BY ORDER OF THE COMMANDER	AFFTC INSTRUCTION 61-2


HQ Air Force Flight Test Center (AFMC)


Edwards AFB CA 93524									         9 May 1997
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Scientific/Research and Development





SCIENTIFIC/RESEARCH AND DEVELOPMENT


UNITED STATES AIR FORCE TECHNICAL PUBLICATIONS PROGRAM:


OFFICIAL AND UNOFFICIAL UNLIMITED DISTRIBUTION DOCUMENTATION








This instruction establishes policies and procedures for processing, distributing, and publishing official and unofficial unlimited distribution documentation generated in-house or by contract, subcontract, Cooperative Research and Development Agreement (CRDA), Alliance, Consortium, or grant. It also applies to documents prepared for academic requirements (term papers, dissertations, theses) which include scientific/technical information and/or job-related topics. It applies to all Department of Defense (DOD) organizations at Edwards AFB CA, generating scientific and technical information (STINFO) (except NASA and Phillips Laboratory Edwards). It implements DOD Directive 3200.12, DOD Scientific and Technical Information Program, DOD Instruction 5200.21, Dissemination of DOD Technical Information, AFPD 61-2, Management of Scientific and Technical Information, AFI 61-202, United States Air Force Technical Publications Program, and AFI 61-204, Disseminating Scientific and Technical Information.





1.	SCOPE:  Documentation consists of any medium that transfers information, including paper, microform, electronic media storage, WWW, and video recordings about the following: information and data for use in planning and conducting Air Force research, development, test, and evaluation (RDT&E); engineering; production; logistics; and studies and analysis efforts. Types of technical publications consist of technical reports, conference proceedings, papers, presentations, journal articles, technical memoranda, technical notes, progress reports, briefings, term papers, dissertations, theses, technical/scientific information on web sites/networks, marketing materials, and abstracts.





2.	AUTHOR/ORIGINATOR RESPONSIBILITIES:  While this instruction is intended to cover all AFFTC-generated technical documentation by DOD personnel and U.S. Government Contractors, authors/originators should review AFI 61-202 and AFI 61-204 to assist in preparing documentation. However, as the author/originator is preparing the technical documentation, the following must be considered:





2.1.  If the documentation is a visual information item (video, brochures, photographs), coordinate with the Base Visual Information Manager (BVIM), and review AFI 33-117, Visual Information Management. Edwards AFB BVIM (277-9403)





2.2.  Review DOD 5200.1-R, Information Security Regulation/AFI 31-401, Managing the Information Security Program and other applicable security directives. Check with the security manager, review the applicable security classification guide for classified information. Authors and/or originators are reminded not to reference classified documents in unclassified reports that are approved for public release. For additional assistance, contact 95 SPTG/ASPO Information Security (277-7448).


�



2.3	For briefing slides, poster talks, and etc., prepare an outline for review. If verbal portions of these presentations include technical/scientific information of greater detail or sensitivity than that included in the printed material, the presenter must include this information for approval as well.





�
2.4	Contact AFFTC/PK, Directorate of Contracting, concerning questions regarding documents prepared by contractors, subcontractors, or on  issues that will be presented to contractors. Source selection information or proprietary data shall not be released. For more information, please contact the AFFTC/PKB Contracting Office (277-3900, ext 2203).





2.5	Ensure that the documentation meets Air Force standards. Check with the technical editors in your organization or the Technical Services Office for guidance (275-9001).





2.6	Use the AFFTC AUTHOR’S INSTRUCTION TO WRITING TECHNICAL REPORTS (AFFTC-TIH-96-01) and the American National Standards (ANSI) Standard Z39.18-1995, SCIENTIFIC AND TECHNICAL REPORTS:  ELEMENTS, ORGANIZATION, AND DESIGN. For articles, use the Government Printing Office STYLE MANUAL for guidance on style and usage.





2.7	You may check with the AFFTC Technical Library, Bldg 1400, Room 106, to verify bibliographic citations and references; verify Defense Technical Information Center (DTIC) subject headings for SF 298, Report Documentation Page; and/or to request a literature search before starting a project in order to support the research effort and to avoid duplication of that effort (277-3606).





2.8	Coordinate with AFFTC/JA Staff Judge Advocate for legal assistance concerning copyright, trade name, trademark, patent, and endorsement issues (277-4310).





2.9	Coordinate with the AFFTC/XPX Marketing Office for materials such as brochures and videos. Marketing material includes all information that describes AFFTC capabilities and business practices (277-3837).





2.10  Ensure that you use the correct organizational emblem(s). For more information, please contact AFFTC/HO  AFFTC History Office) (277-2498).





2.11  Once approved by the Program Manager/Systems Program Office (SPO) and Squadron Commander, obtain an AFFTC route/approval cover letter from the Technical Services Office at 275-9001. When applicable, the AFFTC STINFO Office requires that a message from the SPO or a signed statement by the author that SPO approval has been received be included with all requests for STINFO COORDINATION/APPROVAL. Route the documentation and obtain the required AFFTC approvals  (see Paragraph 5).





2.12.  Authors/originators should allow 10 to 15 weekdays for the local FINAL STINFO COORDINATION/APPROVAL PROCESS.





2.13.  Author/originator coordination with all applicable offices prior to the submission of technical documentation for the FINAL STINFO COORDINATION/APPROVAL review will foster a more efficient review process.





3.  OTHER ORGANIZATIONAL RESPONSIBILITIES:


3.1.	The Technical Services Office issues the AFFTC Approval Cover Letter, checks for compliance with Air Force standards and formats, and forwards approved items to DTIC. 412 TW/TS (275-9001)





3.2.	For visual documentation as defined in 3.1, the AFFTC BVIM will check for compliance with AFI 33-117 (Public Law 81-754, Title 5, Federal Records Act of 1950, codified at 44 U.S.C., Chapters 25, 27, 29, 31, and 33). Approvals may have to go through the Air Force system to the DOD Public Affairs Office. 95 ABW/SCS (277-9403)





3.3.	AFFTC/XPX will review marketing documentation for accuracy and appropriateness of stated AFFTC capabilities and business practices. AFFTC/XPX (277-3837)





3.4.	The AFFTC STINFO will check for compliance with the STINFO requirements and instructions. 412 TW/TSTL  STINFO Officer  (277-3606)





3.5.	The 412th Test Wing Senior Technical Advisor will review documentation on behalf of the AFFTC Commander, reviews and validates the technical content of the documentation and AFFTC policy content. 412 TW/CA  (277-4230)





3.6.	95 SPTG/ASPO OPSEC Program Manager will check for OPSEC concerns. 95 SPTG/ASPO (277-5441/7447)





3.7.	AFFTC/IN Foreign Disclosure Program Office (FDPO) will check for security, foreign disclosure, and export control issues. AFFTC/IN (277-2955)





3.8.	AFFTC/PA will conduct the Security and Policy Review process IAW AFI 35-205, Air Force Security and Policy Review Program. The AFFTC Public Affairs Office approves all unlimited distribution (Distribution Statement A, Approved for Public Release) after the documentation has been coordinated by the Author/Originator through the following STINFO COORDINATION/APPROVAL PROCESS. AFFTC/PA will determine and coordinate higher headquarters review as required by regulation, content, audience or format.  AFFTC/PA   (277-3510)





4.  COORDINATION/APPROVAL PROCESS:


4.1	Internal/Initial Approval as required by authors’/originators’ organization:


4.1.1.  Program Manager/SPO Approval (if appropriate)


4.1.2.  Squadron Commander/Division Chief


4.1.3.  If contractor/subcontractor: Appropriate employer approval





4.2	Final Clearance Approval: 





Office�
Location�
Action�
�
412 TW/TS Technical Services�
Bldg 2750, Rm 105�
Coordinate�
�
95 ABW/SCV (BVIM)�(as appropriate)�
�Bldg 1405, Rm 106�
�Approve�
�
412 TW/TSTL (AFFTC STINFO)�
Bldg 1400, Rm 110�
Coordinate�
�
�412 TW/CA Technical Advisor�
Bldg 2750, �Third Floor,  Rm 313�
�Approve�
�
AFFTC/XPX Marketing Office�(as appropriate)�
�Bldg 1, Rm 110�
�Approve�
�
95 SPTG/ASPO  OPERATIONS SECURITY (OPSEC)�
�Bldg 2430, Rm 6�
�Approve�
�
AFFTC/IN  (FDPO)  Foreign Disclosure�
Bldg 1,  Rm 105�
Approve�
�
AFFTC/PA �(includes “WWW” documentation)�
�Bldg 2600, Rm 103�
�Approve�
�






�
5.  POST APPROVAL:


5.1.	The Technical Services Office will provide the authors/originators with a copy of SF 298, Report Documentation Page. The authors/originators are responsible for completing the SF 298, submitting the completed SF 298 along with a copy of the AFFTC/PA approved documentation to the Technical Services Office. The Technical Services Office will forward the AFFTC/PA approved documentation, SF 298, and DTIC Form 50, Accession Notice,  to DTIC IAW AFI 61-202.


5.2.	Although technical information (in any format) is approved by AFFTC/PA through the Security and Policy Review process in one format (e.g., conference paper), should the authors/originators plan to submit the documentation in another format (e.g., journal article) and/or to update/change the information, the authors/originators need to resubmit the documentation to the following offices:


5.2.1.	Initial Approval as required by authors’/originators’ organization.


5.2.2  Final Approval Cycle:


5.2.2.1.  412 TW/TS (Technical Services)


5.2.2.2.  412 TW/TSTL (AFFTC STINFO)


5.2.2.3.  AFFTC/IN (FDPO)





5.3.  AFI 61-202, UNITED STATES AIR FORCE TECHNICAL PUBLICATIONS PROGRAM requires that different types of documentation be handled in various ways.  Although the same information is included, different formats require different markings/statements. To accelerate this review process, authors/originators are requested to include copies of the previously approved documentation, indicating any additions/deletions/updates.











						RICHARD L. ENGEL, Major General, USAF


						Commander
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______________________________________


No. of Printed Pages:  4


OPR:  412 TW/TSTL (Ms Jolaine Lamb, DSN 527-3606)


Approved by:  412 TW/TS (Mr. Papa)


Editor:  Phyllis Holden-Wright


Distribution:  F; X
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