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1. PURPGSE

Thi s Manual Section establishes the Peace Corps' policy and procedures to
conply with the requirenments of OVB Circular No. A-114, "Managenent of
Audi ovi sual Activities."

2.  BACKGROUND

The purpose of OMB Circular A-114 is to inprove Federal audiovisua
managenent .

3. SCOPE

This Manual Section applies to all Peace Corps donestic and overseas
offices in the devel opnent, use, naintenance and distribution of
audi ovi sual productions as defined in paragraph 4, bel ow

4. DEFI NI TI ONS

4.1. Audiovisual Productions A unified presentation, devel oped accordi ng
to a plan or script, containing visual inagery, sound, or both, and used to
convey information. Audiovisual productions include slide sets, film
strips, notion pictures, television (videotape and di sc), audio recordings
(tape and disc) and nmulti-nedia (any conbination of two of nore nedia)
producti ons.

4.2. Audiovisual Services Individual functions such as scripting; pho-

t ography, sound and vi deo recording; photo instrunentation; film
processi ng; broadcasting; filmto-video and video-to-filmtransfers; video,
filmand sound editing; video, filmand sound duplication; audiovisua
nmedi a depository and records center operations; distribution; audiovisua
producti on eval uati on prograns; and support and mai nt enance of audi ovi sua
equi prent and facilities.

4.3. Audiovisual Activity An organization or function within an

organi zati on enpl oying one or nore individuals whose principal job is to
provi de an audi ovi sual service, produce or acquire audiovisual productions,
or manage audi ovi sual resources. Resources include equi pnrent, budgets,
facilities, personnel, supplies and accessori es.

4.4, Audiovisual Equi pnent Equi prent used for the recording, production
reproduction, processing, broadcasting, distribution, storage or exhibiting
of audi ovi sual products.

5. POLICY

To conply with the requirenments of OMB Circular A-114, it is the Peace
Corps' policy to limt its devel opnent and purchase of audi ovi sua
productions to those necessary for: the training of Volunteers and staff,
public awareness of the Agency and its prograns, and recruitnent of

Vol unteers; and not to duplicate productions already in the Agency's or
anot her Federal Agency's possession
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Audi ovi sual activities and related functions, such as graphic arts and
still photographic activities, which can be obtained from comerci al
sources will not be initiated or continued with Peace Corps resources
unl ess justified under the provisions of OMB Circul ar A-76.

6. EXCLUSI ONS

Excl uded fromthe requirement of OMB Circular A-114 and this Manual Section
are: (a) photo-nechanical reproduction, cartography, X-rays, and

m crofilmfiche productions; and (b) graphic arts and still photographic
activities except when their products are used in audiovisual productions.

7. RESPONSIBILITIES

7.1. Managenent Oversight The Director of Public Affairs is responsible
for managenent oversi ght of the Peace Corps' audiovisual activities.

7.2. Federal Audiovisual Conmittee The Director of Public Affairs or

hi s/ her designee will represent the Agency on the Federal Audiovisua
Conmittee (FAC). This interagency conmittee advi ses OVB on governnent-w de
Agency policies. It is chaired by the Ofice of Federal Procurenent
Policy, OB, and neets at the call of the chair.

7.3. Operational Responsibility Al audiovisual activities will be
overseen by the Office of Public Affairs who will provide production

assi stance or expert consultation as appropriate to each initiative.
Overseas offices will coordinate audiovisual activities through the Country
Director with the Director of Public Affairs being kept infornmed of al
activities.

7.4. Authorization for Production or Procurenment

7.4.1. Authorization Authority Authorization can be given only by the
Director of Public Affairs for donestic offices. Authorization for
production by overseas offices will be granted by the Country Director with
the Ofice of Public Affairs acting as consultant on the actual operations.
A copy of any and all authorizing, planning and appropriating paperwork
sent to the Director of Public Affairs for central record keeping.

7.4.2. Request for Authorization A request for authorization nust be
provided to the Director of Public Affairs or Country Director as
appropriate in witing and docunent all relevant factors, including but not
limted to: comunication objective; target audience; production costs;

user costs; how |l ong the product could be used; frequency of use; imediacy
of requirenment; necessity for periodic updating; l|evel and cost of
distribution; and conpatibility with other existing conmunication prograns.

7.4.3. Authorization Regulations Authorization for the production or
procurenent of audiovisual productions nmay be given only where the Agency
has determined that the products are the nost effective neans of

conmuni cating the required nmessage to the intended audi ence, being cost-
effective and deternined as essential to the Agency's mission. Upon
conpletion a duplicate of any and all audiovi sual productions will be
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provided to the Ofice of Public Affairs for inclusion in the Agency's
Audi ovi sual Library.

7.4.4. Authorization of Productions Costing Mre Than $50,000 Al

requests for authorization of productions estimted to cost nore than

$50, 000 nmust include a specific witten distribution plan, including
reference to the programthe production will support and a cost-

ef fecti veness anal ysis of the proposed production conparing the size of the
potential audience to the total production cost. Al paperwork authorizing
the procurenent of audiovisual services in excess of $50,000 nust be
approved by the Chief of Staff.

7.5. Pre-Authorization Search Prior to requesting any type of audiovisua
production, an office nust attenpt to determine if existing productions are
avail able to satisfy needs. This can be done by contacting the Nationa
Audi ovi sual Center (MAC) to determ ne what Federal productions exist by
requesti ng subject searches -- Standard Form 282 (Attachnment A) shall be
used for this purpose; and commrercial media collections, either through
cat al ogs or conputer-based resources. The Ofice of Public Affairs is
avail able to assist in these procedures.

7.6. Federal Audiovisual Production Report (SF 202) (Attachnment B) After
aut hori zati on of an audi ovi sual production except those excluded in Section
7.6.1, the originating office nust prepare and submit SF 202 to NAC, with a
copy to the Director of Public Affairs. The FAPR assists Federal agencies
in learning about simlar products existing or planned in other agencies,
and hel ps reduce duplication of effort. Preproduction sections of the
report will be conpleted and sent by the originating office to NACwith a
copy to the Director of Public Affairs. Upon conpletion of an audi ovi sua
production, the postproduction sections of the FAPR nust be conpl eted by
the originating office and forwarded to NAC with a copy to the Director of
Public Affairs. This information will become part of the NAC s data base.
Information fromthe data base is provided to other Federal agencies and
the public. Copies of Standard Form 202 nmay be obtained from GSA or from
the Peace Corps' Ofice of Public Affairs.

7.6.1. Exclusions from FAPR The follow ng Agency productions are excl uded
from pre-producti on and Post-production reporting requirements. However,
with the exception of (j), all nmust be reported in the Annual Audi ovi sua
Report (SF 203 - Attachnent C):

a. Security-classified itens;

b. Items produced for internal Agency use that are exenpt from public
di scl osure under the provisions of the Freedomof Information Act (80 Stat.
383; 5 U S.C 552), as anended;

c. Items the Agency decides woul d not benefit the public because the usefu
life is too short (usually less than one year) or the production budget is
too small (less than $5,000);

d. M xed nedia packages with predom nance of printed material usually
handl ed by the U S. Governnent Printing Ofice;

e. Productions prohibited by law fromdistribution in the United States;



M5 895
Page 6
09/ 24/ 87

f. Productions related to tinely coverage of a news event such as public
servi ce announcenents, newsclips or audio recordings, or television and
radi o spot announcenents;

g. Unique or highly-specialized technical materials useful only to a single
Agency;

h. Multi-media productions requiring special projection equipnent or
el ectroni c progranmers;

i. Productions from crimnal investigations or other Ilegal evidentiary
procedures; and

j. Photo-instrunentation, reconnai ssance, or docunmentation footage. Thi s
excl usi on does not include productions produced fromthis footage.

7.7. overnnent Enployees As Actors All Peace Corps enpl oyees are
prohi bited fromplaying dramatic roles, narrating, or acting in Federa
audi ovi sual productions except:

e \Wien performng their own job;

e \Wien a production is to be used only for internal comunications or
training, and the governnent enpl oyees are playing roles devel oped for
trai ning purposes in connection with their own job, wi thout using a
prepared script; and

* Wien the skills or knowl edge of the governnment enpl oyees cannot be
readi |y supplied by professional actors, and cannot be supplied by a
prepared script.

Enpl oyees shall not performroles which subject themto health or safety
hazards not nornally encountered in their own jobs.

7.8. Peace Corps Volunteers and Trainees As Actors The use of Peace Corps
Vol unteers and Trainees is governed by the sane stipulations applied to
Peace Corps staff. However, prior to production, every Volunteer and

Trai nee appearing nmust sign a Privacy Act Waiver (Attachnent D)

7.9. Stock Footage The Peace Corps shall offer to the Special Archives
Di vi sion, National Archives and Records Admi nistration, notion picture
outtakes, trinms, and other unedited notion picture footage (w th stock

f oot age val ue) accunulated in the production of audiovisual products. The
footage will be made avail able to other Federal agencies and the public

t hrough services provided by the Special Archives Division, Nationa
Archives and Records Admi nistration, Washington, D.C 20408.

7.10. OQher Federal Audiovisual Activities Al offices should utilize
audi ovi sual equi pnrent and services avail able fromother federal agencies
unl ess these can be obtained nore econonically fromthe private sector

7.10.1. Internal Audiovisual Files No office shall retain, create or
expand i nternal audi ovisual capacity for the purpose of providing
conmercially avail abl e products or services to other agencies, foreign
governments, or private organi zations.
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7.10.2. Inventory As directed by OMB Circular A-114, all audiovisua
activities will be inventoried and reviewed to deternmine if in-house

servi ces can be converted to contract by Septenber 30, 1987, and al
external support nust be included in the Perfornmance Wrk Statenent

devel oped for this review If it is determined that the activity can
continue to be performed in-house, no further justification is required.
If, after Septenmber 30, 1987, the determ nation has not been nmade for
continued in-house perfornance, under the provisions of OM Circular A-76,
user agencies shall obtain the required services directly froma comerci al
sour ce.

7.11. Distribution and Eval uati on of Audi ovi sual Productions.

7.11.1. Services Provided by the National Audiovisual Center (NAC) The
NAC (a) serves as the central information source to the public and Federa
agenci es concerning the availability of audiovisual productions produced by
or for the Government; (b) rents and sells Federal audiovisual productions
to the public and Federal agencies; (c) conpiles and publishes Governnent -
wi de catal ogs, as well as use other types of information dissemnination
techni ques, to informthe public on audiovisual productions avail able for
rent and sale; (d) develops criteria, establishes appropriate terninol ogy,
and recommends Governnent-w de practices for the catal ogi ng and i ndexi ng of
audi ovi sual productions; and (e) naintains a data bank contai ning

i nformati on on federal audiovisual productions.

7.11.2. Policy Regarding NAC It is the Peace Corps' policy to use NAC
services to increase the dissem nation of Peace Corps' audiovisual product
informati on to other Federal agencies and the public and to use NAC
services to i mprove Peace Corps' access to and the use of Federa
audi ovi sual productions.

7.11.3. Distribution

7.11.3.1. Duplication Materials Upon request, Peace Corps' Ofice of
Public Affairs will provide all available duplication materials necessary
for NAC to reproduce copi es of specific productions and nake them avail abl e
to the public and other Federal agencies. This can be on either a | oan or
per manent basis as the office deens appropriate. Under either condition
MAC retains the right to place duplication material in a |aboratory

sel ected by the Center to ensure the best price to the public. Duplication
material on loan to MAC will be returned to the office but may, through
speci al arrangenent, be retained in the Center's |aboratory unti
specifically requested.

7.11.3.2. Oiginal Materials Wen acceptable duplication naterial is no

| onger available, offices will loan NAC the original materials and/or
printing masters necessary for NAC to reproduce, at its expense, the
duplication material needed for reproduction. The original material nmay be
mai nt ai ned at the Agency's laboratory for duplication or, if nutually
agreeabl e, be noved to a | aboratory designated by NAC. The nmaterials wll
be returned i nmedi ately after production of the duplication naterials.

7.11.3.3. Transfer O Materials Arrangenents for the transfer of
duplicating materials to NAC will normally be initiated by the NAC. If an
office desires to deposit duplicating materials with NAC, it should arrange
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through the O fice of Public Affairs and the Contracts Division for
autonmatic transfer upon conpletion of production. Transfer will be nade by
executing an inter-Agency agreenent with NAC

7.11.3.4. Sale and Rent of Materials NAC shall deternmine the prices of
items it sells and rents under the authority of 44 U S.C. 2112(c). In
addition to using NAC s services, the offices may make their productions
avai l able for sale, rent, or loan to the public through other distribution
channel s provi ded the Agency's Director determ nes that such actions are
necessary for the efficient operation of the Agency's progranms. The

of fices shall, however, periodically review their distribution program and
di sconti nue any whi ch duplicate NAC services.

7.11.4. Loan Prograns Under the guidance of the Office of Public Affairs,
all donestic and overseas offices shall attenpt to consolidate all |oan
libraries. After atitle has been in |loan distribution through the
Agency's loan library or through comercial contract for three years, or
earlier if appropriate, the title should be considered for further access
through NAC s rental program Miltiple award contracts have been nade by
GSA under Federal Supply Schedul e I ndustrial Goup 781 covering the free

| oan distribution of audiovisual materials. Pertinent ordering data can be
obtained fromthe GSA regional office serving your area or the contracts
office (MFMC), as appropriate.

7.11.5. Exclusions From NAC Subm ssions Productions excluded by paragraph
7.6.1 need not be submitted to the National Audiovisual Center

7.11.6. Eval uation

7.11.6.1. Evaluation of Audiovisual Productions Upon conpletion of an
audi ovi sual production the originating office shall evaluate the production
to assess its value and effectiveness. Conplexity and cost of evaluation
wi || be dependent on the cost and programinpact of the audi ovisual
producti on being eval uated. For exanple, less tine and noney will be spent
to evaluate a | ow cost snall inpact production than to evaluate a high cost
or mmj or audi ovi sual program designed for broad applications. Depending on
t he production being eval uated, nethods could range fromin-house revi ew by
appropriate staff, to special screenings or test groups, or surveys wth
interviews and testing forms, which would be devel oped in consultation with
eval uation staff in the Office of Policy Planning and Analysis. Evaluation
shoul d be completed within six (6) nonths and the results are to be
subnmitted to the Director of Public Affairs. The Director of Public
Affairs, at his/her discretion, may request a specific type of evaluation
as deened appropriate given the nature of the production.

7.11.6.2. Evaluation of Distribution Annually, each office shall evaluate
the effectiveness of distribution systens for all products. Evaluation may
be performed by devel oping statistical reports which show the esti mated
nunber of viewers of specific productions and the resulting cost per

t housand -- based on nunber of viewers and costs of production and
distribution. This data will be considered in authorizing future

audi ovi sual productions.

7.12. Fiscal Year Report Each office is required to file SF 203, Annua
Audi ovi sual Report (Attachnent C) detailing all audiovisual activity each
fiscal year. The report is due to the Director of Public Affairs on
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Decenmber 1 of each cal endar year for the previous fiscal year. The Ofice
of Public Affairs will forward the Agency report to the Nationa

Audi ovi sual Center, National Archives and Records Adm nistration by January
1. Al audiovisual productions, including productions excluded from ot her
reporting requirements of this Manual Section, should be reported on the SF
203. The purpose of the report is to acquire data on federal audiovisua
activities, including overhead for in-house expenses. This information,
once conpiled, will be made avail able from NAC, upon request, to al
agencies, and to the public. Copies of SF 203 nmay be reproduced locally or
obtained fromthe Ofice of Public Affairs.

8. EFFECTI VE DATE

Thi s Manual Section will becone effective upon date of issuance.



