October 30, 2007
STANDING OPERATING PROCEDURES (SOP)

MWR Marketing Department
Fort Leonard Wood, Missouri

                                              Updated October 2007
MEMORANDUM FOR RECORD

Subject: MWR Marketing Standard Operating Procedures (SOP)

1.  Purpose.  The purpose of this Standing Operating Procedure (SOP) is to establish procedures and responsibilities of the Fort Leonard Wood MWR Marketing Office. 
2.  References:  
a. AR 215-1, Morale, Welfare and Recreation Activities 
b. AR 360-1, Public Affairs Office

c. AR 25-1, Army Information Management
3.  Scope:  This SOP applies to all personnel utilizing the Fort Leonard Wood MWR Marketing office. 

4.  Objectives: 
a. Deliver comprehensive Marketing Support and Services Directed Toward Maximizing Usage, Customer Satisfaction, and Profitability for MWR Programs and Services 
b. Provide Research, Analysis, and Recommendations Pertaining to Market and Business Trends in Formulating Operational and Strategic Plans 
c. Provide Graphic Arts Support Through Execution of the Visual Portion of Various Sales, Promotional, and Merchandising Plans of MWR Programs 
d. Provide Promotion, Advertising, and Merchandising Strategies for MWR Events, Programs, and Facilities
e. Provide Information and Assistance to all Levels of Management on Marketing Concepts and in Planning Activity Advertising and Promotion Campaigns that Support MWR Programs, Services, and Special Events
5.  Responsibilities: 
a. Marketing Director 
1) Oversees responsibility of the Fort Leonard Wood Marketing Program.  
2) Provides support for the following DMWR programs/activities and/or managers: 
        Army Community Service Programs



Community Readiness Office


Employment Readiness Office


Family Advocacy Program

Financial Readiness Office

Outreach Programs

Relocation Readiness
        Business Operation Division

Daugherty Bowling Center
Fort Leonard Wood Community Centers (AMCC, PC etc)

Fort Leonard Wood Lodging
Piney Valley Golf Course
        Child and Youth Services


Child Development Center


Family Child Care


Pippin Youth Center


School Age Service


Teen Lounge


Youth Sports

        Community Recreation Division

Arts and Crafts Center

Auto Crafts Shop

Davidson Fitness Center 

Information, Ticketing and Registration
Lake of the Ozarks Recreation Area
Special Events 
Specker Gym

Sportsmen’s Center
Sports 
Services and Support Division

3) Customer Service. Every effort will be made to provide timely and courteous customer 
           service to all program managers and their activities. 

4) Exploration and education.  The marketing office will explore marketing strategies and 
    trends to maintain “industry standard” quality publications and advertising. The marketing   

    office will maintain education of web publication and graphic software for use in 
    production of high quality products that serve and appeal to the MWR customer. 

     5) Marketing Plan.  Following a request by a program manager, the marketing office will  

          determine the best promotional strategies for a particular activity with a working marketing       

          plan to enhance that activities production or event. 

b. Marketing Staff
1) Support program managers and activities with production and /or use of advertising materials for event promotion. Advertising materials include the following:

· Posters, flyers, brochures, pamphlets, etc. will be printed to the capabilities of printers and availability of supplies per event income/morale support deemed necessary by project manager.  Program managers are responsible for submission of a marketing request 45 days prior to event. Promotional materials will be “on the street” one month prior to an event to ensure optimal customer attendance/ participation. Marketing reserves the right to verify content.  Printing requests may be delayed until questions are resolved.  
· Newspapers.  On-post newspaper will publish events on Fort Leonard Wood.  Off-post promotions must be sent through the Marketing Office who will submit requests to the Public Affairs Office for distribution.
· Media Releases.  Media Releases will be written in AP style in accordance to Public Affairs Office regulations. Releases must be sent through the Marketing Office who will submit them to the Public Affairs Office for distribution.
· Web page.  On-going maintenance of the Fort Leonard Wood MWR website.  Update information, especially current promotional events, changes of hours etc. Program managers are responsible submitting informational changes to the marketing office as they pertain to their programs.
· Electronic marquee. Project manager approved information may be sent to the Public Affairs Office for publication on the electronic marquee.
· E-zine.  Weekly publication of on-line MWR magazine for Fort Leonard Wood.  Publish weekly with highlights of current events and updated information of MWR happenings and distribute through distribution e-mail list. Program managers are responsible for submission of an e-zine request form 7 days prior to requested publication date. 

6. Printing Procedures

a) In accordance of regulation AR215-1, MWR Marketing will design, print and assist in marketing production materials for DMWR.

b) MWR services include DMWR, and approved entertainers with a signed NAF procurement entertainment contract. 

c) No APF activity may use appropriated funds to purchase NAF printing services without first receiving the approval of the local government print plant.  If a waiver is granted, MWR Marketing will support community sponsored events.  Once waiver is granted, set up and printing costs will be listed in contract agreement.  DMWR activities will transfer the identified amount for printing costs to MWR Marketing in accordance of Regulation AR215-1. 

d) DMWR Marketing will not support private (installation recognized) organizations and all other non-federal users who can qualify as patrons, as found in Department of Defense Instruction Number 1000.15.

e) Prices will follow printing schedule as attached.  Information must be submitted at least 3 weeks prior to requested receipt of marketing materials.  If requests are made after the three week period, requesting service may incur overtime expenses.

f) MWR Marketing will submit monthly bills for DMWR APF requests to APF POC.  

g) MWR will accept materials from designated POC’s.  Unauthorized requests will be sent back to original location for manager approval.  MWR Marketing will not be held responsible for requests sent back to original location.

h) All desktop publishing and printing requests will be approved by activity POC.  If POC is not available, MWR Marketing will review content for clarity, accuracy and effectiveness.   

i) MWR Marketing will make recommendations to most effectively market products, events, etc.  MWR Marketing strives to find the best method and tool for event promotion.  

j) All proofs of printing requests, meeting information submission deadlines, will be reviewed by the Marketing Director and Activity Manager/POC.  Marketing will be responsible for layout/design, 
graphics, endorsement phrases, and disclaimers pertaining to regulation AR215, not content reliability. Marketing is responsible for making sure the MWR brand identity “MWR for all of your life” is consistently communicated, regardless of the type of program or the characteristics of an event/program. Marketing reserves the right to verify content.  Printing requests may be delayed until questions are resolved.  

7. Advertisements and Information Releases

a) Commercial advertising sales and the placement of event advertising in civilian media will be performed centrally by individuals designated by the DMWR (or equivalent) at the installation and MACOM levels, and the Commander, USACFSC, at the DA level and will not be performed by individual MWR program managers and policymakers.

b) According to regulation 215 section 7.44, MWR activities may pay to advertise MWR goods, services, entertainment, and social events in the civilian enterprise media, including cable television.  Brand names and item prices, feature acts, films, or talents, and admission price or cover charges and names of commercial sponsors may be included in MWR advertising.  Such advertising will prominently display the phrase “Paid Advertisement.” 

c) Advertising of MWR Programs, services or events that may be hear, seen or read by other than authorized patrons will contain a statement similar to: “This offer/service is open only to authorized patrons—Paid Advertisement.”  This phrase is not required for advertising MWR events that are open to the private sector as discussed below. 

d) MWR activities may contribute articles and stories for publication as unpaid information items in base newspapers, plan-of-the-day, Armed Forces Radio and Television Services (AFRTS), installation cable TV, and other media intended primarily for distribution to authorized patrons.  All articles and releases will be sent to MWR Marketing before they are forwarded to media outlet. 

e) MWR activities may pay to advertise in appropriate civilian (local and national) media when MWR special events are open to the private sector.  Examples of MWR events include, but are not limited to, music concerts, athletic programs, fairs/carnivals, competitive runs, and American historical or traditional military events.  Advertising of these events is subject to the following conditions:
· Events will not directly compete with similar events offered in the local civilian community.  Open events and event advertising will be coordinated in advance with the local public affairs office.
· Open events must be infrequent, not weekly or monthly, increase military/civilian interaction and enhance community relations.
· Merchandise will not be advertised in civilian media.  However, event-related merchandise may be sold.  Food and beverages may be sold for on-premises consumption only.
· Any community relations or public affairs (command functions) open event advertising will be conducted and resourced as prescribed in AR 360-61.

f) NAFIs, excluding Armed Services exchanges, may sell space for commercial advertising in any media (printed, signs, electronic) produced for or prepared by them and may accept payment for such advertising subject tot he following conditions:
· Advertising will not contain anything in it that might be illegal or contrary to DOD  or Army regulations, such as discrimination, prohibition against soliciting membership in private groups, endorsement of political positions, favoring one group over another group, partisan political items, political advertisements, and games of chance.
· A supplement or insert with commercial advertising may be distributed with NAFI media provided fair and equal opportunity is offered to organizations or personnel to compete for this privilege.
· No advertising will be accepted from any establishment placed “off limits” by the commander.
· Good judgment will be used in concerning acceptance of commercial advertising that may compete with MWR activities.  The Director of MWR at Fort Leonard Wood will approve advertisements that will directly relate to or affect MWR services.

g) Advertising will include a disclaimer that it does not constitute DOD, Army or Federal Government endorsement.

h) The local commander will make final decisions on acceptance of advertising and must consider public perceptions, impact to the local economy, and the effect on the local civilian enterprise newspaper, installation guide, and installation map.

i) NAFI media will not be distributed off the installation.  Mailings to authorized patrons are permitted using NAFs on the respective NAFI.

Additional rules under 215 section 7.44 are available and pertain to the designated official placing advertising or submitting information for media release. 
8. Web Page
a) Information contained in the Fort Leonard Wood MWR web site is provided as a service to users of Fort Leonard Wood MWR and to the Internet community world wide. The purpose of the FLW MWR web pages is to provide information about the MWR, its mission and services, its facilities,  events and programs. In addition, the MWR web page provides resources to Service Members, families and other persons or agencies relocating to the Fort Leonard Wood area.

b) The marketing staff has specific responsibilities for management of the Fort Leonard Wood MWR web site, but the  presence on the web is a collaborative effort involving the program managers. Each section must have a page manager who is responsible for submitting updates to the Marketing Office. Web page update will be sent to the marketing web master on a word document and the changes/updates will published within 2 weeks of submittal of request. The creation of a new web page will be completed within 4 weeks of submittal.
c) The MWR Web page template is standard to comply with graphic standards an can not be altered. 
d) Marketing is responsible for checking the web site for OPSEC vulnerabilities and other sensitive information that should not be there. AR 25-2  requires that the web site be reviewed quarterly. 
9. Point of Contact:   Megan O’Donoghue, Marketing Director.  573-596-0117.     

                                    megan.odonoghue@us.army.mil
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Director, Morale, Welfare & Recreation

ANNEX A:  BOSS Policies                      
ANNEX B:  Marketing Release Form
ANNEX A: Better Opportunity for Single Service Members (BOSS) Program

1. Overall 
1) MWR marketing will assist BOSS in strategic planning, a marketing plan, outcome measurement and other vital areas, as necessary.  

2) MWR will print BOSS advertising materials under the following conditions:

a. No cost will be incurred by BOSS given requests are meeting 2d.

b. As a function of MWR, all advertising materials will include the BOSS logo and the 

      MWR logo.

c. BOSS appoints a POC for printing and media requests to work directly with MWR 
      Marketing.

d. BOSS will submit information at least 45 days prior to request receipt of materials.

3) MWR will provide an advisor in accordance with Boss circular handbook and 215-1.

2. Marketing Plan
1) BOSS representatives, MWR Marketing and BOSS Advisor will review marketing plan, mission, vision statements, goals and objectives together.  MWR Marketing will assist BOSS program in finding avenues to achieve BOSS objectives through other MWR services at FLW.  These avenues will reflect MWR objectives and those of MANSCEN/FLW.

ASSIGNED TO:____________________ DATE LOGGED IN:_________________ W.O. #________________
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MWR MARKETING REQUEST FORM

486 Replacement Ave, Fort Leonard Wood MO, 65473   (573) 596-0117



	Work requests are due to Marketing 45 working days prior to the event.
	Date Submitted

     
	Date Needed

     

	Name of Event/Program Job

     
	Facility

     
	Division /Branch

     

	Contact Person

     
Phone 

      
	POC for Final Approval
Same POC Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

If No - Name:      
Phone       
	Qty

     
	Size Needed

 FORMCHECKBOX 
 8x10           FORMCHECKBOX 
 11x17

 FORMCHECKBOX 
 14x22         FORMCHECKBOX 
 22x28

Custom       (Size)

	Type of  Graphic Work 

 FORMCHECKBOX 
 Flyer                           FORMCHECKBOX 
 Brochure                        

 FORMCHECKBOX 
 Poster                         FORMCHECKBOX 
 Booklet                           

 FORMCHECKBOX 
 Tickets                        FORMCHECKBOX 
 Table Tent                      

 FORMCHECKBOX 
 Coupons                     FORMCHECKBOX 
 Gift Certificates   

 FORMCHECKBOX 
 Business Cards          FORMCHECKBOX 
 Ad layout                     

 FORMCHECKBOX 
 T-Shirt Design            FORMCHECKBOX 
  Logo

 FORMCHECKBOX 
 Sandwich Board         FORMCHECKBOX 
  Door Sign  (i.e. Hours )

 FORMCHECKBOX 
 Web Site Design         FORMCHECKBOX 
  Event Decorations              
	Type of  Media Placement 

 FORMCHECKBOX 
 Radio Release            FORMCHECKBOX 
 Press Release              
 FORMCHECKBOX 
 Monthly Hot List         FORMCHECKBOX 
 AAFES Radio

 FORMCHECKBOX 
 Post Marquée             FORMCHECKBOX 
 MWR Channel 61
 FORMCHECKBOX 
 Sandwich Board         FORMCHECKBOX 
 Guidon Ad

 FORMCHECKBOX 
 Monthly Fun Guide     FORMCHECKBOX 
 Guidon Article

   FORMCHECKBOX 
  Weekly Update          FORMCHECKBOX 
  E-Zine              
   FORMCHECKBOX 
   Web Update (submit changes)     

	Description  (Think:  Who, What, Where, When, Why and WOW)       Cost:       
     


	Sponsorship   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No     

Estimated Attendance           Previous Attendance       
	What are you seeking in sponsorship? 

 FORMCHECKBOX 
  Cash    FORMCHECKBOX 
  Prizes   FORMCHECKBOX 
  Product
 FORMCHECKBOX 
   Offset production cost

 FORMCHECKBOX 
   Offset print cost
Gift Certificate(s)  Qty          
Amount $      

	Check all that apply for your event, Sponsor can:
 FORMCHECKBOX 
 Be granted “Titled Sponsorship”   FORMCHECKBOX 
 Participate in event       

 FORMCHECKBOX 
 Be given space/booth at event      FORMCHECKBOX 
 Display banner at event
 FORMCHECKBOX 
Help plan/design event    
	

	MARKETING USE ONLY
	File Name

     
	Graphic Hrs.

     
	Print Hrs.

     
	Publicist Hrs.

     
	Distro Hrs.

     
	TOTAL HRS

     

	Date called for proofing

     
	Date back from proofing

     
	Date called for pickup

     

	Received and Approved by

     
	Date

     
	Date completed
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