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SUMMARY of CHANGE

DA PAM 25-91
Visual Information Procedures

This major revision, dated 1 July 2014--
o Updates the types of visual information activities throughout, to include the
removal of video teleconferencing from the purview of visual information

(para 1-6) .

o Updates the roles and functions performed throughout the Army in support of
visual information (chap 2).

o Establishes Enterprise Multimedia Centers as the primary source for above-
baseline visual information services (chap 3).

o Deletes the chapter on Annual Activity Reports (formerly chap 4).

o Adds description of Army Multimedia and Visual Information Directorate
functions and core capabilities (chap 8).

o Adds guidance about visual information contracting (para 8-5).

o Provides an overview and procedures for Content Discovery and Access Catalog,
which replaced the Defense Automation Visual Information System as the
Department-of-Defense-wide automated system for managing visual information
products and services (chap 9).

o Updates Army visual information processes and procedures (throughout) .

o Makes administrative changes (throughout) .
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Chapter 1
Introduction

1-1. Purpose

This publication describes procedures for visual information (V1). It contains specific, detailed guidance for managing
and operating Army VI activities. The guidance provided in this pamphlet applies to al authorized Army VI activities.
An authorized VI activity is an organizational element (or a function within an organization) in which at least one
person is classified as a VI speciaist, or whose principal responsibility is to provide VI services. VI activities produce
original photography (still and motion media); record, distribute, and broadcast electronically (video or audio);
reproduce, distribute, preserve, and acquire VI products; lend VI products or equipment; prepare graphic artwork;
fabricate VI aids, models, and displays; operate VI libraries; provide presentation services; or manage any of these
activities. All origina VI works created by U.S. Government employees as part of their official or assigned duties are
works of the U.S. Government as defined in Section 101, Title 17, United States Code (17 USC 101).

1-2. References
Required and related publications and prescribed and referenced forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this pamphlet are explained in the glossary.

1-4. Authority
Authority for this publication is derived from Army Regulation (AR) 25-1, Department of Defense (DOD) Instruction
(DODI) 5040.02, DODI 5040.07, and the Office of Management and Budget Circular A—130.

1-5. Overview

a. Datais a strategic asset. VI is an important component of data management and is a shared responsibility across
the Army. Although the Army Chief Information Officer (ClO)/G—6 develops policy, standards, criteria, and architec-
ture, the implementation and execution of VI capabilities is shared across numerous Army agencies and organizations.
Understanding and delineating the roles, responsibilities and authorities assigned to the Army CIO/G—6 and those
retained by other Army agencies and the Army’s warfighting community positions the Army to integrate VI tech-
nologies and capabilities with LandWarNet (LWN) to enable Warfighter decision superiority.

b. VI is the element of information technology (IT) that addresses the acquisition, creation, storage, transmission,
distribution, and disposition of still and motion imagery and multimedia, with or without sound, linear or nonlinear, for
the purpose of conveying information. VI includes the exchange of ideas, data, and information regardless of formats
and technologies used. The Army CIO/G—6 is responsible for integrating these V1 technologies with LWN capabilities.

c. At some point, VI capabilities transition from something more than merely a tool necessary for operating the
equipment to a capability of collecting, storing and transmitting data. It is at this point that the responsibilities and
authorities transition from solely the VI user community to a strategic partnership among the Army CIO/G-6, Defense
Federal agencies, and stakeholders. The Army CIO/G—6 has the responsibility and authority for prescribing the
technology solutions and capabilities to the Army VI community that achieves standardization, compatibility, inter-
operability, and security of LWN requirements and ensures the storage, management, and distribution of VI data

1-6. Exclusions
Exclusions from the provisions of this document are not absolute. An information enterprise involves the holistic, end-
to-end management of a variety of IT activities and tasks that include infrastructure management, data management,
networking, system engineering, database and software design, and management and administration of entire systems
resulting in an Army-wide capability that covers the entire life-cycle of information and knowledge, including activities
involving VI technologies and capabilities. IT integrated into a specific piece of equipment, also known as embedded
IT capabilities, includes any component, part or accessory of equipment, which provides such equipment its warfight-
ing and operationa characteristics and is the domain of the Warfighter and user VI community. VI-specific embedded
IT capabilities require a strategic partnership with the Army CIO/G—6 to ensure effective and efficient integration into
LWN. VI capabilities in this strategic partnership include but are not limited to—

a. Photomechanical reproductions, cartography, digital medical imagery, X-ray and microfilm, and microfiche
products.

b. Mission support information displayed in conjunction with weapon systems.

c. VI products collected exclusively for surveillance, reconnaissance, or intelligence and equipment integrated in a
reconnai ssance-collecting vehicle.

d. VI productions on the technical, procedural, and management aspects of cytological operations.

e. Facilities operated under the Joint Worldwide Intelligence Communications System.

f. Facilities, services, and products operated or maintained by the American Forces Radio and Television Service or
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Defense Media Activity (DMA), http://www.dmamil/. For guidance, see DOD Directive (DODD) 5105.74, DODD
5122.11 and DODI 5120.20.

g. VI commercial entertainment productions and equipment acquired and distributed by the Army and Air Force
Exchange Service.

h. VI systems embedded in training devices, simulators, instrumentation systems, weapon or medical systems, and
so forth, if the primary purpose of the equipment is not VI and it does not perform a VI function.

i. VI equipment and products acquired with non-appropriated funds (NAF).

j. Commercial-off-the-shelf (COTS) VI productions acquired and distributed through the post library system solely
for entertainment uses.

k. At the direction of the Army command (ACOM) commander, individual VI activities and their equipment,
products, and services that are 100 percent funded by Research, Development, Test, and Evaluation (RDT&E) monies
and used solely to support programmed and funded RDT&E missions.

I. Products and services that provide electronic conferencing capabilities, such as video teleconferencing.

m. Products or productions acquired and distributed by DMA for exhibitions oversess.

n. Imagery and information products acquired or produced by Public Affairs for internal or external audiences.

Chapter 2
Functions

2-1. The Chief Information Officer/G-6
The CIO/G—6—

a. Serves as functional proponent for VI.

b. Serves as senior authority for Army VI and multimedia products, and provides the senior Army VI representation
to the Office of the Secretary of Defense (OSD), Office of the Secretary of the Army (OSA), the Army staff, and
ACOMs.

c. Provides Army-wide VI direction, guidance, policy and procedures, and manages the Army’s VI activities
through the Army CIO/G—6 Chief, Army VI Program Manager (AVIPM). Specificaly, the Army CIO/G-6 AVIPM—

(1) Maintains an Army VI Steering Committee (AVISC) to provide recommendations to the Army CIO/G—6 on VI
planning, programming, policy, architecture, doctrine, systems, and management.

(2) Provides the Army CIO/G—6 with VI plans, strategy, programming, policy, architecture, and standards support in
addition to ensuring VI systems adhere to the Risk Management Framework for DOD Information Technology (See
DODI 8510.01).

(3) Serves as chairperson, sponsoring the AVISC, which is composed of representatives from the Enterprise
Multimedia Centers (EMCs), Instalation Management Command (IMCOM) Community of Practice Champions,
ACOMs, Headquarters, Department of the Army (HQDA) Field Operating Agencies (FOAS), the Reserve components
and the United States Army Signal Center.

(4) Approves the Department of the Army (DA) Multimedia VI Production and Distribution Program (DAMVIPDP)
for distribution throughout the Defense Imagery Management Operations Center (DIMOC). This includes reviewing,
validating, and approving (or disapproving) Army-wide productions, and assigning production activities for Army-wide
and DOD-assigned VI productions.

(5) Vadlidates, prioritizes, and approves submissions to the Visual Information Systems Program (VISP) when
funding permits.

(6) Vadidates and approves the establishment, expansion, consolidation, reduction of capability, and disestablishment
of Army VI activities, and provides VI activity capability authorization.

(7) Assigns Defense VI Activity Numbers (DVIAN) to authorized Army activities.

(8) Serves asthe Army functional proponent for the Content Discovery and Access Catalog (CDAC) and acts as the
primary point of contact (POC) for DOD and other component headquarters regarding CDAC matters.

(9) Manages the Army VI Resource Program, which includes DA functional management of the VI Management
Decision Package (MDEP) under the Installation (1) Program Evaluation Group.

(10) Reviews and evaluates VI materiel developments; ensures that state-of-the-art technologies are incorporated in
the acquisition of non-developmental items for VI.

(11) Reviews and evaluates the VI training developments pertaining to the VI Career Management Field 25 and the
VI officer Additional Skill Identifier 5B.

(12) Evaluates al VI force structure development requirements.

(13) Manages the VI portion of applicable civilian career programs (CPs). The Chief, AVIPM serves as the
functional community’s representative to applicable CPs.
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(14) Provides Army representation to Federal, Joint Service and DOD VI production, acquisition, distribution,
standards, documentation, CP management, and new technology working groups and committees.

2-2. The Chief of Public Affairs

The Army Chief of Public Affairs (PA) provides general staff supervision and approva for the release of VI products
to the public to include obtaining a security review by G2, if required; implementing DODDs concerning DMA; and
providing HQDA staff management of activities controlled by the Army and operated as DMA outlets. The Army
Chief of PA serves as the validation authority for VI production requirements in support of PA operations and
activities.

2-3. The Deputy Chief of Staff, G-1

The Deputy Chief of Staff (DCS), G-1 serves as the vaidation authority for VI production requirements in support of
recruiting, legal, medical, religious, and civilian personnel in conjunction with United States Army Recruiting Com-

mand; the Judge Advocate General (JAG); the Army Inspector General; the Surgeon General of the Army; the Chief of
Chaplains; the Army Human Resource Command; DCS, G4; and DCS, G-2.

2-4. The Deputy Chief of Staff, G-3/5/7
The DCS, G-3/5/7—
a. Serves as the HQDA staff proponent for military training and mission support.
b. Develops Operations and Maintenance, Army (OMA) programs to support VI initiatives in support of military
training.
c. Validates or delegates the validation authority for VI production reguirements in support of military training.
d. Ensures that tactica VI Combat Camera (COMCAM) documentation support is included in Army operational
planning documents for contingencies, emergencies, training exercises, and other peacetime engagements.

2-5. The Deputy Chief of Staff, G-4
The DCS, G4 serves as the validation authority for VI production requirements in support of supply, maintenance,
transportation, operational energy, and contingency basing.

2-6. The Judge Advocate General
The JAG serves as the HQDA staff proponent for copyright infringements and as such, reviews all claims involving VI
productions.

2-7. The Commanding General, U.S. Army Training and Doctrine Command
The CG, Training and Doctrine Command (TRADOC)—

a. Develops combat and materiel development plans and concepts for tactical VI COMCAM organizations and
systems.

b. Serves as the proponent for VI training developments in support of enlisted Career Management Field 25 and
officer Additional Skill Identifier 5B.

c. Develops tactica VI COMCAM doctrinal manuals.

d. Develops VI instruction and programs for resident and non-resident officer, enlisted, and civilian personnel.

e. Serves as the TRADOC lead for the DAMVIPDP; responsible for the acquisition, development, replication and
distribution of TRADOC training videos to support HQDA-approved programs of instruction.

f. Provides video production guidance and compliance oversight to TRADOC schools and centers.

g. Prepares tables of organization and equipment within the force structure for VI.

h. Prepares tactical VI operational concepts along with associated systems and equipment.

2-8. The Commanding General, U.S. Army Materiel Command

In collaboration with the CIO/G—6, the Commanding General (CG), U.S. Army Materiel Command provides central-
ized procurement, maintenance, and logistical support for classified VI equipment and systems,; and plans, programs,
and manages RDT&E for VI technology.

2-9. The Commanding General, U.S. Army Forces Command

The CG, U.S. Army Forces Command (FORSCOM), ensures that subordinate commands integrate tacticdl COMCAM
support requirements into operational plans for contingencies and national disasters in accordance with the Joint
Operations Planning System, to include training where applicable. FORSCOM assigns a VI Manager to serve as the VI
representative to the AVISC, and as the FORSCOM POC for FORSCOM VI matters.

2-10. Commanders of Army components of the Combatant Commands
Commanders of Army components of the Combatant Commands integrate tactical COMCAM support requirements
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into operational plans for contingencies and national disasters in accordance with the Joint Operations Planning
System.

2-11. The Commanding General, U.S. Army Medical Command

The CG, U.S. Army Medical Command develops, plans, and programs medical continuing education training require-
ments, and provides medical COMCAM documentation support by ensuring applicability to internal command opera
tional plans and rapid response to wartime, contingencies, joint exercises, relief activities in response to major disasters,
and other peacetime engagements. In addition, as prescribed by the Army CIO/G-6, U.S. Army Medical Command
operates and maintains the DOD-centralized Still and Motion Media Records Center for medical pathology materials to
support DOD organizations and Veterans Administration Hospitals.

2-12. The Commanding General, Installation Management Command
The CG, IMCOM—

a. In collaboration with CIO/G—6, exercises mission responsibility and resources VI requirements throughout the
Army, on those posts, camps, and stations for which IMCOM s responsible, in compliance with DODI 5040.02, DODI
5040.07 and AR 25-1.

b. Appointsinstallation VI managers and ensures appropriate staff support to include the appointment of a dedicated
MDEP budget analyst for MDEP MU1M - Visua Information Mission Support.

¢. Manages authorized Army installation VI activities to include—

(1) Ensuring that all baseline services are offered to Army units and activities on Army installations in accordance
with the Command, Control, Communications, Computers, and Information Management (C4IM) Services List, Service
702- Multimedia/Visua Information Processes.

(2) Ensuring that al above-baseline services are sent to the supporting EMC for production.

(3) Ensuring reimbursements for above-baseline services are obtained and properly managed.

d. Reviews the operation of authorized VI activities annually to determine if products and services are cost effective
and systems are fully utilized.

e. Conducts or arranges for technical training for assigned VI personnel.

f. Protects assigned access identification numbers (that is, DVIANS), and implements local policies and procedures
for use of Army filesin the DIMOC. All pertinent materials (video, photos, and graphics) must be sent to the DIMOC
for permanent archive in compliance with Parts 1222 and 1223, Title 36, Code of Federa Regulations (CFR).

g. Plans, programs, and budgets for OMA resources to support VI requirements (for example, productions, person-
nel, equipment, and systems) in support of their missions.

h. Prepares directives for implementation of VI policy and procedures.

i. Ensures the Visua Information Ordering Site (VIOS) is implemented at al authorized VI activities for the
collection and/or reporting of VI metrics to the Installation Status Report-Services managed by Assistant Chief of Staff
for Installation Management.

j. Submits funding and manpower requirements to ensure support of authorized missions.

k. Based on HQDA strategy, develops five-year plans for acquiring VI investment systems in accordance with AR
25-1.

I. In coordination with CIO/G—6, validates and approves the establishment, expansion, consolidation, change of
capability, or disestablishment of VI activities.

m. Validates, consolidates, and submits VI investment equipment and systems requirements for the VISP.

n. Monitors assigned VI activities participation in the VI record documentation program. Ensures that VI still and
motion media master materia is forwarded to the DIMOC Visual Media Library, for pre-accessioning.

0. Provides management direction to authorized V1 activities, including ensuring quality products and services, state-
of-the- art equipment and systems, and overall operating efficiency; and utilization of the EMC for mission products
and services.

p. Ensures life cycle management of VI products and equipment.

g. Ensures al VI computers and networks have completed certification and accreditation as appropriate.

2-13. The Commanding General, U.S. Army Network Enterprise Technology Command
The CG, Network Enterprise Technology Command (NETCOM)—

a. Organizes and operates Army deployable COMCAM units to provide Tactical Digital Media (TDM) of opera-
tional contingencies, exercises, joint operations, and relief activities in response to major disasters and other peacetime
engagements.

b. Provides worldwide COMCAM TDM documentation support for Army and Joint service military operations,
contingencies, emergencies, and other peacetime engagements.

c. Provides three year lifecycle support for TDM Kits, until such time it becomes a DA funded Program of Record,
with an assigned material developer.
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d. Assigns a COMCAM Program Manager, who will provide input to policy, doctrine, and regulations, and upon
request, represent NETCOM, CIO/G-6, and other Army agencies as necessary on various steering committees and
working groups.

2-14. U.S. Army Europe

The Training Support Activity Europe (TSAE) VI program manager, under 7th Army Joint Multinational Training
Command, serves as the United States Army Europe (USAREUR) Multimedia/Visual Information (M/VI) Manager.
The USAREUR VI program is executed through Regional Training Support Divisions (RTSDs), Training Support
Centers (TSCs), and the Training Aid Production Center (TAPC). The USAREUR M/VI Manager—

a. In collaboration with CIO/G-6, exercises mission responsibility and resources VI requirements for USAREUR,
European Command, and Africa Command through memorandums of agreement, in compliance with DODI 5040.02,
DODI 5040.07, and AR 25-1.

b. Manages RTSD VI managers and ensures appropriate staff support to include the appointment of a dedicated
MDEP budget analyst for MDEP MU1IM — Visua Information Mission Support.

¢. Manages authorized TSAE VI activities a8 TSAE TSCs and the TAPC—

(1) Ensures that all baseline and mission services are offered to Army units and activities on Army instalations in
Europe in accordance with the C4IM Services List, Service 702- Multimedia/Visua Information Processes.

(2) Ensures that all above-baseline services are provided locally at the TSC, sent to TSAE's TAPC, or Visud
Information Services Europe (VISE) for production.

(3) Ensures reimbursements for above-baseline services are obtained and properly managed.

d. Reviews the operation of authorized V1 activities annually to determine if products and services are cost effective
and systems are fully utilized.

e. Conducts or arranges for technical training for assigned VI personnel.

f. Protects assigned access identification numbers (that is, DVIANS), and implements local policies and procedures
for use of Army filesin the DIMOC. All pertinent materials (video, photos, and graphics) must be sent to the DIMOC
for permanent archive in compliance with 36 CFR 1222 and 1223.

g. Plans, programs, and budgets for OMA resources to support VI requirements (for example, productions, person-
nel, equipment, and systems) in support of their missions.

h. Prepares directives for implementation of VI policy and procedures.

i. Serves as the global administrator for VIOS East in Europe and ensures VIOS is implemented at all authorized V1
activities for the collection and/or reporting of VI metrics for USAREUR and DA.

j- Submits funding and manpower requirements to ensure support of authorized missions.

k. Based on HQDA strategy, develops five-year plans for acquiring VI investment systems in accordance with AR
25-1.

I. In coordination with CIO/G-6, validates and approves the establishment, expansion, consolidation, manning,
change of capability, or disestablishment of VI activities.

m. Validates, consolidates, and submits VI investment equipment and systems requirements for the VISP.

n. Monitors assigned VI activities' participation in the VI record documentation program. Ensures that VI still and
motion media master material is forwarded to the DIMOC Visua Media Library, for pre- accessioning.

0. Ensures life cycle management of VI products and equipment.

2-15. U.S. Army Europe Regional Training Support Divisions
RTSDs under TSAE manage TSCs and satellites in their area of responsibility with and without full time VI services.
RTSDs offer the complete spectrum of baseline and some mission services across their divisions. TSCs within the
RTSD provide services depending on the size of the installation, staffing, and remoteness of location. RTSD VI
managers—

a. Implement HQDA and TSAE policy and procedures across their respective TSCs.

b. Prepare and submit funding and manpower requirements to ensure support of authorized missions.

¢. Based on HQDA and TSAE VI strategy, develop five-year plans for acquisition of VI investment systems that are
validated annually.

d. Maintain the Production Identification Number (PIN) that is required for all Army VI productions per DODI
5040.07.

e. Prepare and submit VI investment equipment and systems requirements to the USAREUR VI manager.

f. Recommend to TSAE manager the establishment, expansion, consolidation, reduction of capability, and dises-
tablishment of VI activities.

g. On a daily basis, forward recorded VI products (still photographs and motion media) to the DIMOC.

h. Ensure al VI personnel complete the TSAE VI Skills Self Assessment in conjunction with their immediate
supervisor, and submit all assessments to the USAREUR VI Manager. The assessments track courses attended,

DA PAM 25-91 « 1 July 2014 5



proficiencies, technical speciaties, and shortfalls of VI Specialist skills for the analysis of future training and courses
required.

i. Manage and operate authorized V1 activities, ensuring quality products and services, state-of-the-art equipment
and systems, and high overall operating efficiency, to include—

(1) Utilize VIOS for work request compliance.

(2) Complete mission work within the RTSD, or transfer products to the TSAE TAPC, or VISE under IMCOM-
—Europe depending on the type of product and most cost effective, timely, and reliable method. Mission work will be
on a reimbursable basis.

(3) Unless an exception or waiver is granted, RTSD VI activities provide all baseline services per the C4IM
Services List. TSCs may request a waiver by providing justification that includes a full analysis of the expected
benefits, and must include formal review by the installation senior legal officer or JAG. All waiver requests will be
endorsed by the RTSD Chief of the requesting activity and forwarded through the USAREUR VI Manager to the Army
ClO/IG-6.

(4) If atemporary lack of resources prevents an installation VI activity from offering all required baseline services,
the activity should prioritize offered services, referring those that cannot be provided to another TSC under the RTSD.
The prioritization for local support should be as follows—

(2) DA/Head and Shoulder and documentation photography.

(b) Self-help graphics shop.

(c) Graphics production.

(d) All other photography.

(e) Presentation and public address support.

() Video and multimedia production.

(9) Equipment loan.

2-16. Director of Army Safety/Commanding General Combat Readiness and Safety Center
The Directory of Army Safety/CG Combat Readiness and Safety Center—

a. In collaboration with CG, TRADOC develops, plans, and programs safety continuing education training require-
ments for CP-12 safety and occupational health professionals.

b. Serves as the validation authority for VI production requirements in support of safety.

2-17. Installation visual information managers
Installation VI managers will—

a. Implement HQDA and IMCOM policy and procedures.

b. Prepare and submit funding and manpower requirements to ensure support of authorized missions.

¢. Based on HQDA and IMCOM VI strategy, develop five-year plans for acquisition of VI investment systems that
are validated annualy.

d. Maintain the PIN that is required for all Army VI productions per DODI 5040.07.

e. Prepare and submit VI investment equipment and systems requirements to the IMCOM VI manager.

f. Recommend to IMCOM HQ