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FUND-RAISING BOOK
STILL AVAILABLE

Order StratCom’s new resource book
on fundraising for your unit. Page 2

THIS MONTH’S CASE STUDY
Our third reproducible case study is Your
role as a mission information officer, which
gives you tips on how to prepare for and
handle media calls and visits with poise and
professionalism, and how to cover missions
in ways that help CAP headquarters PR
publicize your work nationally. Page 3

PT Announcement of the Month

PresenTense is back on the

headquarters Web site!
You can now find every single issue of
PresenTense, beginning with October
2002, on the new headquarters Web
site. From the Members page, click on
Programs, Strategic Communications,
PAO Toolkit, and PresenTense. You'll
be able to download and print out a
PDF of each issue. Feel free to dupli-
cate PresenTense and use it for your
own PAOQ training sessions.

PLUS

M Important updates you should
make on your unit’s Web site

M Latest CAP stats

M Cool Web sites for PAOs

PresenTense is the official monthly publica-
tion for public affairs officers of the Civil Air
Patrol, and is produced by Melanie LeMay
in the Strategic Communications and
Planning Directorate, CAP National
Headquarters, Maxwell AFB, Ala. All copy is
written by Melanie LeMay unless otherwise
noted.

Is there something you’d like us to cover in
PresenTense? Contact Melanie LeMay at
mlemay@cap.gov or call her at (334) 953-
5320.

PRESEIQTENSE

the newsletter for CAP public affairs officers

Hurricane Isabel Reliel efforts continue in North Carolina with North
Carolina Wing I.T COL Linwood Barkley unloading esscntial supplies to
Jennifer Crumley, American Red Cross, Twin Rivers Chapter, North
Carolina. Donated supplies were collected from Civil Air Patrol members
throughout the state to aid the Eastern North Carolina hurricane victims.
Photo by North Carolina Wing Director of Public Affairs LT COL
Anthony Biondo Jr.

Hurricane Isabel photo from the field — North Carolina Wing PAO Lt. Col.
Anthony Biondo Jr. sent in photos showing CAP volunteer work for victims of
Hurricane Isabel, which swept through the Carolinas in September. For each
photo he supplied, Biondo also typed up a cutline and attached it to the print.
You can see his handiwork in the Red Cross photo and cutline shown above.
The only other details needed for the cutline were the date of the photo and its

location.

Headquarters’ eyes in the field

Shoot local photos with a national PR perspective

When a major news story breaks,
national media usually contact CAP
National Headquarters for informa-
tion. They’re anxious to find out if
CAP units are involved in any way
and if so, what they’re doing. They
ask for still and video photography
and the names of local people they
might interview.

Such was the case recently when
Hurricane Isabel swept through the
Eastern United States, hitting the
Carolinas with particular force.
Headquarters public relations sent

out an SOS to PAOs for photos
and information from the field, but
had trouble getting timely feed-
back. Fortunately, PAO Lt. Col.
Tony Biondo from North Carolina
came through with photos, cutlines
and detailed information (see one
of his photos above).

If your unit is working missions
with national significance, CAP
National Headquarters Strategic
Communications wants — and
needs — to know. Keeping us in the

See Headquarters’ eyes, page 2
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Latest headquarters
tagline for press releases

Civil Air Patrol is a nonprofit organiza-
tion with some 64,000 members nation-
wide. It performs 95% of continental U.S.
inland search and rescue missions as
tasked by the Air Force Rescue
Coordination Center and was credited
last year by the AFRCC with saving
more than 140 lives during fiscal year
2003. CAP volunteers also perform
homeland security, disaster relief and
counterdrug missions at the request of
federal, state and local agencies. The
members take a leading role in aero-
space education and serve as mentors
to the almost 27,000 young people cur-
rently participating in CAP cadet pro-
grams. CAP has been performing mis-
sions for America for more than 60
years.

On the Web: http.//www.cap.gov
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Writing a Successful
Funding Proposal

Prepared by:

Mary el Crowe
Strateic Communications
(AP Mational Headguarters

September 2003

(3313153131133 33111353 3135853331188 88000 R RN

Articles about CAP appeared recently
in these major newspapers: Dayton
Daily News; Albuquerque Joumal;
Spokane Spokesman-Review; El
Paso Times; St. Augustine Record;;
Canton Observer; Syracuse Post-
Standard, Birmingham News.

ECA .
ALERTI

If you're in charge of your unit’s
Web site, be sure you update any
existing links to the now-defunct
CAP depot or bookstore.

Members who wish to purchase

Need funds for your unit? Order

Funding Proposal, by e-mailing your
request to dlong@cap.gov.

StratCom’s new book, Writing a Successful

CAP items and aerospace educa-
tion items that were previously
handled through the depot or
bookstore should now be directed

to www.capmart.com.

Headquarters’ eyes, from page 1

loop helps us not only increase our
national visibility, but also helps us keep
other members informed about our
involvement in high-profile operations.
Should you find yourself in this situa-
tion, here are some tips on how to col-
lect information that StratCom may
need:
1. Assess the situation. Is this likely to
be a national news story?
2. Stay in the information loop with
your command team. Be sure you
understand exactly what your unit has
been tasked to do, and where.
3. Collect contact names and phone
numbers of unit members who are per-
forming key duties. Decide who would
be willing and effective to do on-camera
and newspaper interviews, should the
media request them.
4. Send the information you've
amassed to StratCom. Your contacts

are Melanie LeMay (mlemay@cap.gov),
Mary Nell Crowe (mcrowe@cap.gov)
and Jim Tynan (capnews@cap.gov).
5. As you're keeping abreast of your
unit’s work during the mission, take
detailed notes about what transpired.
Be sure to include pertinent dates.

6. Take a camera with you to the mis-
sion site and take action photos that
show members working the mission.
Besides having something to supply
national media, StratCom also needs
photos of members in action for promo
pieces, the national Web site and each
year's Annual Report to Congress. Try
hard to catch the members in action
instead of simply posing them in front of
a plane or other backdrop.

7. If possible, send photos to
StratCom throughout the mission. If you
can use a digital camera, or if you can
get fast film processing and scan the

prints, you can send the photos instantly
via e-mail. Be sure to include cutline
information for each photo.

Each cutline should include the
name(s) and correct ranks of the per-
son(s) in the photo, the location, the
date (including year), and the situation
depicted in the photo. Be sure spelling is
correct for names and locations. Let
StratCom know you're sending the pho-
tos if there’s going to be any significant
delay.

If you're taking photos of personnel
from the Air Force or other organiza-
tions, be sure you have permission to
release the photos.

And if you're taking photos of an inci-
dent with possible national security con-
siderations, talk with the public relations
representative for the lead agency to
see if there will be any problem in taking
and releasing photos or information.

% eb sites for PAOs

CAP MEMBERSHIP
as of Oct. 31, 2003

Google News Alerts — Want to see some of the latest news about CAP

appearing throughout the nation? Set up a Google News Alert and get an
e-mail everytime Google finds a new article about CAP. Go to the Google News
Alert setup page at www.google.com/newsalerts, enter Civil Air Patrol as your
search string, along with your e-mail address and preference for delivery time.

Cadets 27,257
Seniors 35,701

TOTAL 62,958
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YOUR ROLE AS MISSION INFORMATION OFFICER

A mission information officer (MIO) in
CAP is not always the public affairs offi-
cer. However, a PAQ is often an MIO.

This situation in CAP is not as confusing
as it sounds. CAP needs a local

spokesperson and media liaison when its
members perform a mission, particularly
a high-profile mission.

Often the PAO performs this duty, but in
some cases, another CAP member is

assigned to the job. This briefing covers
the basic duties of an MIO and should be
reviewed and kept onhand for any mem-
ber who might be called upon to deal with
the media during a CAP mission.

Preparing to serve as MIO

(L1 Prepare to work with the media

- Obtain or prepare a list of local
media outlets, including radio and
TV stations and newspapers, in-
cluding the name of each news
editor or his representative, his/her
phone and fax numbers and e-mail
address.

- Prepare a template for your press
releases and have it ready on your
computer.

- If you’re unfamiliar with this kind of
work, read over CAP Pamphlet
190-1, vols 1 and 2. Pay special
attention to the sections on crisis
communication.

- If you’re not comfortable with the
media, arrange to have an assis-
tant, preferably one with some
public relations experience.

[_] Gather preliminary information

- Date/time/location of mission

- CAP members who will participate,
and those who can be interviewed

- Other agencies participating

- PA contacts at other agencies

- Purpose of mission

- How mission will proceed

- Degree of media coverage
allowable

- Whether “staging” area for media
will be allowed

- Contact information for any family
members connected to mission
(SAR, for example) and their feel-
ings about media coverage

- Background information
on CAP (Fact Sheet, copies of
recent articles on CAP, brochures)

L] Take these materials to the
mission site

- Cell phone or other communications
device

- Camera (preferably digital), extra
batteries, and extra memory cards
or film

- Laptop or other computer, if avail-
able

- Printer, if available

- Lists of contacts

- Maps to the site

- Press packets containing CAP back-
ground information

- Your CAP business cards

- Notebook and pens

- Media kits with background material
on CAP

- Copies of your initial press release

- List of CAP members who may be
interviewed with the correct
spelling of their names and their
correct ranks

Your first press release for the mission (example on page 4)

As soon as you find out CAP has
been tasked with a mission, get the
basic facts and supply them to the
media in a short press release. (See
example on the next page.)

Be sure to let the media know this is
only the first of what will be increas-
ingly detailed releases on the situa-

tion. Sending out this release gives
the media a person to contact for
additional information and to set up
on-site coverage.

If possible, send this release to
media outlets by fax and e-mail. Be
sure to supply a contact phone num-
ber (probably your cell phone number)

where you can be reached at all times
throughout the mission.

It's very important for you to stay in
the information loop throughout the
mission. It's a poor reflection on your
unit’s internal communication if media
call with questions about events you
don’t even know about.

When the media call (or show up!)

- Be sure to get the names and titles
of the media representatives who will
be visiting your site.

- If time permits, prepare an identify-
ing name badge for each media visi-
tor.

- Set up a well-marked media stag-
ing center where media can sign in,

pick up badges, obtain background
materials (including copies of your
press releases on the situation, and
CAP Fact Sheets), and conduct inter-
views if they wish.

- NEVER leave the media people to
roam around as they wish.
Accompany them at all times, but

assume an attitude of proactive help-
fulness. Try to anticipate their ques-
tions and needs, and provide for them
without compromising the security of
the situation. Be professional and
courteous, but always remember that
everything you say is on the record,
even when you're just chatting.
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FOR IMMEDIATE RELEASE <€
November 20, 2003
Civil Air Patrol Sample Composite‘squadm\
123 Airport Way
Sample City, ST 55555 ‘ 
Contact: Capt. Bill Woodring, CAP, Mission Information Officer\
Cell: 444-987-9876; E-mail: bwoodring@cap.gov

FIRST RELEASE - UPDATES TO FOLLOW <

Civil Air Patrol searching for missing plane

TIMBERLAKE, Tenn. — Civil Air Patrol members from the Timberlake Composite—]
Squadron have joined the search for a single-engine aircraft missing since late last night.

According to flight plans;$he Cessma—482-departed the .Jlohnson City Airport at
10:53 p.m. Thursday with plans to land at the Timberlake Airport approximately two hou
later. The number of passengers onboard the missing plane is no 1S time, and
the name of the pilot has not been released

The Timberlake Police Dept. said they were notified by the amily members
when the plane did not arrive as scheduled. Police the upon local CAP members
to begin an aerial search.

According to Col. Ray Pany ~CAP_missjion commander, four CAP members
and two airplanes were being used to search the mountainous area above Timberlake:

Panyada said the search would continue throughout the day.

Civil Air Patrol is a nonprofit organization with some 64,000 members nationwide.
It performs 95% of continental U.S. inland search and rescue missions as tasked by the
Air Force Rescue Coordination Center and was credited by the AFRCC with saving more
than 140 lives during fiscal year 2003. CAP volunteers also perform homeland security,
disaster relief and counterdrug missions at the request of federal, state and local agen-
cies. The members take a leading role in aerospace education and serve as mentors to
the almost 27,000 young people currently participating in CAP cadet programs. CAP has
been performing missions for America for more than 60 years.

On the Web: http://www.cap.gov
-30-( '

The final press update text (not format) for this incident might sound something like this:

Civil Air Patrol finds missing plane, pilot alive

TIMBERLAKE, Tenn. — Civil Air Patrol members have located a Johnson City pilot whose plane crashed Thursday night
in the Timberlake Mountains.

The pilot, James Wadley, was found in good condition near the crash site in a wooded valley on the northern side of Big
Star Mountain. “It's a miracle he came through this so well, since the plane crashed in such a wooded area,” said Col. Ray
Panyada, CAP mission commander from the Timberlake Composite Squadron. Panyada and three other CAP members had
been searching for the downed plane and pilot since midnight Thursday, locating the crash site at about 4 p.m. Friday.

There were no other passengers onboard. Wadley was transported to Trenton Memorial Hospital for observation.

Wadley departed the Johnson City Airport in his Cessna 182 at 10:53 p.m. Thursday with plans to land at the
Timberlake Airport approximately two hours later.

The Timberlake Police Dept. said they were notified by Wadley’s wife when the plane did not arrive as scheduled.
Police then called upon local CAP members to begin an aerial search. CAP members Capt. Bill Duffey, 1st Lt. Jana Hanley and
2nd Lt. Jim Carrington assisted Panyada in the search. They used two CAP single-engine aircraft to fly above the Timberlake
mountains.

The FAA is conducting a routine investigation into the crash.



