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OPNAV | NSTRUCTI ON 3104.

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

Subj:  NAVAL VI SUAL | NFORVATI ON (VI') | MAGERY MANAGEMENT
PCLI 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

Encl: (1) Navy |Inmagery Managenent Procedures
(2) VI Definitions

1. Purpose. To inplenent references (a) through (c), provide
policy, procedures and gui dance, and to assign responsibilities
for naval imagery managenent.

2. Background

a. This instruction provides additional policy and
procedural gui dance on naval VI inmagery nanagenent authorized by
reference (b). This directive provides policy and procedures
formerly identified in chapter 2 of OPNAVI NST 5290. 1A

b. Al so addressed are changes in DoD organizati onal
structure, policies, and technol ogies affecting the |ifecycle
managenent of official VI Records.

3. Applicability and Scope

a. This instruction applies to all Navy activities. The
scope of the Navy Visual Information |Inagery Managenent Program
i ncludes still and notion imagery, audio, graphic arts, visual
ai ds, nodel s, displays, visual presentation services, and the
processes and resources that support them |t also enconpasses
the DoD term “Visual Information (VI).” Enphasis is placed on
ensuring that the use of VI products, equipnent and resources is
limted to official uses, and on the |lifecycle managenent of
official VI records.

b. Wthin the Federal Governnent, records nmanagenent policy
is based upon 44 U. S. Code and Title 36, Code of Federal
Regul ati ons which require the preservation of Federal records,
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i ncluding VI records, that have continuing historical, |egal,
operational or admnistrative val ue.

4. Definitions. See enclosure (2).

5. Policy

a. VI is an essential information resource. VI supports
operational planning and deci sion-naking, and facilitates
performance of naval functions. VI also constitutes a vital
hi storical record of naval activities and actions, and is a major
conponent of the Navy’'s organi zational nmenory. VI is essential to
t he docunentary and historical record, and to the Navy Public
Affairs community in explaining events and activities involving
the U S. Navy.

b. Lifecycle managenent of VI records begins when imgery is
created or acquired and ends when it is either transferred to the
Nat i onal Archives or is disposed of in accordance with applicable
provi sions of Public Law and the Code of Federal Regul ations, as
i npl enented by reference (c), and as outlined in enclosure (1).

c. Mssion success and the protection of property and lives
depend on imagery that is conplete, tinely and highly accurate.
Anyt hi ng that weakens or casts doubt on the credibility of
official Navy imagery is expressly forbidden. The alteration of
of ficial Navy imagery by persons acting on behalf of the U S.
Navy i s prohibited, except as outlined in enclosure (1) of this
i nstruction.

d. The Joint Conbat Canera Center (JCCC), Defense Visua
I nformation Center (DVCC) and the Chief of Information’s Visual
News Service (O -22) shall be supported and utili zed.

e. Al official U S. Navy VI records that neet the
provi sions of enclosure (1) of this instruction, shall be
properly docunmented, assigned a Visual Infornmation Record
| dentification Nunber (VIRIN), and forwarded per the procedures
outlined in enclosure (1) of this instruction.

f. Use of Navy VI resources will be limted to those
official VI products and services that support Navy m ssions.

g. VI Resources shall not be used to record or photograph
routi ne parades, inspections, presentation of awards, cerenonies,
visits of national or foreign dignitaries, or athletic or social
events unless such imagery is to be used for external release,
for official internal publications, for docunentation of events
with national or historical interest, to support official
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visiting dignitary prograns, or for the recruiting and retention
of civilian or mlitary personnel.

h. VI resources shall not be utilized for the reproduction
of copyrighted material w thout the copyright hol der’s express,
witten perm ssion, except as provided for in enclosure (1) of
this instruction.

6. Responsibilities

a. The Assistant for Naval Media (CNO (N09C1l)) shall:

(1) Advise and assist CNO (NO9C) in inplenenting and
monitoring VI |Imagery Managenent plans, policies and procedures.

(2) Represent or act on behalf of the U S. Navy on
matters related to the managenent of VI records.

b. The Commander in Chief, U S Atlantic Fleet
(ClI NCLANTFLT), Commander in Chief, U S. Pacific Fleet
(ClI NCPACFLT), and COWAVRESFOR shal |l :

(1) Ensure COMCAM units are staffed and equi pped to
provi de for the acquisition, docunentation and rapid transm ssion
of COMCAM i magery.

c. Mjor Cainmants. Major claimnt VI Managenent O ficers
shal | coordinate, nonitor and eval uate the inplenentation of and
conformance to the provisions of this instruction.

d. Commanding O ficer, Naval Media Center (NAVMEDI ACEN), per
reference (a), operates and nmaintains the U S. Navy Conponent
Accessi oni ng Point (CAP) that:

(1) Acts as the central collection and processing point
for the collection, evaluation and disposition of VI records.

(2) Selects and forwards selected imagery to the Defense
Vi sual Information Center (DVIC) or to the National Archives and
Records Adm nistration (NARA) as appropriate.

(3) Muaintains and nmanages the permanent coll ection of
naval VI records on file at the DVIC. Elimnates duplicative or
repetitive imgery. Detects gaps in coverage, and arranges for
appropri ate cover age.

(4) Provides research services.
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(5) Coordinates the disposition of Navy records
mai ntai ned at the DVIC including the periodic transfers of VI
records fromthe DVIC to NARA
h. VI Managers shall ensure assigned activities:

1. Docunent the events, personnel, equipnment and systens
wi thin their geographic area of responsibility.

2. Evaluate, docunent and forward sel ected VI Records.

3. Ensure utilization of VI Resources is limted to
official use.

7. Excl usi ons

a. Media related exclusions. The provisions of this
instruction do not apply to:

(1) Phot onechani cal reproductions.

(2) Maps.

(3) X-rays.

(4) Mcrofilm

(5) Mcrofiche.

(6) M xed nedi a packages with a predom nance of text.

b. Content-related exclusions. Except as provided at
par agraph 7d, the provisions of this instruction do not apply to:

(1) Command and control inmagery displayed in conjunction
w th weapons systens.

(2) I'magery collected or generated exclusively for
surveill ance, reconnai ssance, and intelligence purposes only when
acquired by a dedicated reconnai ssance or surveillance platform
Thi s excl usion does not include the processing, exploitation, and
further reproduction support of these inmages.

(3) Productions on the technical, procedural, or
managenent aspects of Navy and DoD cryptographi c operations.

(4) Imagery gathered for crimnal investigations and
ot her legal evidentiary procedures.
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(5) Medical photography, such as patient pre-op/post op,
intra-oral and autopsy inmagery, and nedi cal diagnostic imagery
such as that gathered by ultrasound and nagneti c resonance
i magi ng.

c. Organization related exclusions. Except as provided at
par agraph 7d, the provisions of this Instruction do not apply to:

(1) The Arnmed Forces Radi o and Tel evi si on Servi ce.
(2) The broadcasting service of the Navy.

(3) Facilities, services, and products operated or
mai nt ai ned under SECNAVI NST 1700. 10C (NOTAL), including “Navy and
Marine Corps News."

(4) Activities funded solely to engage in or support
research, devel opnent, test and eval uati on.

(5) The Navy Mdtion Picture Service (PERS 651).

d. Exceptions to exclusions. Per reference (b), there are a
nunber of conditions under which i magi ng products, normally
excl uded by the paragraphs above, are to be managed in accordance
with the other provisions of this instruction. Specifically:

(1) I'magery that docunents events of an historic nature,
or that is otherwi se of inportant evidentiary val ue, nust be
considered for immedi ate public rel ease, declassified as
appropriate, and forwarded for accessioning into the pernanent
record. Exanpl es incl ude:

(a) Docunentation of news events reported in the
nmedi a;

(b) Bonmb danmage assessnent and weapons systens
i mgery that docunments newsworthy or historically significant
oper at i ons;

(c) Significant events involving distinguished
visitors, or senior mlitary and civilian |eadership;

(d) First launchings, flights, operations or
enpl oynment of significant weapons systens; and

(e) Oher exceptions, as outlined in reference (b).
(2) When excluded imagery is subsequently conpiled to

create a VI production, that production shall be managed in
accordance with this instruction.
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8. Action. Al Navy activities shall inmediately inplenment this
i nstruction.

Di stribution:
SNDL Parts 1 and 2
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Naval Imagery Management Procedures

Encl osure (2)
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Section I. - VI Products and Services

1. Oobtaining VI Imgery Products and Services

2. Aerial Photography

3. Docunentation of m shaps, |egal and nedi cal
i nvestigations

4. Special FilmProcessing

5. VI Productions

6. Requesting Conbat Canmera (COMCAM Services

Section Il. - Limtations on Availability and Use of VI Products

and Servi ces.

1. Docunentation
2. Motion Media
3. Personnel photographs
4. Copying and Duplicating
Section Il - Release of VI products to the public

Section |V - Cbtaining Copies of Navy Products Retai ned by

PN

O her Governnent Agenci es

Still Photography and Graphic Arts Products

Aeri al Reconnai ssance and Cartographi c Products

Motion Picture and Video Products

Organi zati ons/ i ndi vidual s outside the Federal Governnent

Section V - VI Managenent Data Requirenents

1. Annual Activity Reporting
2. Job Order Forns and Logs
3 VI RIN Logs
Section VI - Accessioning of VI Records
1. The lifecycle of VI records
2. Organi zational Rel ationships
3. Evaluation of VI Records
4. Captioning and Docunentation of VI Records
5. Marking VI Products for Filing
6. Release of |Inmagery
7. Visual Information Record ldentification Nunmber (VIRIN)
8. Forwarding | magery
Section VII - Alteration of Oficial VI Records
Section VIII1 - Duplication of Copyrighted Materials

Encl osure (2)
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1. Copyright and Copyright Infringenent
2. Fair Use
3. Copyright Advice

Section | X - DoD (ARCHI VAL) FI LM SCANNI NG GUI DELI NES
1. Purpose
2. Standards

Section X - DoD (ARCH VAL) DI A TAL CAMERA | MACE GUI DELI NES

1. Purpose
2. Standards
3. JPEG Files
4.  Summary

Appendi x A - | PTC Header Data Bl ocks

Appendix B - Mlitary Titles and Their Abbreviations

Appendi x C - U S. STATE & TERRI TORI AL ABBREVI ATI ONS

Appendi x D - FOREI GN COUNTRY ABBREVI ATI ONS

Appendi x E — VI Forns
OPNAV Form 5290/ 1 (2-83) Request for VI services
DD Form 2537 VI Caption

Encl osure (2)
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Section | — Visual Information (VI) Products and Services
1. Ootaining VI Imgery Products and Services

a. Those with requirenments for VI products or services
shoul d request those services as soon as requirenents are
recogni zed to allow for proper planning and all ocation of
resources. Contact the servicing VI activity early when speci al
requi renents arise as capabilities and product delivery tines
vary anong VI activities.

b. Prioritization of VI Requests. VI Managers are
responsi bl e for establishing priorities. The inportance of the
j ob request to the requesting activity’s mssions, as well as the
VI activity’ s production load, and |limtations of manni ng and
financial resources wll be taken into account when determ ning
priority of VI requests.

c. Transportation. The requestor shall provide required
transportation to and from assi gnnment |ocations. VI personnel
shall be returned to their activity pronptly upon conpl etion of
t he j ob.

d. VI Productions. Requests for VI productions, such as
vi deot ape and mul ti nmedi a productions, etc., nmust be requested per
reference (b) and OPNAVI NST 3104.4. Local VI activity managers
will assist you in requesting these services.

2. Aerial Photography. Aerial photographs of naval vessels and
shore installations shall be produced annually or when
significant changes occur. Visual |Information Managenent
Oficers (VIMJs) shall ensure that adequate support is provided
to acconplish required aerial photography. File and forward
original filmas outlined in this instruction.

3. Docunentation of m shaps, |egal and nmedical investigations

a. Products produced in support of aircraft m shap and ot her
accident investigations are considered | egal evidence, and nust
be handl ed as controlled information with a witten chain of
custody. ldentify and mark per this chapter and forward all VI
products, original negatives, filmscraps, test and scrap prints
to the Senior Menber of the Aviation M shap Board (AMB) as
outlined in OPNAVI NST 3750.6Q Naval Aviation Safety Program
( NOTAL) .

b. Products produced in conjunction with | egal and nedi cal

i nvestigations nmust be handl ed as controlled information with a
witten chain of custody. They are exenpt from normal forwarding

Encl osure (2)
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requirenents. ldentify and mark per this chapter and deliver al
VI products, original negatives, filmscraps, and test/scrap
prints to the investigating agency.

4. Special FilmProcessing. Local Visual Information Service
Centers (VISCs) with approved phot ographic |aboratory functions
can process nost commonly used photographic filns. Exceptions
are the various filns requiring specialized manufacturer
processing (e.g., Kodachronme). These filnms cannot be processed
i n-house by any Navy VISC. Additionally, many VISCs are
transitioning fromtraditional photographic processes to digital
i mgery. Many of these | abs may no | onger be capabl e of
processi ng other slide/transparency filnms (e.g., E-6 process
Eckt achrone, Fujichrone, etc). The follow ng guidance applies:

a. Unclassified filnms. Request assistance fromthe |ocal
VI SC, or have the film processed comrercially.

b. Cdassified filnms. Filmthat cannot be processed by the
supporting VISC should not be used for intelligence or
surveillance informati on except under energency or unusual
conditions. Wen these filns are used for classified
applications, the exposed film wth appropriate classification
transmttal documents and Visual Information Caption Sheets, DD
2537, must be submtted by the originating conmand to:

O fice of Naval Intelligence (ON -32)
4251 Suitland Road
Washi ngt on, DC 20395

5. Customer Cenerated Photography. Processing and printing of
cust oner - gener at ed photography will be limted to official

i mgery as defined in reference (a). |If any unofficial, or
personal , photography is on the sane roll as official
phot ography, the unofficial portion will not be printed, and the

negatives will be returned to the custonmer. Any negatives that
nmeet the criteria for permanent retention as outlined in section
V of this manual will be forwarded by the VI SC per procedures in
t hi s manual

6. VI Productions. VI Productions are those video, filmand

mul ti medi a productions that are the end product of the process of
conbi ni ng separate audi o and visual products into a conplete
presentation that is devel oped according to a plan or script for
conveying information to an audi ence. These highly specialized
VI products are regulated by OVMB policies that have been

i npl enmented by both DoD and DON directives. See reference (b)
and OPNAVI NST 3104.4 for policies and procedures for requesting

t hese products.

Encl osure (2)
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7. Requesting Conbat Camera (COMCAM Services. COMCAM Forces are
rapi d depl oyabl e teans, specially trained and equi pped to
acquire, process and transmt classified and unclassified stil
and notion imgery in support of mlitary operations. Policies
and procedures for tasking or requesting services are found in
reference (b) and in OPNAVI NST 3104. 3.

Encl osure (2)
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Section Il - Limtations on Availability and Use of VI Products
and Services

1. Docunentation. Recording or photographi ng parades,

i nspections, presentation of awards, cerenonies, visits of
national or foreign dignitaries, and athletic and social events
is strictly limted by policy as outlined in this instruction.

2. Mdtion Media. Services such as scripting, photographing,

vi deot api ng, recording, titling, and editing can be acconplished
separately for a single product. Conbining these separate
services to any degree may create a VI production, which nust be
aut hori zed per reference (b) and OPNAVI NST 3104. 4.

3. Personnel Photographs

a. VI activities shall produce official personnel
phot ographs of mlitary or DoD civilian personnel as required by
M LPERSMAN 15560A, Naval M litary Personnel Manual, or other
applicable instructions, to neet the requirenents of retention,
pronotion, selection boards, etc.

b. “Roster board” photographs nust be limted to those that
meet official requirenments for identification of executive/senior
managenent personnel (departnment head and above), personnel
perform ng command-w de counseling duties (i.e., drug, alcohol,
equal opportunity, career counselor), and command-w de
recognition prograns such as Sailor of the Month, Gvilian of the
Quarter, etc.

c. Portrait photographs of mlitary personnel will be taken
in the appropriate service uniform Cvilian personnel wll wear
appropriate, equivalent attire. Resulting print requests nust be
printed in the sizes and quantities specified by the appropriate
instruction (i.e. MLSPERVAN 15560A, Naval M litary Personne
Manual , or other applicable instructions), requests for
additional print sizes and quantities are subject to availability
of | ocal resources.

d. Passport/visa photographs shall be provided only to
mlitary personnel, their dependents, and enpl oyees of the
Federal Governnment when required for official travel purposes.
Requests for passport imagery must be supported by an application
for official passports.

4. Copying and Duplicating

a. Copyright Restrictions. VI products, productions and
services may be subject to copyright restrictions as addressed in

Encl osure (2)
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Title 17 of the U S. Code. and in SECNAVI NST 5870.4. See section
VIl of this manual for nore information.

b. Forgery. Federal |aw prohibits reproduction of bonds,
paper currency, certificates of deposit, stanps, etc. Personnel
who nake copies of these itens may be subject to prosecution

c. (Cbscene/ Pornographic Materials. Navy VI Activities are
prohi bited from produci ng, or reproduci ng, obscene or
por nographic materials, except in the line of a legitimte |egal
i nvestigation.

Encl osure (2)
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Section Il - Release of VI products to the public

1. Public Affairs and VI Docunentation (VIDOC) products are
essential to informthe Anerican public of the activities of the
U.S. Navy and they provide historical docunentation of major
events. The Public Affairs Manual (SECNAVI NST 5720. 44A)

prescri bes policy and procedures for release of VI products to
the public. Authority to release information to the public is
based upon the subject matter of the information, the possible

i npact of the information, and the reach of the nmedia involved
(local vs national). Early and close coordination with Public
Affairs Oficers on all release issues is critical

2. Placing imagery on publicly accessible web sites in effect
makes that imagery available at an international |evel, and

t herefore nust be cl eared per SECNAVI NST 5720.44A. Additiona
policies and procedures for posting information to the Wrld Wde
Web is contained in DoD policy Menorandum “Wb Site Menorandum”
Dec 7, 1998 and in SECNAVI NST 5720.47. O specific interest to
VI Managers are requirenments for content review, and the

prohi bitions on posting personal information, including nanes of
per sonnel assigned to routinely deployable units, or of any
famly nmenbers. VWile this information is normally required in
captions, it nmust be extracted before posting on any publicly
accessi bl e network.

3. Approval for public exhibition of VI productions is covered
by OPNAVI NST 3104. 4

Encl osure (2)



OPNAVI NST 3104. DRAFT

Section IV - Qbtaining Copies of Navy Products Retained by O her
Gover nment Agenci es

1. Still Photography and Gaphic Arts Products. Search the DVIC
online archives at:

http://ww. dodnedi a. osd. m | / dvi c/

O submt requirenents for copies of Navy VI products by
letter to:

Def ense Visual Information Center
Still Media Records Center

1363 Z Street, Building 2730

March Air Reserve Base CA 92518-2717

NOTE: 1If known, provide VIRIN, date, place, photographer,
etc.

2. Aerial Reconnai ssance and Cartographic Products. Submt
requi renents for copies of Navy VI products to:

Nat i onal Cartographic Information
U. S. Ceol ogi cal Survey

507 National Center

Reston, VA 22092

O to:
Headquarters
Def ense Mappi ng Agency
Code PPS
Bui | ding 52, Naval Observatory
Washi ngt on, DC 20305
3. Modtion Picture and Vi deo Products
a. VI Productions. Search the Defense Automated Visual
| nf ormati on Systeni Def ense I nstructional Technol ogy | nformation
System (DAVIS/DITIS) site at:
http://afishp6.afis.osd. ml/dodi magery/ davi s/
b. Stock footage. Search the online archives at:

http://ww. dodnedi a. osd. m | / dvi c/

Encl osure (2)
10
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c. You may submt requirenents for copies of footage by
letter to the DVIC at the bel ow address. Requests for stock
footage nust include the VIRIN, if known, and the PAN or PIN
assigned to the production for which the stock is required.

Def ense Visual |Information Center
Motion Medi a Records Center

1363 Z Street, Building 2730

March Air Reserve Base CA 92518-2717

4. Organizations/individual s outside the Federal Governnent:

a. Navy VI products other than VI Productions that have been
cleared for public sale nust be purchased fromthe agencies
i sted above.

b. Conpleted Navy VI productions (notion pictures and
vi deot apes) cleared for public sale are available from

Nati onal Technical Information Service
Nat i onal Audi ovi sual Center
Springfield, VA 22161

Search their online catal og at
http://ww. ntis.gov/nac/index. ht n

c. Comrercial advertisenent products that include Navy
products or VI productions, and the use of Navy products or VI
productions by publishers, editors, freelance witers, etc., must
be authorized by CH NFO (O -22). Forward these requests to:

Chief of Information (O -22)
Depart ment of the Navy
Washi ngt on, DC 20350- 1200

Encl osure (2)
11
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Section V — VI Managenent Data Requirenents

1. Annual Activity Reporting. The requirenent for the Annual
Activity Report (DD 2054/1) and the Audiovisual Annual
Production/library Report (DD 2054/2) has been rescinded by the
Armed Forces Information Service (AFIS). It is incunbent upon
Maj or Cl ai mant VI Managers to ensure that subordinate activities
mai ntai n sufficient managenent data to support planning and
progranmm ng requirenments outlined in the Navy Conptroller Mnual
and the Navy Programm ng Manual. Any such records shoul d be
retained for two years, after which they may be destroyed.

2. Job Order Forms and Logs. VISCs are required to establish
procedures and to naintain records sufficient to track job
requests through the production process, to account for

expendi tures of consunmabl es, and to be anal yzed for manpower
requi renents. These records nust be nmaintained for two years,
and then destroyed.

a. Job Order Forms. VISCs may utilize OPNAV Form 5290/1 (2-
83) Request for Visual Information Services, formulate an in-
house form or devel op an autonmated data processing system As a
m ni mum Job Order Forns shall contain:

(1) A sequential job order nunber;

(2) The requesting activity’s name and Ul C,
(3) Product security classification;

(4) Space to account for expended materials;

(5) Space to account for services perforned (i.e.
shooting, processing, printing, filing, etc);

(6) A custoner signature block, certifying that the job
request is for official work required to support the requesting
activity' s m ssion; and

(7) A custoner signature block to serve as a receipt for
conpl et ed products.

b. Job Order Log. WVISCs shall maintain a | ogbook, or an
aut omat ed equivalent, to assign job order nunbers to job orders.
Job order | ogs shall contain data sufficient to avoid
duplication of nunbers, identify the requesting activity,
identify the product, and account for the final disposition of
the job. Job order nunbers will be reset to “1” at the begi nning

Encl osure (2)
12
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of each fiscal year. Job Order Logs shall contain only
uncl assified information.

c. Caimncies and VISCs may gat her additional data required
to acconplish the request or to provide required nmanagenent dat a.

3. VIRIN Log. Each VI activity shall establish and maintain a
VIRIN Log, or an automated equivalent. The VIR N Log
consolidates and replaces all still picture negative, notion

pi cture and graphic arts product |ogs previously used. The |og
entries shall consist of the VIRIN assigned to each ori ginal
product, the VI activity job order nunber, security
classification, format, nedia type, subject matter, date
originated, canera operator's or artist’s nanme, and fi nal

di sposition of the product. These |ogs nmust be maintained for
five years, after which they shoul d be destroyed.

Encl osure (2)
13
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Section VI - Accessioning of VI Records

1. The lifecycle of VI records. 1In the US. Navy, the lifecycle
of VI records begins at the nonment inagery is created or

acquired, and ends when it is either transferred to the National
Archives or is destroyed per applicable provisions of Public Law
as inplenented by references (a) through (c) and this
instruction. GCenerally, the accessioning process works |ike

t his:

a. VI nmanagers are responsible to put procedures into place
to docunent the personnel, equi pnent and events of the activities
within their area of responsibility; to evaluate VI records
produced within their facilities for retention; and to docunent
and forward those selected for retention to the Conponent
Accessioning Point (CAP) as soon as all local requirenents have
been net.

b. The CAP nakes final determ nations as to VI records’
| ong-term val ue, produces archive record sets and finding aides,
and forwards selected records to the DVIC

c. The DVIC maintains the holdings of all services.
Periodically, in coordination with service CAPs, they offer
records that are over 10 years old to the National Archives and
Records Admi nistration (NARA). Records that are not accepted by
NARA are returned to the originating service CAP for disposition.

d. In addition to the above, VI Managers are responsible to
ensure that those records that docunent events of a national
interest are duplicated and forwarded by the nost expeditious
nmeans to the JCCC

e. This process ensures the w dest possible use of the
i mgery created by our photographers, videographers and graphic
desi gners, and ensures that our history is properly preserved.

2. Organi zational Rel ationshi ps

a. Naval Media Center (NMC) is the Navy’' s Conponent
Accessioning Point (CAP) and is staffed and equi pped to accept
imgery fromthe field, to produce archive record sets, and to
forward records to the Defense Visual Information Center (DVIC)
at March ARB, CA

b. Defense Visual Information Center (DVIC) provides storage
and retrieval of still, graphic and notion inmagery in an
environnmental ly controlled facility. They provide research
services, they make copies of hol dings avail able to governnent

Encl osure (2)
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and public custoners, and they maintain an online database of
t hei r hol di ngs.

c. Joint Conbat Canera Center (JCCC) and CHI NFO Vi sual News
Service (O -22) provide ready access to imgery of current
operations. JCCC provides joint interest imagery to Pentagon
staffs while CHI NFO (O -22) nmarkets Navy imagery to internal and
external news agencies. JCCC and CHI NFO share all inmagery
subm tted.

3. Eval uati on of VI Records

a. Those records of an historic nature, that best depict DON
personnel, its equipnent and its weapons systens, or that are
otherwi se of an evidentiary value, are to be assigned a VIRIN, to
be properly docunented and to be forwarded to the CAP for
accessioning. Additionally, VI records nust be forwarded if:

(1) Their content has exceptional informational or
evidentiary value to the DoD, to other governnental agencies, or
to historical/research communities;

(2) They were forwarded to the JCCC, used by the National
Command Aut hority (NCA), Ofice of the Joint Chiefs of staff,
senior mlitary commanders at the unified or specified comuands,
or el sewhere for strategic or tactical decisions; or

(3) They were rel eased to the nedia.

b. Conversely, the follow ng records may be destroyed once
| ocal requirenents have been net:

(1) Those that are redundant, defective, or purely |ocal/
transitory;

(2) That document routine award cerenoni es, pronotions
and simlar events (except Medal of Honor recipients, changes in
maj or comands, or any event in which the President, Vice
President, Secretary of Defense, or Secretary of the Navy were
partici pants);

(3) That document routine and/or repetitive training
activities such as drills, classroomactivities, etc (except
t hose i mages chosen to docunment Navy life);

(4) Redundant imagery pertaining to the devel opnent,
testing, use, operation and mai ntenance of mlitary equi pnment and
mat eri al (except for the introduction of new weapons or
t echnol ogy, or those images chosen to docunent Navy life);
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(5) Technically poor inagery (except when such inmagery
has especially inportant historical or evidentiary value); or

(6) Portraits of civilian or mlitary personnel bel ow
SES/ Fl ag rank.

c. VI Managers nust enpl oy consi derabl e judgenent in
determning a record s potential value. Wat appears today as
routi ne, nmay be of great inportance to historians of the future.
Therefore, exceptional imges of DON personnel engaged in routine
operations nmust be accessioned. The third ship of a class may be
the next to be thrust into the national spotlight, and the
seem ngly routine squadron-|evel change of command nay involve a
future CNO, Senator, President or national hero.

4. Captioning and Docunentation of VI Records

a. Properly docunmented VI Records provide a val uable
hi storical record of the Departnent of Defense (DoD) operations
and related activities. Al imgery, including the related
caption and VIRIN, are federal records that are subject to public
law, and the policy directives of the National Archives and
Records Adm nistration (NARA). All imagery forwarded to the JCCC
and to the CAPs nust be properly docunented with caption data and
VIRINs as descri bed bel ow.

b. Imges that are recorded w thout capturing associ ated
caption data are virtually usel ess, and represent a waste of
manpower, training and resources. It is the responsibility of

t he phot ographer/vi deographer to record all required caption
information and to be able to use that information effectively in
a caption. The caption nust be conplete and satisfy the
guestions of who, what, when, where, why and how.

c. Still I'nmage Captions

(1) Captions should be concise and relate to a specific
i mge. Every significant visual elenent in a picture should be
identified. List the names of recognizabl e individuals, and
identify all recognizabl e equi pnent and weapons systens. |[f
sonmething is identified in the caption that is not shown in the
i mage, that caption item should be noted as (not shown).

(2) Al captions should normally follow the foll ow ng
formul a:

(a) Action. The first sentence of the caption
describes the action in the photo, in the present tense, and
states when and where the photo was taken. |If a person is the
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subj ect, include full nanme, rank, unit of assignnent, and
hometown if possible. (See Appendix B for mlitary titles and
rank abbreviations.) If a US. Navy shipis in the picture,

i ncl ude both the nanme and the hull designation nunber.

(b) Who. I ncl ude the name, rank, and mlitary unit
or organi zation of identifiable individuals.

(c) Wien. Include the date and al so the approxi mate
time if it is relevant to understanding the content of the image.

(d) Where. Include the geographic name of the place
where shot. For aerial shots, the “where” should state: “aerial
shot of [subject] over [what geographic place or area]. |If shot
at sea, the “where” should indicate the body of water and sone
i ndi cati on of where (such as “on board the USS Kennedy 200 m | es
NE of Norfolk” or “55°N 100°W). If an interior shot, the “where”
shoul d i ndicate what the scene is the interior of (such as
“interior of G141 cockpit” or “room 2Cl47 of the Pentagon”).

(e) Background. The second sentence of the caption
gi ves background on the news event or describes why the
photo/video is significant. This should give the “big picture”.

Whenever possible, try to keep captions to no nore than two
conci se sentences, while including all the relevant information.

(f) Al captions and cover stories shall followthe
formats proscribed by the Associated Press Style Guide, as
nodi fi ed by appendi ces (B) through (D)

(g Credit lines will follow the format: U S. Navy
phot o by Photographer’s Mate First C ass David Hansel nan, USN

(3) The follow ng are exanpl es of proper captions:

980130- N- 1234S- 001

Arabian @ulf Jan. 30, 1998. An F-14B Tontat from Fi ghter
Squadron 102 (VF-102) over lraq. VF-102 is attached to the

nucl ear-powered aircraft carrier USS GEORGE WASHI NGTON ( CVN 73),
conducting operations in the Arabian Gulf during a six-nonth

depl oynent in support of Qperation Southern Watch. Oficial U S
Navy Phot o by Phot ographers Mate Third C ass M chael Lent, USN
(Rel eased)

950210- N- 1234B- 001

The command seal for the nuclear-powered aircraft carrier USS
JOHN C. STENNIS (CVN-74). The circular shape signifies the NNMTZ
class aircraft carrier's unique capability to circle the world

w thout refueling while providing a forward presence fromthe
sea. The predom nant colors are red, white, blue and gold - the
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colors of both the U S. and the Navy. The eagle and shield is a
representation of the gilt eagle and shield overl ooking the Ad
Senat e Chanber, which Senator Stennis' served. The burst of [ight
emanating fromthe shield portrays the birth of over 25 nmgjor
Naval Avi ation prograns under Senator Stennis' |eadership,
including all aircraft carriers fromUSS FORRESTAL (CV 59) to USS
HARRY S. TRUMAN (CVN 75), and aircraft fromthe F-4 Phantomto
the F/A-18 Hornet. Oficial U S Navy G aphic by Senior Chief
Draft sman Jacquel yn Bottos, USN (Rel eased)

(4) Cover Stories. Still imges and phot ographs
depicting an event should have a short cover story giving general
details regarding the nature and objective of the event,
operation, exercise or contingency. The cover story should be
considerably | onger than captions, and should give nore detail ed
i nformati on concerning the operation, exercise, or event as a
whol e, etc. This will enable the JCCC, the DVIC, NARA to provide
an appropriate level of detail to their users and customers.

(a) The following is an exanple of a cover story:

U S. And Kuwaiti Ships Strengthen Warfare Skills
by JOL Bruce Mody, USN

ARABI AN GULF — Nucl ear-powered aircraft carrier USS
GECRCGE WASHI NGTON (CVN 73), guided mssile frigate USS SAMJEL B
ROBERTS (FFG 58), and anphi bi ous assault ship USS GUAM (LPH 9)
recently conpleted the warfare training exercise Gulf Watch 98-1.
The exercise, with Kuwait Defense Force (KDF) ships, took place
in the Arabian @Gulf, the nost strategically significant body of
wat er in Sout hwest Asi a.

Kuwai ti participants included the fast patrol boats KDFS
| STI QLAL (P-5072) and KDFS AL SANBOUK (P-4505). Air support was
provided by P-3C Orion patrol aircraft fromU S. Navy Patrol Wng
3 Detachnent (PatWng 3), Sigonella, Italy.

During 14 days of intensive operations, surface
conbatants and supporting aircraft tested and honed their warfare
skills agai nst Kuwaiti warships.

Through a series of structured and free-play events, the
conbined U S. Navy-Kuwait forces eval uated comruni cati ons and
tactics. U S. Navy P-3C patrol aircraft and SH 60C Sea Hawk
hel i copters provi ded near continuous air coverage.

After several days of sustained operations, the ships
refueled at sea fromthe Kuwaiti oiler KDFS RABANA (A-05). For
Guam it was the first underway repleni shment with the KDF
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(5 Mlitary Title abbreviations should foll ow the format
used by the Mlitary Services and described in Appendi x (B)
“Mlitary Titles and their Abbreviations..

(6) Country, State and Canadi an Provi nce abbreviations
should follow the U S. Postal Service format described in
Appendi x (C) and (D), “Abbreviations.”

(7) 1 PTC Headers. Caption witers nmust ensure that al
still digital imges, saved to a file format with the ability to
i mbed caption information per the International Press
Tel ecommuni cati ons Council (IPTC) specifications (such as the
Joi nt Phot ographi ¢ Expert G oup (JPEG format), are popul ated
wWith caption data in the appropriate data fields (See Appendi x
A). This ensures caption data becones a pernmanent part of the
image file. Wth such headers, the caption is always avail abl e
to the user as long as the image is viewed with the proper
software. In addition, users can build databases w thout the
need to re-enter the caption information. This enables users and
custoners to search on specific data fields and keywords.

d. Motion Media Captions

(1) Al notion media recordi ngs nust have VI caption
sheets and cover stories, and nust be assigned a VIRIN (See para
7 of this section). The VIRINis the identifier that |inks the
nmotion nedia to the rel ated caption dat a.

(2) When witing VI caption sheets and cover stories,
canmera operators should use DD Form 2537 (See Appendix E), or a
simlar conputer generated caption form These allow canera
operators to detail the “ who, what, when, where, why and how’
informati on recorded on the videotape. Accurate and conplete
captions are vital.

(3) Cover Story. The cover story is the main source of
information for editing the raw product into a cohesive story.
Canmera operators should include any background on the subject or
event which m ght be useful to potential users and a narrative of
the action that includes general details regarding the nature and
obj ective of the event, operation, exercise, or contingency being
docunented. For an exanple of a cover story, see Para 4C(5) in
this section above.

(4) Interviews. Canera operators should shoot interviews
to support video docunentation. Interviews help establish the
story and serves as a vehicle to explain what is occurring in the
vi deo. Those individuals who are being interviewed should state
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their names, ranks, commands and where their conmmands are
| ocat ed.

(5 VI caption sheets. Al VI caption sheets should
normally follow the followi ng fornula: (Subjects, events, and
actions are described at both the scene and shot sequence |evel.)

(a) Action. The first sentence of the caption
describes the action in the video in the present tense, and
states when and where the video was taken.

(b) Who. Include the nanme, rank, and mlitary unit
or organi zation of identifiable individuals. (See Appendix B for
mlitary titles and rank abbreviations.)

(c) What. Ships, Aircraft & Weapons. |If a U S. Navy
ship is in the video, include both the nane and the hul
designation nunber. If an aircraft or mssile is in the video,

i nclude the nodel (F-14D or AIM54) and unit designator. |If a
weapons platformis in the video, include the nodel (MLA2 Abrans
tank or M16Al1 rifle)

(d) When. Include the date and al so the approxi mate
time if this is relevant to understanding the content of the
i mage.

(e) Wiere. Include the geographic nane of the place
where shot. If an aerial shot, the “where” should state: “aerial
shot of [subject] over [what geographic place or area]. If shot
at sea, the “where” should indicate the body of water and sone
i ndi cation of where (such as “off the coast of Norfolk, VA" or
“in the Mediterranean”). If an interior shot, the “where” should
indicate in what the interior is |ocated (such as “interior of C
141 cockpit” or “room 2Cl47 of the Pentagon”).

(6) Credit lines shall follow the format “U. S. Navy
notion i magery by Photographer’s Mate Second C ass Jeffrey A
Elliott, USN.”

(7) I'ndividual shot descriptions shall include the shot
perspective (e.g. long shot (LS), Medium Shot (MS) or close up
(CY)), along with the major action within the shot. E. g. “M
Canmera pans with BVSN Ernest Nocciolo to reveal USS Enterprise
(CVYN 65).”

(8) The follow ng are exanpl es of proper scene/sequence
captions and individual shot descriptions:
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980130- N-1234S-001 An F-14B Tontat aircraft assigned to

Fi ghter Squadron 102 (VF-102) takes off fromthe nucl ear-
powered aircraft carrier USS GEORGE WASHI NGTON (CVN73) on a
m ssion over lraq, Jan. 30, 1998. VF-102 is currently
conducting operations in the Persian GQulf during a six nonth
depl oynment in support of Operation Southern Watch. (U. S.
Navy notion imagery by PH2 M chael Lent, USN)

— LS of F-14B aircraft on carrier flight deck

— M5 of F-14B aircraft lining up on catapult

— ECU of VF-102 | ogo and designator on F-14B aircraft
— M5 of F-14B aircraft being |aunched by catapult

— LS pan of F-14B in flight

b wWNPE

5. Marking VI Products for Filing
a. Still photography:

(1) Selected negatives shall be marked with the VIRIN on
t he base side, outside the usable imge area, using indelible
ink. Any frames within a strip not intended for filing are not
so marked and shoul d not be crossed out.

(2) Transparencies shall be nounted in gl ass-Iess
cardboard or plastic nounts with the VIRIN marked on the nount.

(3) Photographic prints shall be marked on the base side
with the foll ow ng data:

(a) VIRIN assigned to the original negative.
(b) Date of original photography.
(c) Name and address of the originating activity.

(d) Uncl assified photographs that have been cleared
for public rel ease per SECNAVI NST 5720. 44A shall be stanped:
"Official United States Navy Photography. Please credit Oficial
US Navy Photo by Phot ographers Mate Third C ass Paul Jensen, USN
(Rel eased) CI NCLANTFLT (PAO) DSN. 564-1234.~"

(e) Security classification, authority, and
appropri ate downgradi ng and decl assification instructions.

(f) Aircraft m shap and acci dent phot ographs,
phot ographs of evidence, (including property damage or personal
i njury photographs) which are not rel easabl e under the Freedom of
I nformation Act, and all classified products, shall be stanped
with the appropriate security classification marking in addition
to "Oficial US Navy Photography."”
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b. Gaphic arts products

(1) Viewgraphs and transparenci es produced from hard copy
originals or novable letters shall be marked and filed in the
same manner as prescribed for still photography. The security
classification shall be marked in the inmage area of the product
and show cl early when projected or viewed.

(2) Mark illustrations, charts, and graphs with the
foll ow ng dat a:

(a) VIRIN assigned;
(b) Nanme and address of the originating activity;

(c) Security classification, authority, and
appropri ate downgradi ng and decl assification instructions.
Mar ki ngs shal |l be accessible, but should not hinder the useful -
ness of the product.

c. Mtion Media Film Video and Disc. Selected notion nedia
shal |l be assigned VIRINs, slated, and narked as outlined bel ow.

(1) Reels, cassettes and disks, along with associ ated
cases, nmust be clearly |abeled to indicate subject nmatter, canera
operator’s nane and all VIRI Ns contai ned.

(2) Motion nedia shall be "slated" between each maj or
change in subject matter with subject, |ocation, nane of
caneraman, VIRIN; classification, roll nunber (if nore than one
roll on the sane subject), and canera nunber

(3) Provide conplete caption information for all VIRINs
cont ai ned on each vi deotape, reel or disk using the Visual
| nformati on Capti on Sheet, DD 2537 found at appendix (e).
I ncl ude scene and nedia length in Block 19.

d. Audio. Wen recorded in conjunction with visual nedia
shall be identified as above.

e. Oher Products. Mk the VIRINin the nost accessible
area that does not interfere with the use of the product.
However, the VIRIN nmust be accessible w thout disassenbling the
pr oduct .

6. Released Imagery. \When imagery has been rel eased by proper
authority, ensure that imagery is annotated as such by i ncl uding
the word (Rel eased) in parenthesis following the credit I|ine,
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along with the organi zation nane, title, and phone nunber of the
rel easing authority (e.g.: CI NCLANTFLT (PAO DSN. 564-1234). For
digital imagery, this data shall also be entered into | PTC
caption header for “Special Instructions/Public Rel ease

I nstruction” field.

7. Visual Information Record ldentification Nunmber (VIRIN)

a. Upon creation and unl ess di scarded, each non-production
still inmage or notion scene which satisfies the definition of
official DoD VI record material shall be assigned a VIR N. Thus,
unl ess di scarded, each original transparency, negative, digital
still image, and each maj or change in subject matter on a roll of
nmotion picture film videotape, or other storage nedia that is
recorded or produced by persons acting for or on behalf of DoD
activities, functions, or mssions shall be assigned a VIR N

b. The VIRIN consists of 15 data elenents in the follow ng
format: YYMVDD- S- NNNNA-NNN. Fol lowing is a description of the
data elenents for the VIRIN fields (with a dash between each
field):

(1) Field 1 (YYMVDD): The year, nonth, and day of
acqui sition or origination.

(2) Field 2 (S): The Service affiliation or status of the
Camera operator or originator. The code abbreviations are:

A = A uniforned nenber, civilian enpl oyee, or
contract enployee of the Arny

N = A unifornmed nmenber, civilian enployee, or
contract enpl oyee of the Navy

F = Awuniforned nmenber, civilian enployee, or
contract enployee of the Air Force

M= A unifornmed nmenber, civilian enployee, or
contract enployee of the Marine Corps

G = A unifornmed nenber, civilian enpl oyee, or
contract enployee of the Coast Guard

D= Acivilian or contract enployee of the Departnent
of Defense not falling into one of the
cat egori es above

O = A person not falling into one of categories above

(such as non DoD civilians and nenbers of
coalition or allied forces);

(3) Field 3 (NNNNA): The Canmera operator’s or originator’s
| ast four nunbers of his/her Social Security Nunmber, plus the
first initial of his/her last nane. |I|magery acquired or
originated by coalition or allied mlitary or civilian personnel
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shoul d be assigned either the last four nunbers of any foreign
equi val ent of a Social Security Nunber or 0000 as the personal
identification nunber (if no such equival ent exists), plus the
first letter of their |ast nane.

(4) Field 4 (NNN): Image or scene nunber in sequenti al
order (beginning with 001 for that sanme day). Nunbering should
foll ow the approxi mate order in which each i mage or scene was
acquired or originated by the person identified in Fields 3 and 4
on the day identified in Field 1, starting with 001 and
conti nui ng consecutively as necessary up to 999. Field 4 of the
VIRIN shall reflect the approximte order of a given person’s
i mage or scene acquisition or origination activities on a given
day, without regard to variables such as nedia, so that no two
i mages or scenes are assigned identical VIRINs.

(5) Exanples.

(a) Still Image VIRIN. The tenth inage selected on Jan
30, 1998, shot by Petty Oficer Gary Love, with an SSN of 123-45-
6789 woul d be assigned VIR N 980130-N-6789L-010.

(b) Mdtion Scene VIRIN. The third major change in
subject matter recorded on the first videotape shot on Jan 31,
1998 by Petty O ficer Bill Garlinghouse, who has the SSN 234-44-
5678 woul d be assigned VIRIN 980131- N-5678G 003.

c. Fields 2 and 3 of the VIRIN for a work of art created by
nore than one individual shall reflect the individual who was the
| ead creator or head of the teamresponsible for creating the
item Thus a photonontage consisting of several photographs,
each shot by a different photographer, would have the Service
designator, Social Security digits, and the first letter of the
| ast nane of the person in charge of creating the nontage.

d. Copies shall bear the VIRIN of the original, even if
conversi ons between anal og and digital, or changes in nedium
format, conpression, or size occur during the copying process.

e. |Imagery or other units of nmedia which are derived from
existing, VIRIN-bearing materials, but which differ significantly
i n appearance relative to that fromwhich derived, shall, upon

creation and unl ess di scarded, be assigned their own VIR N

f. Digital File Nam ng Convention The file name of a digital
i mge shall be the inage’s VIRIN, unless the software in use does
not support the VIRINs format. |If system software does not
support long file names, use the standard “8-dot-3” file nane
convention. The first six characters are the date in VIR N format
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with the last two characters of the VIRIN added (the sequence
nunber). Make sure that the file extension reflects the file
format that is used. Thus, a JPEG file would have the file
extension .jpg while a TIFF file would have .tif. An exanple of
a digital still imge file in 8.3 format woul d be 980430- N- 8204E-
005 becom ng 98043005. j pg.

g. The “Image Nunber” field of enbedded | PTC captions shal
reflect the image’s VIRIN

h. Mdtion | magery

(1) AVIRRNw Il be assigned to identify each maj or change
in subject matter. If there are nmultiple subjects on a unit of
nmedi a, each scene will have its own VIRIN. (Il.e., a videographer
assigned to cover a major |logistics exercise may shoot seqguences
of cargo pl ane operations, petroleum farm operations, and
cont ai neri zed shi pping operations all on the sane videot ape.

Each of these three subject areas woul d be assigned separate
VIRINS. Al three VIRINs will be annotated on the videotape
| abel and on associ ated run sheets.)

(2) A slate containing the date, the subject, the canera
operator’s nanme, and the VIRIN will be recorded at the begi nning
of each major change in subject matter.

(3) The consolidation of notion inmagery of separate canera
original media onto a single videotape, filmreel, or storage
device will include all applicable VIR Ns.

(4) Each individual videotape, filmreel, or notion
storage device submtted to the CAP, the JCCC, or the DVIC, w |
be marked with the applicable canmera original VIR N(s).

(5) Conpilations of notion imagery that substantially
reflect the original appearance of their conponents shall bear
the VIRINs of those conponents.

8. Forwarding Inmagery. The follow ng procedures are designed to
neet both the i medi ate needs of |ocal comands, as well as those
of war-fighters, Pentagon staffers, the nmedia, and the public,
while providing for the long-termneed to preserve these vital
records. It is a two-track process that requires the inmedi ate,
timely forwarding of a digital copy of selected records to JCCC,
foll owed by the forwarding of the original record when | ocal
needs are net.
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a. Procedures. Selected inagery nust be assigned a VIRIN as
outlined in para 7 of this section, be docunented per para 4 of
this section, and forwarded as outlined bel ow.

(1) Time sensitive imagery. |nmediately upon acquisition,
still and notion inmagery that docunents current operations, or
that is otherwi se deened to be of national interest to war-
fighters, Pentagon Staffers, or the media, shall be duplicated,
docunent ed and forwarded by the nbst expeditious neans possible
to JCCC (i.e. by digital transm ssion (FTP, Email, etc.),
satellite transm ssion, overnight express or courier). Oiginal
records and supporting docunentation shall be forwarded to the
CAP after local requirenents are net.

(a) Imagery acquired with traditional filmcaneras is
to be digitized per Section I X below. Al VIRIN and caption
information is to be inbedded in the | PTC Header bl ocks per
Appendi x A. Forward properly captioned imagery to JCCC per the
gui delines outlined at http://dodi magery.afis.osd.ml. The
original negative or transparency is to be annotated with the
same VIRIN, and forwarded to the CAP once all |ocal needs have
been net.

(b) I'magery acquired with digital still caneras is to
be conpressed, VIRIN and caption info enbedded, and forwarded as
outlined above. The original (unconpressed or highest resol ution
avai l able) canera file is to be archived on renovabl e nedia and
forwarded to the CAP as soon as practical.

(c) Non-production Mtion Inmagery is to be docunented
with run sheets, and assigned a VIRIN per paragraph 3 of this
section. |If the inmagery is of national interest, produce either
duplicate copies or a “prine cut” conpilation, and ship by
fast est neans possible to JCCC. Forward canera original and al
associ ated docunentation to the CAP once |ocal requirenents have
been net.

(2) Graphic Arts Products. Oiginal artwork/origina
conputer files in the producing software’s native format are to
be assigned a VIRIN and forwarded to the CAP

(3) Oher selected VI records. After |ocal requirenents
have been net, forward selected original records and supporting
docunentation to the CAP

(b) Disposition. The Conponent Accessioning Point will screen
all imagery for inclusion into the pernmanent record. Selected
imagery will be forwarded to the Defense Visual Information
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Center. |Imagery that is not selected will be returned to the
originating conmand with appropriate feedback.

(c) Conponent Accessioning Point Miling Address:

Naval Medi a Center
Attn: Accessioning Division
2713 Mtscher Rd SW

Anacosti a Annex, DC 20373-5819
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Section VIl - Alteration of Oficial VI Records

1. The alteration of official U S. Navy inagery by persons
acting for or on behalf of the Departnent of Defense is
prohi bi ted, except as foll ows:

a. Phot ographic techniques comon to traditional darkroons
and digital imaging stations such as dodgi ng, burning, color
bal anci ng, spotting, and contrast adjustnent that are used to
achi eve the accurate recording of an event or object are not
consi dered alterati ons.

b. Photographi c and video i mage enhancenent, exploitation,
and simul ati on techni ques used in support of unique cartography;
t opogr aphy; engi neering; geodesy; intelligence; crimnal
i nvestigation; medical; research, devel opnent, test and eval ua-
tion; scientific; and training requirenents are authorized if
they do not m srepresent the subject of the original inage.

c. The obvi ous nmaski ng of portions of a photographic inmage
in support of specific security, crimnal investigation, privacy,
or legal requirenent is authorized.

d. The use of cropping, editing, or enlargenent to
selectively isolate, link, or display a portion of a photographic
or video image is not considered alteration. Cropping, editing,
or image enl argenent that has the effect of m srepresenting the
facts or circunstances of the event or object as originally
recorded is prohibited.

e. The digital conversion and conpression of official DoD
i magery i s authorized.

f. Phot ographi c and vi deo post-producti on enhancenent,
i ncludi ng ani mation, digital sinulation, graphics, and speci al
effects, used for dramatic or narrative effect in education,
recruiting, safety and training illustrations, publications, or
productions is authorized under either of the follow ng
condi tions:

(1) The enhancenment does not m srepresent the subject of
the original image; or

(2) It is clearly and readily apparent fromthe context
or fromthe content of the image or from acconpanying text that
t he enhanced image is not intended to be an accurate repre-
sentation of any actual event.
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Section VIII - Duplication of Copyrighted Materials
1. Copying Material Subject To Copyright Protection

a. Copyright and Copyright Infringenent. As a general rule,
wor ks subj ect to copyright protection may not be copied w thout
perm ssion of the copyright owner. Copying includes the
reproduction of copyrighted works in copies of phonorecords; the
preparation of derivative works 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 nmeans of
digital audio transm ssion. For exanple, literary, nusical,
graphic, pictorial and audi ovi sual works of authorship as well as
notion pictures and sound recordings 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.
The Governnent is liable unless on of the limtations on
exclusive rights applies. Currently, these |imtations 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
limtation should be made, by an attorney know edgeable in
copyright law, or by Chief of Naval Research per SECNAVI NST
5870. 5.

b. Fair Use. Section 107 of the Copyright Act of 1976 “Fair
Use” allows, with sone 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 anount 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 inmportant to note that the
di stinction between "fair use" and infringenent is not easily
defined and there is no specific nunber of words, lines, or notes
that may safely be taken wi thout perm ssion. "Fair Use" may be
applied to the followng VI functions or uses provided that the
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materials are not incorporated into an AV/ VI Production,
reproduced for distribution, or incorporated into pernmanent or
repetitive publications, briefings, technical reports, or
course/class room curricul a.

(1) I'mredi ate 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
aut horized in official guidance issuance’s.

c. Copyright Advice. It can not be over enphasized that
copyright infringement is a serious nmatter and can result in
significant cost and or enbarrassnent 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
questions related to copyright as descri bed above.
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Section | X - DoD (ARCH VAL) FILM SCANNI NG GUI DELI NES

1. Purpose. This docunent provides guidance on the standards to
be used when scanning original filmimges into digital format.

It is necessary to ensure that the nost useful file size and type
are sent to the Defense Visual Information Center (DVIC) for
inclusion in the still nmedia records collection. Adhering to

t hese standards will protect the archival quality of permanent
DoD visual information records and ensure their w dest possible
di ssem nati on

2. Standards. The follow ng standards shall be utilized when
scanning imagery to be forwarded to the JCCC or CAP. | nmgery
retained for |ocal use may be cropped, color corrected, or

resi zed per the guidelines of DoD 5040.5, “Alteration of Oficial
DoD | magery.”

a. Procedures for scanning slides or negatives:

(1) dean the image before scanning by carefully renoving
all dust and snudges. After scanning, enlarge the inmage on the
nmoni t or and exam ne for inperfections such as dust and scratches.

Renove inperfections wwth a tool such as the cloning tool in
Adobe Phot oshop.

(2) Scan the full image at a m ninmumof 2,000 PPl with
sharpening off. If scanner software is set by output resolution,
select a file size of 15 negabytes or larger (froma 35mm ful
frame scan). Assure scanning software is optimzed to provide a
properly col or bal anced i mage to negate the need for post scan
mani pul ati on and associ ated i mage degradation. A 35nm i mage
shoul d yield approximately a 15 to 18 negabyte file size,
dependi ng on the content of the inmage.

(3) Crop only the bl ack borders outside of the frame of
t he scanned i mage. The scanned i nage should contain the ful
frame of the original, exposed filmimage.

(4) Do not make corrections to Levels, Auto Levels,
Curves, Col or Bal ance and Brightness/Contrast to a scanned i nage.
Since nonitors are calibrated very differently, what you see on
the nonitor is usually not what output devices produce.

(5) Ensure the image is correctly oriented prior to
saving in JPEG format.

(6) Set image size with the |ongest side at 10 inches
with constraints |ocked on. Al the other inage perineters wll
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adj ust appropriately. |If this is done correctly, the file size
wi || not change.

(7) Make no adjustnents to the file size.

(8) The file name of a digital imge shall be the inmage’ s
VIRRNwith the .jpg file extension. |If the system software does
not support long file nanmes, use the standard 8.3 file nane
convention with the date in VIRIN format as the first six
characters, with the last two characters of the VIR N added (the
sequence nunber). A JPEG file shall have the file extension .jpg.
An exanple of a digital still imge file in 8 3 format woul d be
980430- N- 8204E- 005 becom ng 98043005. j pg.

(9) Save in the JPEG format. | nages should be conpressed
only after all enhancenents/ corrections have been conpl et ed.
When saving a file, JPEG conpression settings shall be set to
10:1 ratio (quality Level #8 or “Maximuni in Adobe Phot oshop).
Choose “Standard” vice “Optim zed” format. Conpression to a 10:1
ratio for transm ssion purposes ensures that the imge wll neet
bot h JCCC and DVI C conpressi on standards.

(10) Do not re-conpress an original file that has been
saved in JPEG format. Any changes nmade to a conpressed i nmage’s
pi xel dinmensions (even 1 pixel) will result in re-conpression
when saved, and may introduce unwanted artifacts. If an imge
needs to be saved while working on changes, save it in a | oss-
less file format such as TIFF or Photoshop’s native format).
Changes that do not alter the inage size, such as changes to | PTC
header information, will not result in re-conpression and can be
safely performed wi thout fear of degrading the imge quality with
further conpression artifacts.

3. Summary. The standardi zation of file types, file sizes and
scanni ng resolution builds a foundation for easy access to DoD

i mgery. Archival quality nakes that imagery nore val uabl e
because it is optimzed to the broadest range of output devices.
When st andardi zed nmet hods and archival quality are conbined, the
life of a scanned inmage is maxi m zed, and the need for rescanning
over its lifecycle is mnimzed. Consistently inplenented, an
enor nobus saving in man-hours can be reali zed.
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Section X - DI G TAL CAMERA | MAGE GUI DELI NES

1. Purpose. This section provides guidance on the standards to

be used with digital formats. It is necessary to ensure that the
hi ghest quality file is sent to the Defense Visual Information
Center (DVIC) for inclusion in the still nedia records

collection. Therefore, the official record elenents for digital
canera i mages are the unconpressed high-resolution or canera
original digital imge, and enbedded caption data. VI Managers
are responsi ble for establishing procedures to capture record
imagery fromthe digital canmera before the original file is
destroyed. Adhering to these standards will protect the archival
quality of permanent DoD visual information records and ensure
their w dest possible dissem nation.

2. Standards. Digital canmera originals shall be sent to the CAP
for the DoD archives as the highest resolution original digital
canera files (preferably the rawor tiff file). These
uncorrected file formats will ensure that the highest quality is
preserved as the master original. The follow ng standards shal

be utilized when acquiring imagery for forwarding to the JCCC or
CAP.

a. Downl oading Images froma Digital Canera. Selected
digital canera originals shall be saved to a renovable digita
medi a, such as zip disks or CD-R as the highest quality canera
original (preferably raw or TIFF files) with enbedded | PTC
caption information if the format provides for such caption
information. |[If the canmera used does not allow for downl oadi ng
of rawor tiff files, the best quality output shall be retained.

The medi a should then be forwarded to the CAP for further
processi ng.

b. Inmages shot on a high-quality, professional digital
canera will generally yield archival quality. In those cases
where a lower quality digital image is all that is avail able of
critical events, these inmages will be accessi oned.

c. Do not crop.

d. Do not make corrections to Levels, Auto Levels, Curves,
Col or Bal ance and Brightness/Contrast. Since nonitors are
calibrated very differently, what you see on the nonitor is
usual |y not what output devices will produce.

e. Ensure image is correctly oriented.
f. Make no changes to the inmage size of a digital canera

original file.
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g. Make no adjustnents to the file size.

h. The file name of a digital imge shall be the image’ s
VIRIN with the appropriate file extension. |[If system software
does not support long file nanes, use the standard 8.3 file nane
convention with the date in VIRIN format as the first six
characters, with the last two characters of the VIR N added (the
sequence nunber). ©Mke sure that the file extension reflects the
file format that is used. Thus, a TIFF file would have the file
extension .tif. An exanple of a digital still imge file
assi gned VIR N 980430- N-8204E-005 in 8.3 format woul d be
98043005.ti f.

i. Do not conpress canera original files being sent to the
CAP.

3. Tinme Sensitive Imagery. Digital canera i mages sel ected for
transm ssion to JCCC will also need to be “saved as” JPEG files
per the standards set in section IV.

4. Summary. These standards will provide a foundation for both
preservation of, and easy access to, DoD inagery. Archiva

qual ity makes that inmagery nore val uabl e because it is optim zed
to the broadest range of output devices. Wen standardized

met hods and archival quality are conbined, the life of an inmage
is maxi m zed. Consistently inplenented, enornous savings in man-
hours can be realized for DoD
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Dat a Bl ocks

| PTC Field

Nane

Field Contents for DoD | nages

| PTC Header Nanme

DoD Required
I nformati on

hj ect Nane

VIR N

Enter the Visual Information
Record ldentification Nunber

Format: YYMVDD- (Service Letter —
These are the same as shown in
the Service Shown field bel ow)-
SSN(|l ast Four only)R(first letter
of Phot ographer's | ast nane) -
000(sequence nunber of inmage for
that day, starting with 001)

For exanple: 960115-F- 1207R- 001

Ur gency

Not Used

Make no entry in this field

Cat egory Code

Servi ce Shown

Enter the code for the service
Branch of the subjects in the
| mage.

The codes are:
Code Meani ng

Army

Coast Guard

DoD G vilian

Air Force

Mul ti-Service (nore than

one service shown in

photo, such as Arny
troops boarding an Air

Force Aircraft)

K Foreign (troops or
subject matter from one
nati on — not
mul ti national)

L Mul ti-national (troops

or subjects fromnore

t han one nation Shown in

~“ToO>»

phot 0)
M Mari ne Cor ps
N Navy
O Q her (use this when

there are only civilians
or when there are no

peopl e or Mlitary
Servi ce-rel at ed subj ect
at all in the picture
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Suppl enent al Classification |Normally this should be
Cat egories (Note: Uncl assified can be FOUO  The

Phot oshop al | ows
many entries in this
area. Please limt
your entries to

t hese four:

JCCC can handl e up to Secret,
however you nust make
arrangenents prior to
transmitting classified files.
Classified files are NOT handl ed
in the same system

Cl assification

The authority cited authorizing

Authority the classification of an inage.
Normal |y | eft bl ank.
TDY The Email address of the

Emai | / Phone #

phot ogr apher, or a phone nunber,
at the TDY location. This is for
JCCC use so they can contact the
phot ogr apher/editor in case there
are questions about the inmages.
The nunber is expected to becone
i nvalid quickly.

Phot ogr apher’
Honme Unit
Emai | / Phone #

The Enmil address of the
phot ogr apher, or a phone nunber,

at the HOVE UNIT | ocation. This
is so that the JCCC or CAP's can
contact the photographer in case

there are questions about the
i mages.

Keywor ds Keywor ds Single word entries. Leave this
bl ank under normal circunstances.
However, when inages show Mul ti -
Servi ce subjects, please note the
servi ces shown as individua
keywor ds.
Speci al Instructions |Public Release |Enter the Nane and rank of the

I nstructions

rel easing authority for inages
approved for release by a field
Public Affairs Oficer.

Dat e Created

Dat e Shot

The date the image was taken
This date nust match the date in
the VIRIN s date. The format is
YYYYMVDD.

Byl i ne

PH Rank & Name

The phot ographer's Rank and Nane
(first and | ast nanes).

Byline Title PH Horme Unit The phot ographer's hone unit.
Gty Base/ Local e The base or | ocale of the shoot.
Provi nce- St ate St at e/ Prov. The state or province of the

shoot, use the two letter codes.
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Country

Cntry/ Area

The country or area of the shoot.
Use the three-letter code. For
ocean areas enter the area, i.e.
I OR (I ndi an Ccean Region), for
aerials use either the country
code for the country being flown
over, or the ocean area code for
t he ocean being flown over

Headl i ne

Qper at i on/ Exer

ci se Nane

The nanme of the operation or
exercise. |f not part of an
operation or exercise | eave
bl ank.

Credit

PH TDY Uni t

The unit the phot ographer was
tenporarily assigned to during

t he shoot (nust be on official
orders).

If not assigned then | eave bl ank.

Sour ce

| mage Source

The nedi a used to capture the

i mage, either Digital or Filmis
entered here (do not enter the
filmtype or format).

Capti on

Capti on

Enter the caption information
here per the guidelines of
Chapter 2. Do not repeat

i nformati on gathered el sewhere in
this header. Ensure the nanes of
recogni zabl e i ndi viduals are
listed (do not Iist hometowns).
I dentify recognizabl e equi pnent
and weapons systens. Captions
shoul d be no nore than 100- 150
wor ds.

When identifying two or |ess

i ndi vidual s their nanes shoul d be
in the body of the caption. Wth
three or nore individuals |ist
their names at the end of the
capti on.

Caption Witer

Caption Witer

The nanme of the individua
writing the caption, if other

t han t he phot ographer. This
applies if you edit the caption
written by the photographer.

Ori gi nal
Transm ssi on
Ref er ence No.

Command Shown

Enter the Maj or Command of the
unit photographed. For exanpl e:
Air Mbility Conmand or Atlantic
Fl eet or FORSCOM or EUCOM
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Appendix B - Mlitary Titles and Their Abbreviations
COW SSI ONED OFFI CERS

G

R

A Navy &

D Coast Air
Rank E Ar ny Quard Force usmc
Gener al O 10 GEN ADM Gen Gen
Adm r al
Li eut enant Cener al o9 LTG VVADM Lt Gen Lt Gen
Vice Admiral
Maj or Gener al O8 M5 RADM Maj Gen Maj Gen
Rear Admi ral Upper Half
Bri gadi er Cener al o7 BG RADM Bri gGen Bri gGen
Rear Admiral Lower Half
Col onel 06 CaL CAPT Col Col
Captain
Li eut enant Col onel o5 LTC CDR Lt Col Lt Col
Commander
Maj or o4 MAJ LCDR Maj Maj
Li eut enant Conmander
Captain 03 CPT LT Capt Capt
Li eut enant
First Lieutenant 02 LT LTjg 1°Y Lt 1st Lt
Li eut enant Juni or G ade
Second Li eut enant o1 2LT ENS 2" Lt 2nd Lt
Ensi gn
Chief Warrant O ficer W2 to | CW QW2 to QWO 2

W5 to oo to CWO
Wb 5

Warrant O ficer W1 WOL QWO 1
ENLI STED PERSONNEL
Sergeant Major of the Arny | E-10 SMVA MCPON CVBAF Sgt
Master Chief Petty O ficer Maj MC
of the Navy
Master Chief Petty O ficer
of the Coast Cuard
Chi ef Master Sergeant of
The Air Force
Sergeant Major of the
Mari ne Cor ps
Command Ser geant Maj or E-9 CSM MCPO CvBgt Sgt Maj
Mast er Chief Petty Oficer
Chi ef Master Sergeant SGM M3y Sgt
Sergeant Mj or
Mast er Gunnery Ser geant
First Sergeant E-8 1SG SCPO SMBgt 1st - Sgt
Mast er Ser geant
Senior Chief Petty Oficer MEG MBgt
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G

R

A Navy &

D Coast Air
Rank E Ar ny Quard Force usmc
Seni or Master Sergeant
Sergeant First O ass E-7 SFC CPO VBgt Gy Sgt
Pl at oon Ser geant PSG

Chief Petty Oficer
Mast er Ser geant
@Qunnery Ser geant

Staff Sergeant E-6 SSG POL TSgt SSgt
Petty O ficer First O ass
Techni cal Ser geant

Ser geant E-5 SGT PC2 SSgt Sgt
Petty Oficer Second O ass
Staf f Ser geant

Cor por al E-4 CPL PC3 Sgt Cpl
Speci al i st SPC SrA
Petty O ficer Third d ass
Ser geant

Seni or Ai r man

Private First C ass E-3 PFC SN AlC LCpl
Seanman

Ai rman

Engi neman

Airman First C ass
Lance Cor por al

Private E-2 PVT SA Amm Pfc
Seaman Apprentice

Al r man
Private First d ass

Private E-1 PVT SR AB Pvt
Seanman Recruit

Al rman Basi c

*In the case of the Sergeant Major of the Army, Master Chief Petty Oficer of
the Navy, the Master Chief Petty Oficer of the Coast Guard, the Chief Master
Sergeant of the Air Force, or the Sergeant Major of the Marine Corps, it may
be necessary to explain the significance of the title: Exanple: Arnmy SMA. John
Jones, who holds the Arnmy’s highest rank for enlisted personnel, said he was
excited to witness the Arny’s | atest new personnel training.
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Appendi x C - U. S. STATE & TERRI TORI AL ABBREVI ATl ONS

STATE USPS STATE USPS
Al abama AL M ssouri MO
Al aska AK Mont ana MT

* Aeri can Sanpa AS Nebr aska NE
Ari zona AZ Nevada NV
Ar kansas AR New Hanpshire NH
California CA New Jer sey

*Canal Zone cz New Mexi co

Col or ado CO New Yor k

Connect i cut cT North Carolina

Del awar e DE Nort h Dakot a

District of Colunbia DC *Nort hern Mariana | sl ands
*Federat ed States of FM Chi o

M cronesi a

SISXZ 5823 Z9Y 23|8/6|% /€

Fl ori da FL Okl ahona

Ceorgi a GA O egon

*@uam aJ *Pal au

Hawai i HI Pennsyl vani a

I daho I D *Puerto Rico

I'1linois IL Rhode | sl and

I ndi ana I N Sout h Carolina

| owa I A Sout h Dakot a

Kansas KS Tennessee

Kent ucky KY Texas

Loui si ana LA U ah

Mai ne VE Ver nont

*Marshal | | sl ands VH *Virgin |slands Vi
Mar yl and VD Virginia VA
Massachusetts VA Washi ngt on WA
M chi gan M West Virginia W/
M nnesot a MN W sconsi n W
M ssi ssi ppi S Wom ng WY

* Denotes nanes of U. S.
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FOREI GN COUNTRY CODE | FOREI GN COUNTRY CCODE
Af ghani st an AFG Bel ar us BLR
Angol a AGO Bel i ze BLZ
Anguill a ALA Ber nuda BMU
Al bani a ALB Bol i vi a BOL
Atlantic Ccean ACC Brazi | BRA
Canada CAN
Argenti na ARG Switzerl and CHE
Ar neni a ARM Chile CHL
Antarctica ATA Chi na CHN
Australia AUS Caner oon CVR
Austria AUT Col unbi a COL
Azer bai j an AZE Costa Rica CRI
Bel gi um BEL Croatia CRO
Bul gari a BCGR Cuba CuB
Bahrai n BHR Cyprus CYP
Bahamas BHS Czech Republic CZE
Bosni a and Her zegovi na Bl H CGer many DEU
Dom ni ca DIVA Li t huani a LTU
Denmar k DNK Latvi a LVA
Dom ni can Republic DOM Medi t erranean Sea MVED
Al geri a DZA Mexi co MEX
Ecuador ECU Macedoni a MKD
Egypt EGY Mozanbi que MOZ
Spai n ESP Nam bi a NAM
Est oni a EST Ni ger NER
Et hi opi a ETH Ni geria NGA
Fi nl and FI' N Ni car agua NI C
France FRA Net her | ands NLD
M cronesi a FSM Nor way NOR
Uni ted Ki ngdom GBR New Zeal and NZL
Ceorgi a GEO Paki st an PAK
Ghana GHA Panana PAN
Qui nea G N Peru PER
G eece GRC Phi | i ppi nes PHL
G enada GRD Paci fic Ccean POC
G eenl and GRL Pol and PCL
Guat enal a GIM Nort h Korea PRK
Hondur as HND Por t ugal PRT
Haiti HTI Par aguay PRY
Hungary HUN Cat ar QAT
I ndonesi a | DN Romani a ROM
I ndi a I ND Russi an Federati on RUS
I ndi an Ocean I OC Rwanda RVWA
British Indian Ccean | OT Saudi Arabi a SAU
Territories
I rel and I RL Sudan SDN
Iran I RN Si ngapor e SOP
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Iraqg I RQ El Sal vador SLV
I cel and I SL Somal i a SVM
I srael I SR Sl ovak Republic SVK
Italy I TA Sl oveni a SVN
Jamai ca JAM Sweden SVE
Jor dan JOR Swazi | and SW
Japan JPN Syria SYR
Kazakhst an KAZ Thai | and THA
Kenya KEN Taj i ki stan TIK
Kyr gyzst an K&Z Tur key TUR
Kuwai t KWI Ukr ai ne UKR
Laos LAO United Arab Enmirates UAE
Lebanon LBN United States USA
Li beri a LBR Venezuel a VEN

Vi et nam VNM
Note: Entries in bold italics presently |ack three-character codes
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NO9C1
VI SUAL | NFORVATI ON (V1) DEFI NI TI ONS

Adopt ed AV Production. An AV production produced or comrercially
acqui red by one Conponent or Federal agency that a DOD Conponent
obtains for its internal use.

Accessioning. The acts and procedure by which records are taken
into the physical custody of a records center, archival agency or
ot her records repository.

Architecture. As used here, describes the structure of
conponents (or elenments), their relationships, and the principles
and gui del i nes governing their design and evol ution over tine.
Techni cal architectures deal with hardware and software systens
and how they are designed and configured. Process architectures
deal with how and what business practices are carried out to
acconplish a function.

Armanent Delivery Recording. Mdtion picture, still photography,
and video recordings show ng the delivery and inpact of ordnance.
This differs fromreconnai ssance inmagery in that it records the
act of delivery and inpact and normally is done by the weapon
system delivering the ordnance. Used primarily for eval uating
strike effectiveness and for conbat crew training. It is also
one of the principal sources of over-the-target docunmentation in
force enpl oynents.

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

Audi ovi sual based. Those neans and products using the senses of

heari ng and sight either separately or in conbination to
comuni cate ideas or information audiovisually. Not included are
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books, newspapers, magazi nes, brochures, and other printed
docunents.

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

Cabl e Tel evision System (CATV). Distributes one or nore
tel evi sion prograns by nodul ated radi o frequency or other signals
through a cable distribution systemto standard tel evision or
radi o receivers of subscribers who pay for such service. CATV
facilities are commercially owned and oper at ed.

Caption Data. Short explanatory or descriptive data acconpanyi ng
i mgery. Caption data records include DD Form 2537 "Vi sual

I nformati on Capti on Sheet,” shot sheets/lists, camera operator's
notes in either paper or machine-readable form and, in digital
still images, enbedded International Press Tel econmuni cations
Council (I PTC) header captions.

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

Centrally Procured. Procurenent of material, supplies, or
services by an officially designated command or agency with 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 dissen nation.
This involves determ nation that the product or infornmation has
no classification, policy, legal, or copyright restrictions that
woul d preclude public access.

Closed Circuit Television (CCTV). Point-to-point signal
transm ssion by cable or directional radiation where the audi ence
is limted by physical control or nonstandard transm ssion.

Conmbat Canmera (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
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COMCAM Forces. Rapid depl oyable teans, specially trained and
equi pped to acquire, process and transmt classified and
uncl assified still and notion inmagery.

COMCAM I magery. Still and notion inmages of mlitary operations
acqui red by COMCAM forces, regardl ess of mediumin which the
i mages are acquired, transmtted, or displayed.

Commercial Activity (CA). An activity operated and managed by a
DOD Conponent that provides to the Government products or
services that are available fromprivate commercial sources.

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

Communi cati ons 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.

Component Accessioning Point (CAP). A central point in the DOD
Conmponents for the receipt, selection, and accessioni ng of
i magery.

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 commerci al
producer under contract to the DOD

Cover Story. A story acconpanying imagery which describes the
event, operation, action, or activity that the imagery depicts
and puts the inagery in a context that the viewer can understand.

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".)
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Dedi cated VI Activity. A VI activity whose products and services
are provided only to a specified organi zati on or function.

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

Def ense Automated Vi sual Information System (DAVIS). A standard
automati c data processing systemutilized throughout the DOD for
VI managenent purposes at DoD Conmponent and maj or conmand | evel s.
It includes a production data base covering production,

acqui sition, inventory distribution, product status, and archival
control of AV productions and VI materials; and a VI facilities
data base that includes activities, facilities, personnel, and

f unds.

Del i berate planning. Planning concerned with inplenmenting
operati ons and managenent acti ons.

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 is based on conveni ence and cost accounting sinplicity w thout
sacrifice of reasonable accuracy in overall costs of specific

obj ecti ves.

D ssem nation. The distribution of VI products or information to
t he public.

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

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 Conmands.

Duplication. The making of copies froman earlier generation of

VI materials including all copies beyond the original or nmaster
copy.
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El ectronic News Gathering (ENG. A formof electronic
journalism The application of a portable video systemto record
newswort hy events.

End-1tem (Equi prent). A final conbination of products, conponent
parts, or material that is ready for its intended use (e.g., a
phot ographic enlarger with | enses and negative carriers).

Environnent. The aggregate of external procedures, conditions,
and objects that affects 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 woul d ot herwi se be exercised by the DoD Conponents
individually. An official or office delegated adm nistrative or
supervisory responsibility to execute the provisions of a |law or
government -di rected progranms 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 wi thout audi o except that recorded during the
docunent ati on using single system sound or video recording.
Sinple titles may 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 Iy, by machine or by conputer.

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

| mmagery. 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 nmedi um for the purpose of reference, display,

transm ssion, storage, or distribution to comruni cate ideas or
i nformation.
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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 conmuni cation or representation of know edge
such as facts, data, or opinions in any mediumor form including
textual, nunerical, graphic, cartographic, narrative, or
audi ovi sual forns.

| nformati on Conmuni cation Process. The set of rules or
procedures used to collect, process, maintain, transmt, and
di ssem nate i nfornmati 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 pnment 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, automatic data processing and tel econmuni cati ons
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
docunentation 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 sions pronpted by

choi ces offered in the programwhich trigger further information
and feedback to be presented.

I nteractive Videodisc System (VD). A visual nediumfor
instructional delivery that enploys the integration of videodisc
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 videodi sc or conpact disc

pl ayer to randomy access sel ected sequences of franes to present
visual ly based interactive courseware.
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| nt eragency Support. Support provided by a MIlitary Departnent
or Federal agency for another MIlitary 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 managenent includes catal oging
direction; requirements conputation; procurenent direction;

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

Joint Interest Imagery. Imagery that depicts subjects of known
or probable interest to the National Comrand Aut hority (NCA), the
O fice of the Chairman of the Joint Chiefs of Staff (QICS), or
nore than one DOD Conponent. Al COMCAM i nagery shot in the
Joint environnment is assuned to be Joint Interest Imagery. O her

i mgery, both from COMCAM sources and ot her -t han- COMCAM sour ces,

t hat depicts subjects of known or probable interest to the NCA
QICS, or nore than one DoD conmponent, is also Joint Interest

| magery.

Joint-Interest Production. A VI production in which each of two
or nore DoD Conponents share some 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 zati on.

Life cycle nmanagenent. A nmanagenent 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
selected in random order and then be assenbled electronically
into the final sequence.

Maj or Cl ai mant VI Managenent O fice (MCVIMO). A staff office at
the maj or cl ai mant managenent | evel, which prescribes and
requires conpliance with VI policies and procedures and revi ews
oper ati ons.
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Mechanism A particul ar technique or technol ogy for inplenmenting
a function.

M xed Media. A conbination of one or nmore 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 inmmges, viewed in rapid succession
giving the illusion of notion, obtained with a notion picture or
vi deo canera

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.

Navy Conbat Canmera Program A uniform systematic, and
conprehensive |ife cycle nanagenent programto provide and insure
avai lability of conplete, accurate, tinely, and accessibl e visual
information records of United States naval military 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 nmechani sns.

Oficial NAVIP I magery. All photographic and video 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 n ssions.

Oiginal. The initial photographic imge, photographic or
magneti ¢ sound recording, or video recording as conpared with
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").
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Optical Instrunentation. Use of optical systens, coupled with
phot ographic 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 imges to tinme or space positions, or other
engi neering data.

Performance Measures. A significant nmeasure used on its own or
in conbination with other key performance indicators to nonitor
how wel |l a business is achieving its quantifiable objectives.

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

Per manent 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 Conmponent, or a subordinate el enent
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 ogr aphy. The process or art of rendering optical inmages on
sensitive surfaces by electronic or chem cal action stimulated by
light or other fornms of radiant energy such as X-rays or infrared
radi ation.

Phot oj ournalism (PJ) (PHQJO . Conveying a story through stil
phot ography of a significant DoD event, nornmally to support the
news nedia or internal DoD publications.

Pl anning. The process of plotting or designing a schene of
arrangenents of nethods, actions or procedures to be inpl enented
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 nmaster.)

Principal Interest Conponent(s). The Conponent(s) that are the

primary subject(s) of imgery. For exanple, the primary interest
conponents of a photo of Air Force planes flying over a Navy ship
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woul d be the Air Force and Navy even though the photograph was
taken by an Arny phot ographer.

Process. A definition of how and in what sequences one or nore
busi ness functions are to be carried out in a system A business
function is what a business needs to do; a process is what a
system needs to do; a nmechanismis how the system does it.

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
pr oducti on.

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

Ready Access File. A collection of VI products, in one or nore
formats, for which there is a frequent requirenent, which are
mai nt ai ned at a custoner service point for issue to authorized
custoners at the tinme of request to reduce delays in service.
Once in a ready access file, itens may be kept in this status as
| ong as demand justifies.

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.

Seaml ess. A mechanismin which its operating processes and
connections are transparent to the user.

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.
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Still Photography. The nmediumused to record still inmagery,
i ncl udi ng negative and positive inmages.

Strategic planning. The planning that provides for broad | ong
term gui dance to shape the direction and set priorities for a
function or organi zati on.

Tangi bl e audi ovi sual based end-itens. The NAVIP VI Products
resulting fromacconplishing the NAVI P

Techni cal Advisors (TA). Conponent or agency representatives
havi ng detail ed know edge of the subject matter of a VI
production requested by a Conponent or Agency. They are assigned
to assist the production activity by ensuring technical accuracy
of a production script and the production itself. Additionally,
the TA, with the Conmand 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
w t hout sound as an integral docunentation conponent) 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 uati on;
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 (still
or notion nedia) to report on a single mssion or project-related
event .

Vi deo. Electronic recording and pl ayback of inmagery.

Vi deography. Recordi ng, processing, or displaying visual inmagery
el ectronically.

Vi deo-tel econferencing. Two-way el ectronic voice and vi deo
communi cati on between two or nore |ocations; may be interactive
voi ce and video, or two-way voice and one-way Vi deo; includes
full-notion video, conpressed video, and freeze (still) frane
vi deo.
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Visual aid. A type of VI product in any of the audi ovisual based
formats designed to hel p communi cate information

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

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.
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 manage 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 audiovisual -
based i nagery and audi o.
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VI Docunentation (VIDOC). Mdtion nedia, 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,
nmotion picture and video caneras; editing equipnment, telecine
equi pnrent, audi ot ape and cassette duplicators; conputer-generated
graphics systens; film and paper processing equi pnent
phot ographic 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

nmonitors; interactive video equipnent; and, slide, filmstrip,
nmotion picture, overhead, opaque and vi deo projectors.

c. Oher. Wen itens that could otherw se be identified as
VI equi pnent are an integral part of a non-VlI system or device
(existing or under devel opnent), they shall be nanaged as a part
of that non-VI system or device.

VI Facility. A building or a space within a building or ship,
owned or operated by the Federal Governnent, that houses an
authorized VI activity. Transportable or portable VI equi pnent
(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 maintains VI nmedia and
equi pnent .

VI Managenent O fice (VIM). A staff office at the CNO nmgjor
claimant (MCVIMD), command or ot her managenent | evel, which
prescri bes VI policies and procedures, and reviews and oversees
its portion of the NAVIP.
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VI Materials. A general termwhich refers collectively to all of
the various VI still and notion filnms, tapes, discs, or graphic
arts. Includes the original, internediate and nmaster copies, and
any ot her recorded inmagery.

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 comunicating

wi th, an audience. A VI product is also the end itemof the
production process. The special kind of VI production that
conbines 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 stil
phot ography (photographs, transparencies, slides and film
strips), video and audi o recordings (tape or disc), graphic arts
(i ncludi ng comput er generated products), nodels, and exhibits.
The "VI production” is a unique formof VI product and usually is
addr essed separately.

VI Records. Visual information (i.e. imgery and rel ated
captions) recorded by a Navy activity and designated as record
mat eri al per the requirenments of both Federal |aw and Feder al
regul ations. Wiile a VI record resides on sone form of physical
medi a (such as film tape, or disk), the record is the
informational content as distinct fromthe nmedia on which it
resides.

VI Records Center. A facility specially designed for efficient
| ow-cost tenporary storage, referencing, and retrieval of VI
records prior to final disposition.

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

VI Resources. The personnel, facilities, equipnent, products,
budgets, and supplies which conprise the NAVIP
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VIRIN. Visual Information Record ldentification Nunber. An

al phanuneric designator assigned to a VI record other than a VI
production. The primary life cycle nunber under which VI records
are tracked.

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
projection services, operation of conference facilities, video-
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 equipnment (including |IVD
and/ or visually based equi pnent) which perforns a VI function,
produces a VI product, or provides a VI service.
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