DD PA(AR)1381(3104)appl i es)

a. |If the P-DLT indicates use of the VI production nmediumis
appropriate, the OPR shall conplete a DD 1995 to initiate a new
VI production request. The DD 1995, with instructions, can al so
be accessed on-line at http://dodi magery.afis.osd.ml. The OPR
shal | conplete section | of DD 1995 for subm ssion to their
MCVI MO for review, validation and determ nation of production
category. A list of MCVI MO can be accessed on-line at
http://ww. nedi acen.navy. m|/vi. Section Il is conpleted by the
MCVI MO or by CNO (NO9Cl), and section Ill by the assigned Vi
production or contracting activity.

b. VI productions shall be identified in two categories:
(See appendi x A).

(1) Local Productions. These productions support the
specific needs of a |ocal command/activity and have no purpose
beyond | ocal use. Total direct production costs shall not exceed
$50, 000. They shall be approved by the | ocal OPR and vali dated
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by the MCVI MO who will issue a Production Approval Nunber (PAN)
DAVI S entry of the DD 1995 is not required. Any production that
has val ue or purpose beyond | ocal use shall be classified as

O her than Local Production.

(2) Oher than Local Productions. These productions
i nclude those with claimant-w de, Navy-w de, or DoD-w de
di stribution, application or interest. Total direct production
costs shall not exceed $100,000 wi t hout approval of AFI S/ DVI
They shall be approved by the OPR at the Major Cainmant |evel and
subsequently reviewed by the MCVIMO.  CNO (NO9C1l) will validate
t he production by issuing a Production Identification Nunmber
(PIN), and will assign the production to an authorized VI
activity. DAVIS entry of the DD 1995 is required.

Section C — VI Production Assignnent/Acqui sition/ Revalidation

1. MCVIMO may assign Local Production requests to authorized
visual information production activities within their claimncy
for in-house production or may request contract acquisition

t hrough the Naval Media Center at http://ww. nmedi acen. navy. ml .
CNO (N®OC1) will assign all OQther than Local Production requests
to either the Naval Media Center for production or contracting,
or to a VI production activity authorized to produce in-house

O her than Local Productions.

2. Al VI Productions shall be revalidated by the OPR when:

a. An approved production is not conpleted within one year
of script approval; or

b. Wen direct production costs exceed the original
production estimated dollar threshold by 10 percent.

3. The Naval Media Center is the single activity within the DON
authorized to contract for VI productions. Exceptions to this
contracting policy are approved by CNO (NO9Cl) on a case-by-case
basi s when:

a. |In research, devel opnent, technical, and eval uation
contracts, the production is a provision of the contract for
status reporting;

b. In mxed nedia contracts, the non-VI material (such as
print) will cost nore than 50 percent of the total contract cost;

c. In curriculumdevel opnent contracts, the requirenment wl|
justify the award of the contract to a qualified curricul um
devel opnent contractor, rather than a VI producer, unless the
cost of the VI production exceeds 50 percent of the total
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contract cost for an individual curricul um

d. In recruiting prograns, the VI productions are integral
to an overall advertising agency contract;

e. I n purchasing production services to augnment in-house
production capabilities, the cost of services is |less than 50
percent of total contract cost for an individual production;

f. Productions nmade by an i n-house VI production activity
whi ch has been converted to Government Omed Contractor Operated
(G0CO contract following a Cormercial Activities Cost Analysis.

Section D - Limtations on VI Productions

1. Al VI productions nust be identified with either a
Production Approval Nunber (PAN) or a Production lIdentification
Nunber (PIN) in addition to the title and classification of the
producti on.

2. Any security classification or other restrictions nust be
annotated and be explicit.

3. Producti ons shall not contain material which:

a. |s unfavorable or undignified in the portrayal of Navy
per sonnel unl ess essential to the purpose of the production;

b. Inplies endorsenent of conmercial products or services by
i ntroduction of trademarks, |abels, distinctive packaging, or
references to trade or brand nanes;

c. Pronotes an individual, activity or organi zation, or
provi des forunms for opinions on broad subjects w thout reference
to specific prograrns;

d. Is inaccurate or inconpatible with Navy or DoD policies
or doctrine; or

e. Discrimnates or appears to discrimnm nate agai nst
i ndi vidual s on the basis of gender, race, creed, nationality,
age, or religion.

4. Navy activities shall not produce or support VI productions
used to influence pending legislation or to pronote the status of
various industries.

5. Production titles, regardl ess of category, shall describe
the subject matter. Screen credits shall be Iimted to those
prof essional VI personnel who actually participated in the
producti on.
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Acknowl edgnment of inportant personalities such as senior Navy
officials, Medal of Honor recipients, or services provided by
supporting organi zations is perm ssible.

6. All Navy enpl oyees are prohibited fromplaying dramatic
roles, narrating or acting in VI productions except when:

a. They are performng their jobs or reenacting tasks
related to their jobs; or

b. Successful conpletion of the production depends on the
avai lability of specialized skills or technical know edge not
readily available from professional acting or narration sources
or which cannot be conveyed in a prepared script.

7. Navy personnel shall not be used as perforners when health or
safety hazards exceed those normally encountered in the
per formance of their jobs.

8. Actors who appear as Navy personnel in VI productions nust
conformto U S. Navy Uniform Regulations and mlitary groom ng
st andar ds.

Section E - Legal Rel eases

1. The VI activity assigned production or contracting
responsibility is responsible for ensuring that all |egal

rel eases associated with the production are obtained, and if
applicable, any additional rights granting public clearance/sal e,
i ncluding public access to Internet web sites.

2. The Navy nmust not violate laws that protect an individual's
privacy and property frominvasion. Signed release forns are
required from persons, who either appear in, or whose voices are
used in a production, and from persons whose mnor children, real
estate, or private property appears in a production. No rel ease
is required fromactive duty mlitary personnel, including

m dshi pnen of the U S. Naval Acadeny or DoD civilians perform ng
their official duties.

3. Under nost circunstances, an individual's expectation of
privacy changes with the situation. Releases should be obtained
fromthose persons depicted in comonpl ace, secluded, or
unspectacul ar situations. Newsworthy or public events provide
little if any expectation of privacy and therefore do not
necessarily require releases (i.e., if an individual is part of a
crowd, no release is required). Conversely, when an individual is
a central figure in a scene, a release is required regardl ess of
the brevity of the scene.

4. Copies of all legal releases shall be maintained in the
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of ficial production file. (See appendix B)

Section F - Copyright C earances

1. Separate clearances. Al proprietary material including
nmusi ¢, audi o recordings and visual products require the
fol | ow ng:

a. Any VI production activity that acquires, records or
duplicates proprietary material shall insure that all witten
perm ssion is obtained for all elenents. Possession of the
source material does not confer any right to reproduce, transfer,
or otherwi se use or performthe material, either in whole or in
part. Before using, the VI production activity shall acquire
fromcopyright holders or their agents, licenses sufficient for
the uses for which the product is intended. The VI production
activity shall prepare source docunents of all proprietary
mat eri al including those granting its use, and place themin the
of ficial production file;

b. VI production activities should acquire clearances that
convey to the Government the perpetual rights to duplicate,
di stribute, publish, exhibit, use, or transmt all or any parts
of the music, audio recording or visual products incorporated in
the production for which the |icense was acquired, or in any
future use incorporating a part of the whole of the production;
and

c. Contain statenents that the conveyed license rights
shal | benefit the United States Governnment, and its officers,
agents, servants, and enpl oyees, when acting in their official
capacities, and any other persons |awfully reproducing, distrib-
uting, exhibiting, or otherwi se using the production or any
portion thereof for which the |license was acquired.

d. Copyright and Copyright Infringenent. As a general
rul e, works subject to copyright protection nay not be copi ed
wi t hout pernission of the copyright owner. Copying includes the
reproduction of copyrighted works in copies of phonorecords; the
preparation of derivative words based upon the copyrighted work;
the distribution of copies or phonorecords of the copyrighted
work to the public by sale or other transfer of ownership, or by
rental, |ease or |ending;, performance of the copyrighted work
publicly; displaying the copyrighted work publicly, including the
di spl ayi ng of individual imges froma notion picture; and
perform ng a copyrighted sound recording publicly by neans of

digital audio transm ssion. For exanple, literary, nusical,
graphic, pictorial and audi ovi sual works of authorship as well as
notion picture and sound recording are subject to copyright. |If

t he copyright owner's perm ssion has not been obtained, the
copying is unauthorized and results in copyright infringenent.
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The Governnent is liable unless one of the |limtations on
exclusive rights applies. Currently, these limtation are fair
use, 17 USC 107; reproduction by library and archives, 17 USC
108; transfer of particular copy or phonorecord, 17 USC 109;
certain performances and displays, 17 USC 110; secondary

transm ssions, 17 USC 111; and epheneral recordings, 17 USC 112.
These limtations are highly technical and are subject to
congressional nodification and evolving judicial interpretation.
Therefore, a decision regarding the applicability of any
[imtation should be made, by an attorney know edgeable in
copyright law, or by Chief of Naval Research per SECNAVI NST
5870. 5.

e. Fair Use. Section 107 of the Copyright Act of 1976
"Fair Use" allows, with some provisions, the reproduction of
copyrighted work for such purposes as news reporting,
schol arshi p, research, teaching (class roomuse) or criticism
When applying "Fair Use" consideration nust be given to
determ ni ng whether or not a particular use is fair, the purpose
and character of the use including whether such use is of
commercial nature or is for nonprofit educational purposes, the
nature of the copyrighted work, the anmount and substantiality of
the portion used in relation to the copyrighted work as a whol e,
and the effect of the use upon the potential market for or val ue
of the copyrighted work. It is inportant to note that the
di stinction between "fair use" and infringenment is not easily
defined and there is no specific nunber of words, lines, or notes
that may safely be taken without perm ssion. "Fair Use" may be
applied to the followng VI functions or uses provided that the
materials are not incorporated into an AV/ VI Production,
reproduction for distribution, or incorporated into pernmanent or
repetitive publications, briefings, technical reports, or
course/class roomcurricul a.

(1) I'mrediate requirenments supporting current
operations, contingencies, intelligence, command and
control / managenent information center or CVIC briefings.

(2) Short term (generally not to exceed 45 days)
eval uation for formal training courses or class room environnents
authorized in official guidance issuance's

f. Copyright Advice. |1t can not be over enphasized that
copyright infringenment is a serious matter and can result in
significant cost and or enbarrassment to the Navy. Legal advice
and revi ew nmust be obtained for questions as to whether a
particular work is protected by copyright, or whether a
particul ar use would be infringenment, as well as, all other
guestions related to copyright as descri bed above.

g. For additional information on copyright responsibilities,
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consult the following, http://onr.navy. ml/sci_tech/ip.htm

Section G — Post Production Procedures for VI Productions

1. Al updates to the DD 1995, relative to the VI production
process, is the responsibility of the assigned VI production or
contracting activity.

2. Al VI productions nust be supported with a production file
containing all associated docunents including the initial DD
1995, production contracts, scripts, |egal clearances, nusic and
tal ent rel eases, public clearances, distribution plan, other
docunents that relate to the origin, release and ownership of the
production, and any other docunents necessary for the proper
identification, retrieval, rel ease and use of the VI production.
(See appendi x B)

3. Master records, i.e., video masters and production files, for
all Local Productions shall be retained at the |local |evel as
specified in reference (c) chapter 5. Local Productions that nay
have potential major claimnt or Navy-w de val ue, shall be
coordinated with the OPR If the OPR concurs, they will prepare
a DD 1995 for submission to CNO (NO9C1l), via their MCVIMO, for
val i dati on

4. O her than Local Production master records shall be forwarded
by the assigned VI production activity to the JVISDA wthin
ni nety days of OPR acceptance of the conpl eted production.

5. Destruction of VI productions and related production files is
prescri bed by reference (c).

SECTION H - Replication and Distribution of VI Productions

1. Only VI production activities are authorized to replicate VI
productions within the guidelines of this instruction and in
accordance with copyright laws. Altering, editing or replicating
any portion of a DoD VI production is prohibited without the
express, witten perm ssion of the OPR

2. Adistribution plan shall be prepared for all Oher than
Local Productions by the OPR subsequent to the acceptance and
conpl etion of the production, and forwarded directly to the

JVI SDA. The plan shall include the total nunber of copies
required, (including 20 additional copies for stocking

repl eni shnent), distribution format(s), and the proposed

di sposition of each copy. Al copies nust be |abeled to indicate
whet her the production has been cl eared for public exhibition.
Copi es, of Oher than Local Productions, will be distributed by
t he JVI SDA, which shall ensure that the distribution data is
entered in the DAVIS (Section |V DD 1995). Exceptions to JVI SDA
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di stribution may be authorized by CNO (NO9Cl) on a case-by-case
basis. In addition, the JVISDA serves as the Navy's Inventory
Control Point (1CP) and accounts for all copies of Qher than
Local Productions that have been distributed as well as those in
st ock.

3. Local Productions are distributed directly to the | ocal
command or custoner activity.

SECTION | - Public Exhibition and or Sale of VI Productions

1. Public clearance review, as prescribed by reference (e), is
to determine if a production’s content is appropriate, and if any
associ ated contracts, releases, etc. allow for public
exhibition/sale. As the distribution of VI productions may be
limted by | egal releases, approval for public exhibition and/or
sal e of unclassified Navy VI productions is a two-step process
and shall be initiated by the assigned VI production/contracting
activity, or the Ofice of Primary Responsibility.

a. The assigned activity shall exam ne the production file
and review all contracts and or agreenents to determne if the
production is free fromany |l egal and or copyright encunbrances
that woul d preclude public exhibition and/or sale. (See sections
D, E, Fand G)

b. Subsequent to the contracts/agreenents review, the
production/contracting activity shall submt to CNO (NO9Cl) a
conpl eted copy of Appendix D, and a VHS copy of the production
bei ng recomended for public exhibition/sale. NO9CL wil
coordi nate content review with the Chief of Information.

2. Exhibition Categories

a. Cleared for Public Exhibition and Sale: Those
productions granted public clearance by CNO (NO9Cl). They are
unconditionally releasable to the public and have no | egal or
security restrictions. These productions may al so be avail abl e
for sale to the public through the National Technical Information
Service, http://ww.ntis.gov.

b. Not Cleared for Public Exhibition and Sale: This
designation is for those producti ons whose perfornance, display,
exhi bition, use, reproduction, distribution, public sale or
di sclosure are limted by one or nore of the follow ng; security
classification; rights retained by copyright owners or talent;
statutory grants; agreenents; privacy rights or that it portrays
t he Navy unfavorably.

c. Cleared for Non-Profit Public Exhibition Only: This
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designation is for those productions that have been cleared for
only what are specified and | egal encunbrances restrict its sale.

3. Al releases and cl earances nust be included as part of the
of ficial production file. The assigned production activity shal
ensure that this action is conpleted. Navy VI productions that
have been cleared for release to the public shall not be
distributed to the public until all releases and | egal cl earances
are provided to the JVI SDA

4. The JVISDA, acting as the Navy's ICP, refers all requests
fromthe public for cleared Navy VI productions to the National
Techni cal Information Service, http://ww.ntis.gov or in the case
of Foreign Mlitary Sales, to the Education and Training Security
Assi stance Field Activity as appropriate.

5. Requests for VI productions under the Freedom of |nfornmation
Act and the Privacy Act require separate clearances. See
SECNAVI NST 5720. 42F and SECNAVI NST 5211. 5D

Section J - Currency Review of VI Productions

1. Al current O her than Local Productions are reviewed for
content 5 years after initial distribution and every 3 years
thereafter by the OPR.  The JVISDA will notify the OPR when
reviews are required.

2. The followng review criteria shall be used.

a. Non-current shall be declared when the production no
| onger reflects current policy or procedures and does not neet
the criteria for historical. The followng criteria shall be
appl i ed:

(1) Content is at variance with current Navy, DoD or
ot her Federal Governnent policy and or program objectives;

(2) Equi prent, techniques, tactics and procedures are
out dated and continued use will present erroneous or m sl eading
i nformation; or

(3) The production presents discrimnatory material or
inplies racial, ethnic or gender stereotypes unless such materi al
is essential to the purpose of the production.

b. Hi storical shall be declared if the production no |onger

reflects current polices and procedures, but docunents an
hi storical Navy event. The following criteria shall be applied:
(1) The production docunments an inportant Navy canpai gn
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or operation in a foreign country;

(2) Docunents an inportant cerenony or event, which may
i ncl ude distinguished mlitary or civilian personnel; or

(3) Docunents the use and depl oynent of equi pnent,
aircraft, ships or weapons systens devel opnent.

3. To report currency review status, the OPR nust conplete the
Currency Review Report (enclosed with the OPR notification
letter) and return to the JVISDA via NO9Cl. Failure to respond
to this currency review within 90 days after notification wll
result in the productions being declared non-current and renoved
fromthe Navy's distribution system

4. Before each exhibition of a production that has been decl ared
hi storical, the audience should be inforned that the production
does not reflect current Navy or DoD doctrine, policy or

pr ocedur es.
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SUMVARY OF VI

Appendi x A

MANAGEMENT RESPONSI BI LI TI ES

PROCUREMENT, PRODUCTI ON, REPLI CATI ON AND RECORDS

PROCUREMENT OR OFF- THE SHELF PRODUCTI ONS OFF- THE- SHELF PRODUCTI ONS
PRODUCTI ON PROCUREMENTS SUPPORTI NG A PROCUREMENTS SUPPORTI NG
REQUEST SUPPORTI NG A LOCAL COMVAND SUPPORTI NG OTHER THAN
LOCAL COMVAND OTHER THAN LOCAL COMVANDS
LOCAL COMVANDS
DAVI S SEARCH REQUI RED REQUI RED REQUI RED REQUI RED
DD FORM 1995 N A REQUI RED N A REQUI RED
DAVI S ENTRY N A N A N A REQUI RED
APPROVAL LOCAL OPR LOCAL OPR MAJOR CLAI MANT MAJOR CLAI MANT
OPR OPR
PUBLT C N A SECNAVI NST N A SECNAVI NST
EXH BI TI ON 5720. 44A 5720. 44A
PROCUREMENT PROCUREMENT BY PAN | SSUED BY PROCUREMENT BY | PIN I SSUED BY
R LOCAL OPR MCVI MO WHI CH LOCAL OPR CNO NO9C1 WHI CH
PRODUCTI ON VALI DATES THE VALI DATES THE
VALI DATI ON PRODUCTI ON PRODUCTI ON
PRODUCTT ON N A AS REQUI RED N A AS REQUI RED
MEDI A
I N- HOUSE N A NOT TO EXCEED N A NOT TO EXCEED
PRODUCTI ON $50, 000 DI RECT $100, 000 DI RECT
COSTS PROD COSTS PROD COSTS
CONTRACT * N A NOT TO EXCEED N A NOT TO EXCEED
PRODUCTI ON $50, 000 DI RECT $100, 000 DI RECT
COSTS PROD COSTS PROD COSTS
DI STRI BUTT ON N A N A N A APPROVED BY
PLAN OPR
gggBEg OF AS REQUI RED AS REQUI RED AS REQUI RED AS REQUI RED **
| E
REPLI CATT ON N A VI PROD N A VI PROD
ACTIVITY ACTIVITY OR
JVI SDA
DI STRI BUTT ON N A VI PROD N A JVI SDA
ACTIVITY EXCEPTI ONS ***
POST N A UPDATE DD 1995 N A UPDATE DD 1995
PRODUCTI ON PRODUCTI ON PRODUCTI ON
FI LES/ FI LES/
PRODUCTI ON PRODUCTI ON
VEDI A/ VEDI A/
SECNAVI SNT TO JVI SDA
5212. 5D
CURRENCY N A LOCAL OPR N A MAJOR CLAI MANT
REVI EW OPR/ JVI SDA
RECORDS N A SECNAVI NST N A OPNAVI NST
MANAGEMENT 5212. 5D 3104.5
NOTE: Direct production costs (in-house or contract )include all direct

expenses that can be identified with a specific production fromits activation

through its conpletion. Replication and distribution costs should not be
i ncluded as direct costs. *The Naval Media Center is the single activity
within the DON authorized to contract for VI productions. **20 additiona
copies to be stocked at JVISDA. *** As authorized by CNO (NO9Cl).

VHS
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Appendi x B
VI PRODUCTI ON FI LES
This is an inclusive list of itens that relate to the origin,
ownership and rel ease of Navy VI productions which are used to
performlegal, security and public clearance reviews.

1. Paper copy of Interactive DD 1995.

2. "Menoranduns for the Record"” of neetings, correspondence, e-
mai |, phone calls or other significant events.

3. Copies of all contracts and nodifications to contracts (if
appl i cabl e).

4. Copy of the master "shooting" script.

5. Signed prelimnary and final OPR review and approval
docunents for script and production.

6. Signed talent release for narration (if applicable).
7. Signed talent release for actors (if applicable).

8. Signed personal property release (if applicable).

9. Misic and/or audio releases (if applicable).

10. Visual inmagery releases (if applicable).

11. Distribution plan.

12. Legal review docunents (if applicable).

13. Public clearance docunents (if applicable).

14. Security downgrading instructions (if applicable).

Encl osure (2)
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VI ACRONYMS
1. CH NFO Chief of Information
2. DAVIS Def ense Autonated Visual Infornmation System
3. GOCO Gover nmrent Omed Contractor Qperated
4. |1CP | nvent ory Control Point
5. JVI SDA Joint Visual Information Services
Distribution Activity
6. MCVI MO Maj or Cl ai mant Vi sual Information Managenent

Ofice
7. NAVMEDI ACEN Naval Medi a Center

8. OPR Ofice of Primary Responsibility
9. PAN Production Approval Nunber

10. PI'N Production Identification Nunmber
11. P-DLT Production Decision Logic table

Encl osure (2)
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Appendi x D
Revi ew of Navy (VI) Productions Intended for Public Exhibition

Revi ew of contracts and or agreenents is the first step in the
cl earance process of VI productions intended for public
exhibition. This revieww || determne if a production is free
fromany | egal/copyright encunbrances that would preclude public
exhibition. This reviewincludes nusic, audio effects, stock
visual /footage (formartist/agents), talent rel eases (actors/
narrators), or any other elenents identified as requiring a
contractual and or agreenent review

PI' N

TI TLE

Part |: To be conpleted by OPR or VI production/contracting
activity

| f you have releases / licenses for the itens |isted bel ow,
pl ease mark appropriately:

Yes NA
Tab A  Personal appearance rel ease(s) -
Tab B Personal property rel ease(s) -
Tab C Li censes for copyrighted nusic -
Tab D Licenses for copyrighted audio materi al -
Tab E Li censes for copyrighted visual materi al o
| have reviewed all releases, |icenses and or contracts granting

the Navy use of copyrighted nmusic, audio and visual materials,
and there are no encunbrances preventing this production from
being cleared for public exhibition, except as noted below. This
production does not contain material that inplies endorsenent of
comerci al products or services by the introduction of

trademar ks, |abels, distinctive packaging, or references to trade
or brand nanmes in the narration, dialogue or titles.

Pr oducti on Conmment s:

Si gnat ur e: Dat e:

Encl osure (2)
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Part 11: To be conpleted by CNO (NO9C1)

Cont ent Review of Navy (VI) Productions Intended for Public
Exhi bition

Cl eared for Public Exhibition: Yes No

Cont ent Conmment s:

Si gnat ur e:

(Assistant for Naval Media NO9CL)
Dat e:

Encl osure (2)
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