[image: image1.png]


Chapter 6

 Running an

Effective FRG—Communications
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The dissemination of timely, accurate information is one of the essential tasks of the FRG. The use of the the Chain of Concern, or phonetree, was discussed in the previous chapter. It is one way of getting information to the soldiers and family members of the unit. This chapter outlines other means of get reaching FRG members.

Newsletters

Does the FRG Need a Newsletter?

The most important advantage of a unit newsletter is how it can affect the morale of soldiers and families. A well designed and written newsletter, especially during long deployments, can bring welcome news about the FRG and give families and soldiers a good feeling about themselves and the unit. It’s another way of communicating as a unit family—one of the essential ingredients. 
The purposes of an FRG newsletter include: 
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improving morale among soldiers and families,
· relaying information from the commander and FRG leadership,
· advertising upcoming FRG events,
· conveying concerns for soldiers and families,
· building camaraderie among FRG members,
· reducing social isolation,
· highlighting installation and community resources,
· reducing the stresses of military life, and
· improving family readiness.
What Kind of Newsletter Should an FRG Have? 

Often a single newsletter is published for the entire battalion, while some unit FRGs may prefer their own. A battalion newsletter is less costly, distributes news, and builds pride battalion-wide.
The FRG can publish newsletters through various means. 
	An official newsletter (using government printing and mailing):
	Other newsletters:

	· is restricted in content;
· is limited to eight pages, printed on both sides;
· can be produced and paid for with government funds; and

· must have the commander’s statement and signature.
	· are not restricted in content (can have ads, financial reports, etc.),
· are produced and paid for with FRG or personal funds, and

· are reviewed by the commander.


Keep in mind that the commander is the publisher of the FRG newsletter and, therefore, is the final authority on content. However, an FRG may opt to publish a newsletter at its own expense. In that case, the publisher is the FRG or a key FRG member. These newsletters are not as limited in content, but the information should always be in good taste, and they require the commander’s review. The commander reviews these newsletters to be certain that sensitive or mission-critical information is not included since this could compromise security and safety.

Official FRG newsletters may contain:
· notices from the FRG leader and commander;
· information on special events, such as the next FRG meeting and other activities;
· news of past FRG events;
· unit history, chain of command, and training schedule;
· information highlighting post agencies, such as ACS and community phone numbers;
· routine information, such as birth announcements, birthdays, marriages, anniversaries, arrival of new soldiers and families;
· local school information;

· government websites;

· recipes of any kind;

· original works (like poems) with a copyright release; and

· historical information.

Official newsletters published with appropriated funds cannot include the following items, as they are expressly prohibited:
· advertising for private business or commercial ventures,
· financial reports or dollar amounts (e.g., FRG fund reports or fundraising profit figures),
· political notices (e.g., mayoral elections, etc.),
· casualty or injury reports,
· copyrighted information without permission of the author (internet articles also require copyright releases), or
· professional sports scores.
For more information on this subject, see AR 360-81, the Official Mail Manual DoD 4525.8M (latest revision), and local policies on FRG newsletter publishing.

Getting Organized for the Newsletter

First of all, do some research. Does the unit want an FRG newsletter? Published at battalion or unit level? How often? What will the newsletter look like? How will it be paid for? Who will comprise the newsletter committee, and who will chair it? How will news features be gathered? How and where will the newsletter be reproduced and distributed? 
To begin answering all these questions, FRG leaders and commanders should meet to discuss the questions and develop a proposal. The next step might be to request a battalion steering committee meeting, at which the proposal can be presented and discussed. Decisions made here will provide the plan’s foundation.
If the decision is to go with a newsletter, a good next step is to visit the Directorate of Information Management (DOIM) on the installation to learn about post policies and procedures for official newsletters. While there, pick up the latest copy of their Memorandum of Instruction (MOI) on the subject. This MOI will answer a number of questions.
A newsletter committee is needed; check the FRG organizational structure (Figure 5, page 44) shown in Chapter 3 of this handbook. As shown, the committee should be headed by a chairperson, and ideally the chairperson will have experience with newsletters or similar publications. Additionally, the chairperson should have good people skills and the ability to coordinate the work to be done. 
The chairperson will need help, too—talented volunteers with skills in reporting, writing, keyboarding, editing, photography, art, design, and layout. Another key player is someone with experience using popular publishing and graphics software and scanners. The chairperson can identify members with such skills by canvassing the membership at an FRG meeting or by reviewing the file of FRG Information Surveys filled out previously, or both. Even without experience, talented FRG members can learn to produce a great FRG newsletter.

Be sure to coordinate with the family readiness liaison, who has duties relating to the newsletter. The FRL provides logistical support for newsletter publishing and provides up-to-date names and addresses for mailing.
Designing the Newsletter

What should the newsletter contain?

1. A masthead, which includes a logo, motto, and title unique to the unit. One easy way to get some great masthead designs is to have an art contest within the FRG, with prizes for the best two or three entries. All entries should incorporate the unit name, unit crest, motto, and other features unique to the kind of unit and the purpose of the newsletter.

2. An article by the commander or rear detachment officer on training, deployment news, etc.
3. An article by the FRG leader about past FRG events, steering committee actions, upcoming meetings, etc.
4. Columns by various FRG chairpersons (hospitality/welcome, special events, phonetree, newsletter, and other committees) featuring new families, departures, birthdays, anniversaries, upcoming FRG events, etc.
5. Special features, such as coping with separation and planning for reunion.
6. Other items.
7. The commander’s statement and original signature.
Editing

When materials have been gathered for the coming edition, it’s time for the newsletter steering committee to decide what will be included. The selected feature articles, together with photos, artwork, and captions, are ready to go to the talented and experienced editorial staff for careful reading and editing. They will examine each article for readability, substance, organization, style, and correctness. They will also correct any problems with scope, development, coherence, tone, voice, grammar, spelling, and punctuation. When they are finished, produce a “clean” copy, proofread, and then start laying out the newsletter. 

Copyright Laws

The newsletter committee needs to be aware of current copyright laws. Be careful when quoting from published works. Copyright law protects original material such as books and novels, poetry, recorded music, sheet music, photographs—anything that exists as a “tangible medium.” Printing any portion of an author’s published or unpublished work is a copyright infringement and subject to lawsuit. Permission to quote from any of the above named items requires permission from the author. Simply giving the author credit does not protect you from copyright infringement.

Some material falls into the category of “public domain,” for example, facts discovered in the course of research. You are free to use this kind of information as long as you express it in your own words.

Under the “fair use” rule of copyright law, you may make limited use of someone’s work without getting permission. This includes excerpting from a work to use in a review or criticism, summarizing an article with short quotes in a news report, and limited photocopying for non-profit education purposes. For more information, check the Law for All website at: www.nolo.com.

Layout

Layout means the arrangement of articles, columns, graphics, and photographs in the 
newsletter; the easiest way to layout a newsletter is with a computer and publishing software. The official newsletter must be on regular white bond paper and printed only in black ink; it may be up to 16 pages in length (8 pages front and back). Normally, the major headline items are placed on the first several pages; longer articles are continued on later pages. 
The layout may look something like this: 

· Page 1: masthead at top, important headline articles and photos of deployed soldiers, a recent FRG event, plans for an upcoming FRG event, Hail and Farewell Corner for new families and departing ones.
· Page 2: Commander’s Corner, FRG Leader’s Corner, birth announcements, birthdays, anniversaries, volunteer recognition.
· Pages 3-plus: News from each unit FRG (battalion newsletter). Committee reports. Self-help and reminder articles (e.g., on dealing with separation or the importance of keeping the FRG phonetree up to date). 
· Final page: This page must contain the mandatory commander’s statement and signature, which must be on the last page (not on a separate page). 
When the rough layout is complete, determine what “holes” exist and how to fill them, what the page count will be, and the overall look of the newsletter. 
Proofreading, Illustrations, Final Copy, and Pasteups

Once satisfied with the layout, the editors should proofread the newsletter again, correct any remaining errors (mostly cosmetic), and complete the newsletter. Also, scan and place photographs and graphics, and make sure the captions are in the correct locations, with the correct fonts. After another proofreading or two, consider any pasteups needed; some items may not scan well, so you may have to crop (trim) and paste them on the sheets with a glue stick. Make a few clean photocopies of the complete newsletter and take a copy to the FRG leader and commander for a final look. Any last changes should be purely cosmetic. 
At this point, the manuscript is in camera-ready form. The newsletter chairperson and one or two editors should perform a final check of the layout, fonts, alignment, continuations, illustrations, captions, etc. Finally, read through the newsletter again to be sure it is free of errors.
The original copy of the newsletter can then go to the commander for a last look and signature on the last page. 
Publishing the Newsletter

The policy for reproduction of newsletters varies from installation to installation. FRGs need to research local requirements. Reserve FRGs should follow the guidelines in USARC Regulation 608-1, 4-9.

Distributing the Finished Newsletter [image: image2.wmf]
When the print job is complete, the newsletter committee will need to fold the copies and affix mailing labels. Computer-generated labels for the FRG members will save time and effort. 
If there are many copies to mail to one or two zip codes (not including hand-delivered copies), consider using bulk mail, which significantly lowers the cost to mail the newsletters. Check with the post office for instructions. Ordinarily you will need to separate the copies by zip codes into bundles of 10 or more, and count to be sure you have at least 200 copies to bulk mail. If so, affix the local bulk mail permit number. Keep in mind that zip code bundles less than 10 each do not count in the bulk mailing and must have first class postage. Take the bundles to the correct post office for bulk mailing.
Some FRG newsletters may not be funded by the Army. Some units staple these newsletters (and even some official ones—to save money) to the soldiers’ LESs to make sure they take them home. This alternative is less trouble, but you have to expect that some spouses won’t see the newsletters. When the unit is deployed, newsletters should be mailed to all family members, including those who go home to stay with relatives while their soldiers are gone. 
Electronic Distribution of the Newsletter[image: image3.wmf]
Many families have internet service now, and with new technology has come the opportunity to offer the newsletters over e-mail in a file format referred to as a Portable Document File (PDF). The capability to convert the completed newsletter to PDF is a standard feature in many of the newer software publishing and word-processing programs, so it doesn’t always require the purchase of additional software.

The person receiving a PDF file that is attached to an e-mail message must have the free Adobe Acrobat Reader software installed on their computer (it may be downloaded from www.adobe.com) to view and print the file. The Adobe website provides easy-to-follow instructions for downloading and installing Acrobat Reader, and it is available for all major platforms, including Windows and Macintosh.

If the FRG plans to distribute newsletters electronically, be sure to include a place on the FRG Information Survey (sample shown in Figure 4, pages 41–42) to record the member’s e-mail address.

FRG Website

Setting up an FRG website can be a complicated process. Since the FRG is connected to the unit, permission must be granted by the installation DOIM. If permission is granted, someone in the FRG must have knowledge of web design and be willing to maintain the site. Nothing is more frustrating to viewers than a web page that hasn’t been updated in the last three years.

Many units, at least at brigade level, have established websites. Arranging for a page devoted to the FRG should be relatively easy to do. Again, it will require that someone in the FRG be responsible for updating information to the webmaster. This person can provide guidance on the content of information for use on the web.

Media 

[image: image5.wmf]To notify members of an active duty unit FRG about upcoming events and meetings, the FRG can utilize the installation newspaper and cable television network. Check with the Public Affairs Office, or the person who manages these services, for scheduling procedures and appropriate formats.

Guard and Reserve FRGs can use their local newspapers and television stations. Most television stations have a community events channel where upcoming events are listed. Newspapers do the same. This is an excellent way to reach a large number of members.

Being Interviewed by the Media

Members of the news media frequently seek to interview family members during a deployment. Everyone has a right to speak to the press, but be sure to follow some guidelines:

· Never give sensitive information that could jeopardize the safety and security of either soldiers or family members.

· Think before speaking.

· Know with whom you are talking.

· Know your limitations.

· If you don’t have first-hand knowledge, don’t speculate or guess.

· Respond as positively as you can.

· You always have the right to refuse an interview.

Here are some do’s and don’ts for answering a reporter’s questions:

	Do:
	Don’t:

	· Think before speaking.

· Be cautious about “yes” or “no” responses.

· Avoid acronyms.

· Be brief.

· Get clarification.

· Stay on subject.

· Be positive.

· Be yourself.
	· speculate or guess,

· mislead,

· say “no comment,”

· say “off the record,” or

· argue.




If you are approached by a member of the media for an interview, you may request that your public affairs officer be present. He or she can provide guidance on what you should and should not say. The media may even tape the interview; this prevents you from being misquoted and provides an accurate record.

Speaking with the media is an opportunity to present information about the FRG to the public. Use the chance to tell the Army story and to emphasize the important role of the family.
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